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Purpose of this document 
This document provides step-by-step instructions on how to use the Ofcom Online 
Services Portal to submit your PRS Outpayments return. This information is required 
under the PRS general demand, which can be found on Ofcom’s website. 

If you have any problems while using the system that cannot be resolved by reference to 
this user guide or the online help, please email MID@ofcom.org.uk. 

About the Ofcom Online Services Portal 

Ofcom’s Online Services Portal enables communications providers to submit data to 
Ofcom in a secure and controlled way. It is used throughout Ofcom to collect market data 
and regular returns. 

Request access to the portal and PRS Outpayments 
Return 

You will need to be granted access to the Online Services Portal (and hence the PRS 
Outpayments Returns) before using it for the first time. 

Please contact the Research and Intelligence Team at MID@ofcom.org.uk with the 
following details: 

• Your name; 
• Your company; 
• Your job title; 
• Your email address; 
• Your telephone number/s; and 
• Your office address; 
• Name of the return you need access to e.g. PRS Outpayments Return. 

If you are replacing an existing user, you should let us know who that person is and 
whether they still require access to the portal. As the Online Services Portal contains 
commercially sensitive information, we recommend that the number of people who have 
access to the data held in it is kept to a minimum. 

If you are not replacing an existing contact, we will also need to know the level of access 
that you require for the PRS Outpayments Return: 

• Data Submitter – you can enter and submit the return on behalf of your company. 
• Data Provider – you can enter data into the return, which is then submitted by 

someone else in your company who has PRS Outpayments Return submitter 
access. 

One of the team will email when you have been granted access and you will receive a 
separate system generated email asking you to set a password. 

Change your email address or contact details 

Registered email addresses and contact details can only be changed by Ofcom’s 
Research and Intelligence team. Please send an email to MID@ofcom.org.uk requesting 
the change and one of the team will email you when it has been made.  

https://www.ofcom.org.uk/phones-and-broadband/phone-numbers/general-demand-for-information
mailto:MID@ofcom.org.uk
mailto:MID@ofcom.org.uk
mailto:MID@ofcom.org.uk
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Log in 

To logon to the Online services Portal, go to: 
https://ofcomlive.my.site.com/midloginpage. 

 

 

The Market Information Database (MID) submissions dashboard will open (see next 
section). 

  

https://ofcomlive.my.site.com/midloginpage
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Reset your password 
Passwords can be reset through the login screen: 
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Navigate the MID submissions dashboard 

The MID submissions dashboard is the home page of the PRS Outpayments Returns and 
shows: 

• A list of returns that are due to be completed within the next 30 days. 
• The Company details/submissions roles panel. 
• The Returns summary panel with the number of returns by status. 
• The Contact details panel. 

 

 

Open the required return 

There are two ways to open returns: 

1. If the return is due in the next 30 days and the status is either ‘In progress’ or ‘Not 
started’: 
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2. To see any return, including submitted, reopened and historic returns: 
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Navigate the PRS Outpayments Return form 
The Telecom PRS Outpayments Return is displayed as a single form and you will have to 
scroll down to see all sections for data entry. Information can be entered over multiple 
sessions by using the Save button. 

The buttons at the bottom of the form differ between the edit and read only modes: 

• Edit mode:  
o Save – will save the data entered so far to return to later. 
o Cancel – will return to the Scheduled returns page without saving changes. 
o Save and exit - will save the data entered and return to the Scheduled 

returns page. 
• Read only mode:  

o Generate PDF – will open the print dialogue box so you can Save as PDF or 
Print the return 

o Back - will return to the Scheduled returns page. 
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The top of the form 

 

 

Enter data into the form 

Complete the form for each service and use the Save button at the bottom of the page if 
entering data over multiple sessions. 
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Submit the return 
When you have completed all sections of the form for each service and are ready to 
submit the return: 
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Once you click on Confirm the return will be submitted and you will see the confirmation 
page below. 

 

If you discover an error in the return after it has been submitted, you should email 
MID@ofcom.org.uk and ask for it to be re-opened. 

 

Save a PDF version of the return 

Only returns in a ‘Ready to submit’ or ‘Submitted’ status can be exported as a PDF. 

 

 

mailto:MID@ofcom.org.uk
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