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Introduction 
This manual is intended to cover the interfaces that company administrators will use to operate the 

app… 

Home Page 
 

When a user follows the link from the Oregon website they will be directed to a login page, prompting 

for their username and password. From this page they can begin the process to reset their password if 

they have forgotten it or obtain additional information using the help link. 

Login 
 

 

Figure 1 Login Page 

Elements: 

1. Username Field 

2. Password Field 

3. Log in Button 

4. “Forgot your email or password?” link 

a. See Forgot Password 

5. “Need help?” link 

a. See About/Contact 
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Forgot Password 
When a user clicks the forgot email/password link on the home page, they will be directed to the forgot 

password page. On this page a user enters their username and if the username is recognized, a 

password reset link is sent to the email address on file for that account. 

 

 

Figure 2 Forgot Password Page 

Elements: 

1. User Name field 

2. Email Link button 

 

Forgot Password Confirmation 
Once a username is submitted on the forgot password page, users will be directed to a confirmation 

page that their request has been submitted. 

 

 

Figure 3 Forgot Password Confirmation Page 
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Password Reset Email 
An example of the password reset email is shown here. Clicking the link directs the user to the reset 

password page. 

The link in this email will expire after a fixed amount of time and will only work for the user who 

requested it. 

 

Figure 4 Password Reset Email 

Elements: 

1. Unique password reset link 

a. Links to Reset Password Page 
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Reset Password Page 
Clicking the link in the password reset email will direct the user to this, the Reset Password page. Here, 

users must enter the same username used in the Forgot Password page. As well, users must enter a new 

password and repeat the same password in the confirmation field. If the passwords do not match or the 

username is incorrect, validation messages will appear above the fields when the Reset button is clicked. 

 

Figure 5 Reset Password Form 

Elements: 

1. User Name field 

2. Password field 

3. Confirm Password field 

4. Reset button 
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Password Reset Confirmation 
When the password reset is successful on the Reset Password page, users will be directed to a 

confirmation page. This page is meant to inform the user that the password reset is successful and 

provide a link to the login page. 

 

Figure 6 Password Reset Confirmation Page 

Elements: 

1. Link to login page 

a. See Login 
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About/Contact 
The about page can be reached either through the help link on the login page or at any time while 

logged in to the system by clicking the Help -> About link on the navigation bar. 

 

Figure 7 About/Help Page 
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Dashboard 
Once a company user is logged in, they will be taken to the Company Dashboard page. From the 

dashboard page, users may navigate to each of the OUS forms, payments, and disbursements.   

Company Dashboard 
 Accessible at any time by clicking the Dashboard link in the navigation bar. 

 

Figure 8 Company Dashboard 

Elements: 

1. OUS1 Provider Information Button 

a. Transfers the user to the OUS1 form 

2. OUS2 Contribution Worksheet Button 

a. Transfers the user to the OUS2 form 

3. OUS3 Line Counts for Recipient Companies 

a. Transfers the user to the OUS3 form 

4. Payments 

a. Transfers the user to the Payments page 

5. Due date notice 

a. Indicates an upcoming or past due date of a form 

b. This indicator will be Green when a form is not yet due 

c. This indicator will be Red when a form is past due 

d. These indicators may appear next to any of the OUS forms 
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Forms 
Each OUSF form available for the user’s company is accessible through the Dashboard after logging in 

through large buttons on the page.  

 

Figure 9 Dashboard Form Buttons 

The forms are also accessible through the navigation bar by clicking on the Forms link and then clicking 

on the desired form.  

 

Figure 10 Navigation Bar Form Links 
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OUS1 – Provider Information Form 

OUS1 Validation Messages 
On the OUS1 form, when a user enters data into one field and moves to the next, validation messages 

will display if there is a problem with the data entered.  

 

Figure 11 Validation Messages on the OUS1 Form 

Clicking the submit button while there are validation messages on screen will not submit the form until 

the issues are resolved. 
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Block 1: Telecommunications Service Provider Information 

 

Figure 12 OUS1 Block 1 

Elements: 
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1. Form Tab 

a. Active by default, click the link to change back from the review history tab to the form 

2. Review History Tab 

a. Click the link to change to the review history tab. See Review History 

3. Print View button 

a. Click this button to format the OUS1 for printing and open a print dialog 

b. An example image is located at OUS1 – Provider Information Form (Printable) 

 

Block 2: Contact Information 

 
Figure 13 OUS1 Block 2 
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Block 3: Certification 

 

Figure 14 OUS1 Block 3 

Elements: 

4. No change checkbox 

a. When this box is checked, users can sign and submit the OUS1 form without making any 

changes (except for those in Block 3). 

b. If this box is checked and the form is submitted, any changes to the form will be lost 

except for fields in Block 3. 

