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General Information about MBIAdmin Website and User Manual 
This User Manual is meant to provide new registrants and existing users with step by step instructions on how to 

obtain information or assistance, navigate the website, and use the website features. 

 

MBI  Administration Services  website is divided into a Public site and a Secure site. All links from the Public 

homepage are accessible to general users. To access the Secure site, you must first register your company and 

obtain a service account. 

 

Use the hyperlinked Table of Contents to quickly locate step-by-step instructions in this document. The User 

Manual is divided into convenient sections: 
A. Get Started-Finding Information on the Website and Registering a New Company 

B. Roles and Responsibilities 

C. Add/Manage SubAccounts-Update Account 

D. Add/Manage Users 

E. Login and Password Assistance 

F. Request/Return/Transfer MBIs 

G. Annual Invoicing 

H. Reports 

I. Reporting Changes in your Company Lifecycle 

J. Obtaining Assistance and Reporting Issues 

K. Pricing Schedule and Payment Method 

 

A. Get Started  

Finding Information on the Website  
The website offers three pages to provide users with both general and step by step instructions. These pages are: 

¶ Home ï A landing page  packed with links to information, log in, and industry organizations 

¶ MBI Administrator News ï commonly requested administrative related information 

¶ MBI Oversight Council News ï commonly requested information from and about the councilôs activities and 

website governance 

 
Home Page 

The Home page (unsecured) is designed to provide users with quick links to information they need most often. It is a 

starting point for users who want to: 

 

Log in to their company account  

Obtain an industry snapshot of MBI usage  

Find information  

Obtain Helpdesk assistance  

 
Access commonly used Indus try related website  
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MBI Administrator News 

The MBI Administrator News page contains information about the Helpdesk support hours/holidays, telephone/mailing and 

other contact information, user community reports, and commonly requested downloadable files. 

 

Click on a link in the side navigation to go to the required information. 
 

 

 
MBI Oversight Council News 

The MBI Oversight Council News contains information about the MBIAdmin website governance, membership 

information, MBI Assignment Guidelines. The page provides a forum for members to report issues that affect the WSP 

community and to obtain feedback from industry professionals. Click on the links or scroll down to the information you 

need. 
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Registering a New Company 

To request MBIs from MBIAdministration, the wireless service provider will require a new service account package. This is 

to be used for new accounts only. Service providers who are currently registered with MBIAdmin should request additional 

service accounts by logging into www.mbiadmin.com 

 

¶ New Service Accounts-first time registrants 

¶ Additional Service Accounts-existing account owners 

 

 

New Service Accounts 

1. To obtain a New Company set up package, contact the MBI Administrators at www.MBIAdmin.com 

The setup package consists of: 

¶ User Agreement 

¶ Pricing Plan 

¶ MBI Admin Service Account Registration Form 

o New companies are required to register one service account. Additional service accounts 

may be registered at initial setup or added at a later date. 

o The MBI Service Account Registration process allows you to subdivide each Service 
Account by category, such as geographic location, service, or function to help manage 
growth and change. 

 

 

2. Obtain the forms by navigating to the website. From the Home page, click on MBI Administrator News, 

the click on MBI Administration Documents 

 

3. Complete the forms 

a. MBI Service Account Registration:  Form A 

b. Service Account Application 
c. Sub Account Application 

d. Invoice 

 

4. To make payment by check see Pricing Schedules and Payment Methods 

5. To make payment by credit card: Send a soft copy to: MBIAdmin@solusur.com Include the best time 

to contact you to arrange credit card payment.  The account will not be set up until payment is received. 

 

6. Once payment is received and the MBI Administrator verifies the License ID, the new service account (and 

requested sub accounts) will be set up. 

 

7. The Administrator will also set up the Primary Contact user account. Additional User accounts can be 

created at any time by the Primary Contact. 

Service 
Account 

Sub Account 
East 

Sub Account 
West 

Sub Account 
South 

Sub Account 
North 

http://www.mbiadmin.com/
http://www.mbiadmin.com/
http://www.mbiadmin.com/
mailto:MBIAdmin@solusur.com
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Additional Service Accounts 

1. From your User Home screen, click Account Management. 
 

2. Click on Add New Service Account. If no MBIs have been assigned to this account, uncheck the Hide 

Inactive Accounts box and click Refresh. 
 

 

3. Enter the Account Name. This field is different from the Company Name. 
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4. Enter the OCNs. This field is optional and can include multiple OCNs (Operating Company Number). This 

was used during Grandfathering to pre-populate Service Accounts. For multiple enter the OCNs separated 

by a comma.  Do not enter spaces.  Example:  5423,5424,5425 

5. Uncheck the Pre-Populate this Account box. If the account is to be pre-populated, leave the box checked 

and enter the quantity and beginning NPA number in the Comments. 

