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Training Handout: How to Export

Overview: The following training handout reviews step-by-step instructions on
how to export (download or send) a data report when the option is
available.

Step Action ‘

1. | Login: https://occ.decisions.com/

USERNAME OR EMAIL

user@provider.com

PASSWORD

olllao.n{

W Remember Me

Register

2. | Provider Dashboard/Home will automatically open upon login.

A OKLAHOMA UNIVERSAL SERVICE FUND

e ool Servce Proves = - | =

Fund Year 2023 (7/1/2022 - 6/30/2023) Cumulative Funding Of Special Service Provider

Total Approved Funding From All Sources Current Approved Causes Current Monthly Paynvent Request Status Change Requests Submined

$5,582.20

Soecial Fundina Primarv Funding
School Library Telemedicine Lifeline K Case G Case

Tokal FY Funding Totad FY Funding

$92.00 $0.00

Curmers Appeoved Causes

Gurrent Approved Causes ()

Hurrbms (4 Beverdcam o 1

Mooy OF Actree Cacuits 1
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Step Action ‘

3. -]

Anytime there is a gear Icon M= or Printer Icon ? in the corner of any system page
(My To Do List, Historic Funding, Active Circuit Details, etc.), there is the option to export:

e Click on the gear icon = to open the options provided:

Change Report: Change
ProviderSchoolReport
Actions:

| g-wr"csc.-‘iet‘-c Report |

e Select the Printer Icon ? to download or send the report, contents, etc.

4. | The Download/Send Report summary will automatically appear:

Download/Send Report

v DISTRIBUTION OPTIONS
Report Distribution Type
(® Download

(O) Email Distribution

MNote

Only data view will be downloaded for report having
more than 10,000 rows.

v SETTINGS
Format
‘ Excel v ‘
Output Type
‘ Default Excel Template v ‘

PROCEED

3
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5. | Select a Distribution Option:
e Download, or
e Email Distribution

» DISTRIBUTION OPTIONS
Report Distribution Type
(® Download

(©) Email Distribution

6. | Select a format setting via the dropdown:
e Excel, or
e Pdf

“ SETTINGS

Format

Excel v

Pdf

7. | When complete, sclalect “PROCEED”

PROCEED

8. | The Export View screen will automatically appear:
e Select "Download Exported Report”

Export View

Download Exported Report

Downloads

J ProwderActivelircuitsReport (2)adsx

b
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