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DISCLAIMER

To accommodate all attendees, real-time closed captions will be present
during this presentation. We apologize in advance for any transcription errors
or distractions. Thank you for your support.
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Housekeeping - Webinar Panel

A The webinar panel is located on the right-hand side of the screen.

A Open the panel by clicking the orange arrow.
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Housekeeping - Webinar Panel

A You can use the panel to view the presentation in full screen or window mode.
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Housekeeping - Audio

File View Help &
, ¥ Audio

A Use the “Audio” section of your T ——
control panel to select an audio g;::mpute;auum
source. S

Microphone Array (Realtek High Defi...

A Choose one of the audio options:

A YO u r CO m p u te rl S a u d io Headphone (Realtek High Definition...

» Handouts: 1

A Callin using an access code and LT -
. Mavigating the E-rate Invoicing Proc...
a u d | O P I N . Wehinar ID: 276-354-307
@ This session is being recorded,
A The audience will remain on mute. & GoToWebinar




Housekeeping - Technical Issues

A Use the “Sound Check” link and
click question mark icon for audio

help.

A Exit webinar and click the check
system requirements link in the
event confirmation email to
determine whether your computer
meets the requirements to see and

hear the webinar.

A If issues persist, call 833-851-8340 to
troubleshoot with GoToWebinar.

File View Help @v

@ Computer audio
() Phone call

W MuTED
Microphone Array (Realtek High Defi...

Headphone {Realtek High Definition...
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» Questions &
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File WView Help @v _ 08 x

¥ Audio
O Computer audio
(®) Phone call
Dial: +1 (415) 655-0060

Access Code: 417-541-225+

You are connected

» Handouts: 1 |

P Questions
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Housekeeping - Resources

File View Help @v O3 x

= ¥ Audio
Sound Check =l ?

A The slide deck is available
when you click the arrow to
expand the “Handouts” tab.

@ Computer audio
() Phone call

W MUTED
Microphone Array (Realtek High Defi... »

A A recording of this webinar will Hsdiions (Resak Eigh Dfirtons
be available after the event via cniouc
the registration link.

*» Questions
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Wehinar ID; 276-354-307
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Housekeeping - Q&A

A There will be a live Q&A session focused
on today’s topics.

A Tips for submitting questions:

A

o Io Ix

Use the “Questions” box in your
webinar control panel anytime during
the presentation.

Click the box with the arrow above the
guestions box to expand it and see all
written answers.

Write in full sentences.
Ask one question at a time.

Ask questions related to webinar
content.
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E-Rate Customer Service Center (CSC)

% Call us at (888) 203-8100
Monday i Friday 8 a.m.to 8 p.m. ET

IZ Create a customer service case In the
E-Rate Productivity Center (EPC):

1. Loginto EPC.
2. Select the Contact Us link from the
upper right menu on the landing page.


https://forms.universalservice.org/portal/login
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Meet the Team

Tyanna Smith Nkeshi Free

Associate Manager | E-Rate program Communications Specialist | E-Rate
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AGENDA

A Administrative Window Overview
A User Permissions

A Account Administrator Spotlight
A Parent and Child Entities

A Parent and Child Spotlight

A C2 Replacement Budget

A Additional Notes
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Administrative Window Overview
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Administrative Window

A The EPC Administrative Window, also known as the “Admin Window,” is the period
during which applicants can make updates to their profile information in EPC to prepare
for the upcoming FCC Form 471 application filing window.

A It occurs from October to December each year prior to the FCC Form 471 application
filing window.

A Official dates are announced each year in the E-Rate News Brief

A The Admin Window closes as the FCC Form 471 Filing Window (announced each year)
opens

A At this point, EPC profiles are “locked” preventing any change that would impact
an entity’s discount calculation

13
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What To Update During The Admin Window

Updates applicants make during the “Admin Window” include but are not limited to:
A Student counts for schools and school districts

A National School Lunch Program (NSLP) and/or Community Eligibility Provision (CEP)
numbers

Square footage counts for libraries, kiosks, and bookmobiles
Consulting firms associated with the entity

Consortia confirms their member counts

o Do Do I»

Confirm account information, account administrator, administrator contact information

14
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All Entities - Update Your Organization’s Profile

A FCC Registration Number
A Verify that the FCC Registration Number (FCC RN) for your billed entity is correct.

A If you are a school district or library system, you do not need FCC RNs for each of
your individual schools or library branches.

A Contact information

A Verify the name, physical address, mailing address, and other contact information
for the billed entity and its child entities (individual schools in a school district or
library branches in a library system).

A New entities

A For each new entity that is currently missing in your organization's profile, USAC
must create the entity for you.

15
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User Permissions
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EPC Account Administrator Role

A Every organization (independent school, independent library, school district, library
system, consortium) with an account in EPC needs an account administrator.

A The account administrator must be an employee of the BEN’s school or library
and cannot be a consultant.

A For billed entity and service provider accounts, the Account Administrator is tied to
their 498 ID. See Applicant 498 and Service Provider 498 pages on our website.

A Consultants and Service Providers also need to create Consultant and Service Provider
Accounts and Account Administrators for their EPC accounts.