6. Enter Comments. This section is optional and can contain a maximum of 250 characters, including spaces. 

Use it to record notes to the Administrator specific to your application. 

 

7. Choose the Payment Method. 

a. On-Line Payment 

Choose this option, to make a credit card online. Complete all required fields and click Submit. 

The dollar amount listed will be applied to your credit card and your application will be entered as 

complete with the current date. 
 

8. The confirmation page will show the payment ID and payment amount. Save this page for your records. 

Click Continue to Application Summary. 
 

9. The application summary appears for review.  The account has been created and is ready to use. 
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b. Other Payment 

This option provides a confirmation page and a payment application. This page can be mailed 

along with your check. See Pricing Information on the Administrator Homepage 

In order for payment to be applied appropriately, all off-line payments must include the 

Application ID that is provided upon confirmation of your application submission. 
 

1. Complete and fax the application to MBI Admin.  See the Contact Information on the 

Administrator page. For security purposes, do not send credit card information by email. 
 

 

2. The application will be held for 20 business days. If the payment has not been received 

within that time, the application will be denied and must be re-submitted. 
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3. When the application is processed a confirmation is mailed to the user. 
 

 

 

B. Roles and Responsibilities  
The Roles and Responsibilities are extracted from Annex A and Annex B of the MBI Guidelines document and 

constitute the agreement undertaken between MBIAdmin (Administrators) and the Registered Users (Applicants and 

Assignees) of MBIAdmin.com 

 

Responsibilities of Applicants and Assignees 
Entities requesting MBI assignments and entities already assigned one or more MBIs shall comply with the 

following: 
 

8.1 Applicants and Assignees must meet all conditions specified in these guidelines. It is the 

responsibility of the Applicant to obtain the most current copy of the guidelines from the 

Administrator, which can be located at http://www.mbiadmin.com. Applications should be 

submitted through the MBI Web Site. However, copies of all required forms are included in 

Annex B of the guidelines. 

8.2 All Assignees and Applicants of MBI resources are required to establish one or more Service 

Accounts with the Administrator by completing Account Management - Service Account 

Application. No assignments will occur without such a Service Account. No Service Account will 

be established until the account setup fees for MBI administration are paid (both for accounts and 

Sub-accounts), system access fees are paid, and User Agreements are signed. 

8.2.1 Each wireless service provider uniquely defines the scope of a Service Account or Sub- 

account; e.g. geographic area, group of geographic areas, service, function, etc. The 

scope of the account is maintained solely by the service provider but is available to the 

Administrator should an audit occur. 

8.3 Once accounts are established with the Administrator (see section 8.2 above) applications must be 

submitted for new MBIs using MBI Management ï New MBI Application. 

From: mbisuport@gmail.com 
Date: February 28, 2017 at 10:41:51 AM EST 
To: nwilden@greenway.com 
Subject: MBI response 

 

The MBI Administrator has reviewed your Application. The 
details of the application status and decision are listed below: 

 

----------------------------------------------------------------- 
Application ID:  194719 
Application Type: Add Service Account 
Company: 1323 - GREENWAY CELL CO 

Submitted By:     Nina Wilde 

 

------------------------------ 
Due Date: NONE 
Fee Remaining: $0 
Responsibility:   NONE 
------------------------------ 
Validation Results: Application Approved 
Instructions:    null 
Administrator:    SYS Admin 
----------------------------------------------------------------- 
You can click on the following link to see the application details: 
https://mbiadmin.com/MBI/do/secure/viewApp?applicationKey=194719 

http://www.mbiadmin.com/
mailto:mbisuport@gmail.com
mailto:nwilden@greenway.com
https://mbiadmin.com/MBI/do/secure/viewApp?applicationKey=194719
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8.4 Assignees shall: 

8.4.1 Assign and efficiently manage the MINs associated with the assigned MBI and maintain 

up-to-date and accurate assignment records that associate MINs to MDNs. These records 

are required for audit purposes. 

8.4.2 Activate a MIN within the MBI by the Implementation Date.  Refer to sections 6.6 and 

6.7 for implementation timeline instructions. 