5. Submit button 

a. Save changes to the OUS1 form 

  



15  ↑ 
 

OUS1 – Provider Information Form (Printable)  
A low graphics, printable version of the OUS1 form, accessed by clicking the Print button on the OUS1 

form. 

 

Figure 15 OUS1 Printable Version (cropped) 
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OUS2 – Contribution Worksheet 

OUS2 Validation Messages 
On the OUS2 form, all numerical fields are required. When a user enters data into one field and moves 

to the next, validation messages will display if there is a problem with the data entered.  

 

Figure 16 Validation Messages Example 

Clicking the submit button while there are validation messages on screen will not submit the form until 

the issues are resolved. 

OUS2 Calculated Fields 
In the OUS2 form there are several calculated fields. These fields are not user editable and will 

automatically update when data changes on the form. 

 

Figure 17 Calculated Fields Example 
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Block 1: Quarterly Revenue Information 

 

Figure 18 OUS2 Block 1 

 

Elements: 

1. Contribution Period selector 

a. Changing this dropdown to a previously submitted contribution period will display the 

submitted OUS2 form for that period. 

b. Previously submitted OUS2 forms may be revised by clicking the Revise button when 

applicable. See OUS2 Revisions and Versions  

2. Print button 

a. Displays a printable version of the current form 

b. See OUS2 – Contribution Worksheet (Printable) 
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Block 2: Revenue Information 

A. Wholesale Revenue 

 

Figure 19 OUS2 Block 2A 
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B. Billed Revenue from Services Provided 

 

Figure 20 OUS2 Block 2B 

C. Revenues Excluded 

 

Figure 21 OUS2 Block 2C 
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D. Amount Due 

 

Figure 22 OUS2 Block 2D 

Elements: 

1. Cancel Button 

2. Submit Button 
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OUS2 Revisions and Versions 
Using the contribution period selector at the top of the OUS2 form page, users may view and/or revise 

older OUS2 forms. To access these older forms simply select a prior contribution period from the drop-

down list. If a user can revise the OUS2 form, the revise button appears next to the print button  

 

Figure 23 OUS2 Revision Selector/Revise Button Example 

Elements: 

1. Contribution Period selector 

2. Revise button 

When revisions are enabled for an older form, the Revise button will be present near the top of the form 

(see the example below). Additionally, the Version Type indicator in Block 1 of the OUS2 form (outlined 

red below) displays the status of the OUS2 form being viewed, one of Revised, Original, or Not 

Submitted. 

 

Figure 24 OUS2 Block 1 Type Examples 
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OUS2 – Contribution Worksheet (Printable) 

 

Figure 25 OUS2 Printable Version (cropped) 
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OUS3 – Distribution Worksheet 
The OUS3 form is displayed as a table in this application. There are several calculated fields on this form 

that are not user editable. These fields appear in grey and are updated when information in the table 

changes. 

Each row of the table is editable (see elements 6-9). To begin editing the values in the table, click on the 

value and you will be able to type your changes.  

 

Figure 26 OUS3 Form 

Elements: 

1. Distribution Period Selector 

2. Save Button 

3. Cancel Button 

4. Print Button 

5. Notes 

6. Residential Service Access Line Count 

7. Business Service Access Line Count 

8. Owned Line Count 

9. Leased UNE Line Count 
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OUS3 – Distribution Worksheet (Printable) 

 

Figure 27 OUS3 Printable Version Example 
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Payments 

Payment Invoice Page 
The payment invoice page displays the current due balance for each due quarter.  

 

 

Figure 28 Payments Form 

Elements: 

1. Full or Partial Payment selector 

a. Selecting partial payment will enable the payment amount box to enter a specific 

amount to pay 

b. Selecting full payment will disable the payment amount box and populate it with the full 

amount due 

2. Payment Amount field 

a. When partial payment is selected, this box is editable and controls the amount that will 

be paid 

3. Pay Online button 

a. Displays the payment review box 

4. Pay By Check button 

a. Displays the payment review box 
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Payment Review 

 

Figure 29 Payment Review 

Elements: 

1. Continue button 

a. If this is a check payment, displays a printable invoice to include. See Payment Invoice 

(Printable) 

b. If this is an online payment, this will transfer the user to the payment system 
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Payment System 

 

Figure 30 Payment System Example 
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Payment Invoice (Printable) 

 

Figure 31 Printable Invoice 
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System User Management 

System User Management Page 

 

Figure 32 System User Management Page 



30  ↑ 
 

 

 

Figure 33 Company User Creation Form 


