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INSTRUCTION




	Tony Evers, PhD, State Superintendent



MPCP On-Line Application System Information (OAS)

Completing 3rd Friday Count Report and Class List
1. Enter all applications accepted during the September open application period if your school had one.
2. Submit applications to DPI.  
a. Before you can submit applications they must be complete.  Schools must have a paper application and required documentation for every online application.

b. You must correct all errors before applications can be completed. E-mail DPI if there is an error you cannot correct.  All online applications must match the paper application.  (See Correcting and Deleting Handout for directions on what information should be e-mailed to DPI.)

c. Applications in holding status cannot be submitted; therefore, they are ineligible for payment.  
3. Prepare to complete the 3rd Friday in September Count Report and Class List.
a. Check that all students are listed in the correct grade.
b. Check that there are no duplicate applications.
4. On 3rd Friday in September, check the students’ names that are in attendance for instruction on that day.

5. During the week after the 3rd Friday in September, check students’ names that were not in attendance on 3rd Friday but were present for instruction on a day before and a day after the 3rd Friday in September.
6. During the week after the 3rd Friday in September, prepare count report and class list.  Do not submit the report yet; rather, click the “submit later” button.

7. During the week after the 3rd Friday in September, review count report and class list.

8. By October 1, submit the count report and class list after the forms have been checked for accuracy.

After the count report and class list have been submitted, the report must be unlocked by DPI for any changes to be made.  Do not submit the report if applications are incomplete or need corrections. Due to the limited time available to process checks, DPI cannot guarantee that changes can be made in time to process a payment.  Therefore, it is best to submit correct information the first time.
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