8.4.3 Inform the Administrator of changes in the information associated with a MBI 
assignment by using MBI Management ï MBI Assignment Change form. Changes may 

include: 

¶ An Implementation Date change 

¶ A transfer of an MBI to another Service Account or Sub-account within a company 

¶ A transfer of MBI(s) to a different wireless service provider's network due to a 

merger or acquisition. Both the initial Assignee and the recipient of a MBI involved 

in a transfer occurring through a merger or acquisition must inform the 

Administrator as soon as possible after such a change takes effect. Any liability 

associated with not informing the Administrator of transferred MBI(s) is the 

responsibility of the recipient. The service providers shall also indicate whether the 

original User should be deactivated from the Administratorôs system. 

¶ A transfer of MBI(s) to a different wireless service providerôs network due to reasons 

other than a merger or acquisition (such as a ñmarket transferò or correction of 

assignment data).  Both the initial Assignee and the recipient of a MBI involved in 

the transfer must inform the Administrator as soon as possible after such a change 

takes effect. Any liability associated with not informing the Administrator of 

transferred MBIs is the responsibility of the recipient.  The service providers shall 

also indicate whether the original User should be deactivated from the 

Administratorôs system. 

8.4.4 Participate in the MBI audit and reclamation process. 

8.4.5 Apply to the Administrator for an extension, using MBI Management ï MBI Assignment 

Change form, if the Implementation Date cannot be met and the MBI is still required. 

8.4.6 Return to the Administrator, using MBI Management ï MBI Assignment Return form: 

¶ Any MBI no longer needed for the provision of wireless services, 

¶ Any MBI not activated before or on the implementation date, including an extension, 

if any, or 

¶ Any MBI not used in conformance with these assignment guidelines 

8.5 Non-LNP capable wireless service providers must ensure, through the Administrator that they are 

assigned the MBI that corresponds to their newly assigned central office code. Non-LNP capable 

wireless service providers will be required to use the ñspecify an MBIò field on MBI Management 

ï New MBI Application assignment request form to match the MBI to the central office code 

assigned by the NANPA. 

8.5.1 If the central office code is a recent assignment to a non-LNP capable service provider, 

the NANPA Part 3 or the PA Part 3 will need to accompany the MBI application. 

8.5.2 If the new central office code is a result of a NPA split situation and the old central office 

code is already assigned to the requesting service provider , a Part 3 may not be 

applicable but the service provider must follow the ñArea Code Split ïMBI Release 

Processò  in Annex I of these guidelines. 

8.6 Wireless service providers must ensure that the MBIs assigned to them by the Administrator 

match a roaming clearinghouseôs records to eliminate roaming or billing conflicts. 
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8.7 There is a thirty (30) day aging period before reclaimed or returned MBIs will be reassigned. 

Service providers with an MBI(s) that have been reclaimed and/or returned are encouraged to 

complete all necessary technical and business procedures within this 30 day aging period. 

 

Responsibilities of the Administrator 
The role of the Administrator is to manage the portion of the MBI resource that has been defined as available for 

assignment and to directly administer the MBI segment of the MIN. 
 

9.1 The Administrator will:  

9.1.1 Assign MBIs on a first come, first served basis from the available pool of unassigned 

MBIs according to whether the service provider is LNP capable or non-LNP capable. 

Refer to sections 5.14 and 5.15. 

9.1.2 Make all MBI assignments and account creations based on the procedures in these 

guidelines. 

9.1.3 Treat sensitive information received from Applicants as proprietary and confidential, and 

not to be shared with non-Administrator personnel. 

9.1.4 Respond to the Applicant within 5 business days of receipt of a form or other 

correspondence. 

9.1.5 Develop, implement and maintain the MBI Administration Web site. Access to the secure 

portion of the Web site will be restricted to those entities with a current account with the 
Administrator. 

9.1.6 Develop, implement and maintain a system in support of the MBI administration 

function. 

9.1.7 Provide to the industry general and specific information on the MBI Assignment 

Guidelines and Procedures. 

9.1.8 Provide paper or electronic copies of these guidelines and forms to Applicants and 

Assignees, and assist them in completing the required forms. 

9.1.9 Attend and represent MBI Administration at pertinent industry forums or meetings at the 

direction of the MBI Oversight Council. 

9.1.10 The Administrator must monitor the assignment of central office codes on an ongoing 

and timely basis. By monitoring the assignment of central office codes as listed in the 

Telcordia® NPA/NXX Activity Guide (NNAG), the Administrator will know what 

resources are available as assignable MBIs. 

9.1.11 The Administrator will make any non-assigned MBI available for assignment upon 

receipt of a Part 3. 

9.1.12 The Administrator must not assign the corresponding MBIs for unassigned central office 

codes, due to the need for non-LNP capable service providers to continue to have MBIs 

that correspond to their MDNs central office codes. 

9.1.13 The MBIs corresponding with central office codes outside the United States and Puerto 

Rico are not available for assignment by the Administrator because of the potential 
roaming conflicts. 

9.1.14 The Administrator will notify the industry of any returned or reclaimed MBIs on a timely 

basis. 

9.2 The Administrator will review and process MBI applications as follows: 

9.2.1 Review the application to determine if all required information is provided and accurate. 

¶ Inform Applicants of the status of their requests in writing within 5 business days. 

There are five response statuses: pending, assigned, denied, postponed or suspended. 
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¶ If pending, the application may be waiting to be validated by the Administrator or 

may require payment by the User. 

¶ If assigned, the specific MBI assigned and the Service Account or Sub-account 

number, 

¶ If denied, the reasons for denial and instructions on how and where to appeal the 

decision, 

¶ If postponed, the latest date at which a decision on the application will be made, 

¶ If suspended, the specific information required. 

9.3 Use the following MBI assignment procedures: 

9.3.1 The Administrator shall assign the MBI requested by the Applicant per Sections 5.13, 
5.14, and 5.15. 

9.3.2 If an Applicant does not request a specific MBI as noted in Section 9.3.1 above, then the 

lowest numbered MBI available will be assigned (e.g. 201201). 

9.3.3 The Administrator shall only make shared or partial assignments within an MBI if the 

Applicant meets the criteria outlined in Annex G. Should the Administrator receive an 

Application requesting a shared or partial MBI but the entire MBI (10,000 MINs) is 

available for assignment, the Administrator shall assign the entire MBI, provided that the 

Application meets the assignment criteria. 

9.3.4 The Administrator will not reassign a reclaimed or returned MBI for at least the required 

thirty (30) day Aging Period. This thirty (30) day period is provided to enable all service 

providers to accomplish technical and business procedures appropriate to the reclamation 

or return of an MBI. 

9.4 Maintain accurate and current MBI assignment records by performing the following tasks: 

9.4.1 Update the records as required to respond to requests for changes in assignment 

information reported by Assignees. 

9.4.2 Respond to these requests within 5 business days using MBI Response ï Confirmation of 

Application. 

9.4.3 Track and maintain a list of assigned MBIs. The list will include the MBI number, the 

wireless network licensee, Service Account, the Implementation Date and the entity 

contact with telephone number. 

9.4.4 Track the total number of MBIs assigned and the assignment rate and report this data 

regularly to the MBI Oversight Council and to other organizations via the MBI 

Administration Web site. 

9.4.5 Provide up-to-date reports of assigned and available MBIs via the MBI Administration 

Web site: 

¶ On a wireless service provider basis, and 

¶ Of the entire inventory of MBIs. 

9.5 The Administrator will track and monitor MBI assignments and assignment procedures to ensure that 

MBIs are being used in an efficient and effective manner. Ongoing Administrator procedures that 

foster conservation shall include, but not be limited to, the following: 

¶ Perform active reclamation process to reclaim unused or misused MBIs per Section 9.15 

below, 

¶ Strict conformance with these guidelines, 

¶ Appropriate and timely recommendations to the MBI Oversight Council for modifications to 
these guidelines, if they are found to result in inefficient use or assignment of MINs and MBIs. 
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9.6 At the determination of the MBI Oversight Council, the Administrator may be requested to perform 

assignment audits. This requirement is not considered to be the ongoing responsibility of the 

Administrator unless agreed to by the MBI Oversight Council. The Administrator may 

recommend to the MBI Oversight Council that a specific audit be performed. See Annex F for 

future potential auditing process. This annex is not an integral part of the guidelines. 

9.7 Inform the NANP area wireless telecommunications industry, via the Administrator MBI 

Administrator Web site, of any approved revisions to these guidelines. 

9.8 Inform MBI Oversight Council of recommended changes to the guidelines based on experience using 

the present version of the guidelines. 

9.9 Coordinate MBI assignments with similar organizations in other countries in the NANP area, as 

appropriate, to the extent allowed by these guidelines, subject to relevant laws and regulations. 

9.10 Place returned MBIs in the unavailable pool for the Aging Period, and then return them to the available 

pool.  (Refer to Section 9.3) 

9.11 Coordinate with the appropriate industry bodies, MBIs that have been assigned in the IFAST IRM 

MBI block range to ensure that records are complete and prevent duplicate assignments. 

9.12 Comply with audit requests from the MBI Oversight Council to ensure that the Administrator is in 

compliance with current guidelines and procedures. 

9.13 Maintain the records and files of all activities related to the MBI Oversight Council and the 

Administrator, including the appeals process. 

9.14 The Administrator shall follow the responsibilities for the Grandfathering process as detailed in Annex 

E. 

9.15 The Administrator shall follow the following MBI reclamation procedures for Service Providers no 

longer in business: 

9.15.1 Determine if MBIs are registered in roaming clearinghouse and what Service Provider 

has registered these MBIs. If registered in roaming clearinghouse, Administrator will 

contact Service Provider to resolve. 

9.15.2 If MBIs are not currently registered in roaming clearinghouse or registered under an 

out of business Service Provider, the Administrator will send a broadcast notification 

to all MBI Users of reclamation. 

9.15.3 Administrator will wait 10 business days, if no Service Provider notifies the 

Administrator of using these MBIs, the MBIs will be reclaimed. 

9.16 The Administrator shall follow the processes outlined in Annex H to resolve international MBI 

conflicts. 

 
 

C. Add/M anage SubAccounts 
 
This page includes information on how to: 

¶ Add Sub-Accounts 

¶ Update Accounts 
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Add Sub-Account 

The Add Sub-Account application is used to add a new Sub-Account under an existing Service Account. 

¶ The requester of this application must be an authorized Contact for the Service Account. 

¶ All authorized Contacts for Service Accounts will have access to its related Sub-Accounts. 

¶ For examples on how to organize your companyôs accounts, click on Support>FAQs (Frequently Asked 
Questions) on the website. 

¶ Full payment is required before validation can occur. See Pricing Schedule on the Administrator home 

page. 

 
 

1. From your User Home screen, click Go to Account Management. 

 
2. Uncheck the Hide Inactive Accounts box to reveal new sub accounts or those that currently do not have 

MBIs. 
 

Service 
Account 

Sub Account 
East 

Sub Account 
West 

Sub Account 
South 

Sub Account 
North 
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3. Select the Service Account from the list, and then click Add New Sub-Account. 

 

 
4. Enter the Account Name. This field is different from the Company Name. It is specific to the Sub-Account 

and it is an optional field. 

 

5. Enter the OCNs. This field is optional and can include multiple OCNs (Operating Company Number). This 

was used during Grandfathering to pre-populate Service Accounts. For multiple enter the OCNs separated 

by a comma.  Do not enter spaces.  Example:  5423,5424,5425 

 
6. Uncheck the Pre-Populate this Account box. If the account is to be pre-populated, leave the box checked 

and enter the quantity and beginning NPA number in the Comments. 

 
7. Enter Comments. This section is optional and can contain a maximum of 250 characters, including spaces. 

Use it to record notes to the Administrator specific to your application. 

 

8. Choose the Payment Method. 

a. On-Line Payment 

If you choose this option, a credit card application will appear. Complete all required fields and 

click Submit. The dollar amount listed will be applied to your credit card and your application 

will be entered as complete with the current date. 
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The confirmation page will show the payment ID and payment amount. Click Continue to 

Application Summary 
 

 

b. Other Payment 

This option provides a confirmation page and a payment application. This page can be mailed 

along with your check. See Pricing Information on the Administrator Homepage 

In order for payment to be applied appropriately, all off-line payments must include the 

Application ID that is provided upon confirmation of your application submission. 
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9. The application will be held for 20 business days. If the payment has not been received within that time, 

the application will be denied and must be re-submitted. 

 
10. When the application is processed a confirmation is mailed to the user. 

 

 

 

Update Account 

The Update Account application is used to change data within an existing Service Account or Sub-Account. The 

data that can be changed includes account names, call signs, and OCNs. This application is also used to add or 

remove authorized Contacts from a Service Account and its associated Sub-Accounts. 

 

¶ The list of available accounts will include only those Service Accounts and associated Sub-Accounts 

for which you are an authorized Contact. 

From: mbisupport@gmail.com 
Date: February 28, 2017 at 10:41:51 AM EST 
To: nwilden@greenway.com 
Subject: MBI response 

 

The MBI Administrator has reviewed your Application. The 
details of the application status and decision are listed below: 

 

----------------------------------------------------------------- 
Application ID:  194719 
Application Type: Add Service Account 
Company: 1323 - GREENWAY CELL CO 
Submitted By:     Nina Wilde 

 
------------------------------ 
Due Date: NONE 
Fee Remaining: $0 
Responsibility:   NONE 
------------------------------ 
Validation Results: Application Approved 
Instructions:    null 
Administrator:    SYS Admin 
----------------------------------------------------------------- 
You can click on the following link to see the application details: 

https://mbiadmin.com/MBI/do/secure/viewApp?applicationKey=194719 
























































