17


https://www.usac.org/e-rate/applicant-process/invoicing/obtain-an-applicant-498-id/
https://www.usac.org/service-providers/participating-in-a-usf-program/register-for-a-498-id/
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EPC Account Administrator Permissions

A Account Administrators can:
A Create new users.
A Modify the rights of existing users.
A Modify information about their organization.
A Link or unlink their organization to consulting firms and consortia.
A Modify (change) the account administrator.

18



Account Administrator Grants User Permissions

A The Account Administrator
determines which rights to
grant each user.

Available for Public Use

Records ~ Applicant Entities

#208 - ABC School District

Summary  Customer Service  Modifications  Additional Information  DiscountRate  Contracts ~ FCCForms  FRN Appeals  News [EEGEEIGWEYGGRS

Manage User Permissions

Organization Details

Name ABC School District FCC Registration 1231231234
Address 123 Street Number
Lawrence, KS 66046 Organization Type Applicant
Mailing Address 123 Street Phone Number 785-555-5555

Lawrence, KS 66046

Email kproctorebOdd@gmail.com

User Permissions ijees——

In the table below, you can designate the permissions that you wish to give to each of your users for the various tasks you can complete in the portal. This table will continue to

grow as more functionality comes online.

Full rights users can start, complete, submit and certify forms.

Partial rights users can start and enter data in the form, but cannot submit and certify them.

View Only users can only see forms created by other people in your organization but cannot create forms themselves.
Form 498 School or Library Officials can start, complete, submit, certify, modify, and deactivate Forms 498.

-

submitted Spin Change and Service Substitution requests.

Form 498 General Financial Contacts can start, complete, and submit Forms 498, but cannet certify new or updated Forms 498 or deactivate existing Forms 498.
Post-Commitment Full and Partial rights user can start, complete, and submit Spin Change and Service Substitution requests. Post-Commitment View Only rights can view the

Post-
. A . |
Name Email Apply All 470 L 4n L 498 Permission Commitment 486 . Appe_as_
Permission Permission - Permission Permission
Permission
Sam S .
Full Full hool or Library Official Full Full Full
T RO sam_schooldistrict@test.usac.org v Ful v Ful v School or Library Official =+ Ful v Fu u -
applicantl . . )
tast applicanttest1@mailinator.com > Ful * Ful = School or Library Official = Full * Full Full -

CANCEL

i
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User “Rights” Levels

The Account Administrator determines which EPC Users can view, create, certify, and
submit FCC forms and requests. Itis a good practice to review these levels annually and

update where needed.
A A “Full-Rights” user can complete and certify forms on behalf of the BEN, update

profile information, and receive all USAC communications regarding the BEN.

A For example you may determine that a school or library official should have this
level

A "Partial-Rights” user can create users and forms (but not certify those forms) and
update profile information

A You may decide that a general financial contact should have this access level

A "View-Only” rights users can view (but not update) the accounts

20
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Review User Permission Levels

A To review User Permission Levels
A Loginto EPC
A From the Landing page, Click Manage Users
A Click on your BEN and select Add and Remove Existing Users
A Review the Permission fields and Active field.

A To update user permission levels, add users, or reactivate a deactivated user, please
see the EPC Account Administrator Guide.

21


https://www.usac.org/wp-content/uploads/e-rate/documents/e-rate-productivity-center/EPC-Account-Administrator-Guide-final.pdf

e
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Account Administrator Spotlight - User Management
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Create a New User

A From your landing page, choose Manage Users.

My Applicant Landing Page

Funding Request Report | FCC Form 470 | FCC Form 471 | FCC Form 486 |

i &l il Portal-UAT Appeal | _IDD[f_u.gns'mJ_LLj Form 500 | SPIN Change | Service
o . Substitution ] Manage Userd | Manage Organizations | USAC Website |

1IME  Administrative Co.

Welcome, Library System 13001!
Pending Inquiries

Type ecta Tyt v Application/Request

Funding Year t @ Funding Yea v

23



Available for Public Use

How to Create a New User

A From the Manage Users screen, select your entity, then Create a New User.

Manage Users

Existing Organizations

Billed Entity Name City State

Library System 13001 Washington DC

CANCEL CREATE A NEW USER ADD AND REMOVE EXISTING USERS

h- MANAGE USER PERMISSIONS

24
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How to Create a New User

A Fill in the user details, assign
rights, click Continue to check
your work, then click Submit.

A USAC then automatically
creates a One Portal account
for the user you created.

Create A IUser for Library System 13001

User Details

User Type
Applicant

First Name * Job Title *

John Manager

Last Name * Phone Number *

Smith

Middle Initial Phone Extension

Email

Email * Confirm Email *

25



Deactivate an Existing User

A From your landing page, select Manage Users
A Select the Organization or Billed Entity name

A Click Add and Remove Existing Users. A list
of users appears.

A Review the Permission columns and the
Active column for each user listed.

A To deactivate a user, click on their name. My
User Profile page opens for that user.

A Click Related Actions.

A Click Deactivate User.

Available for Public Use

Records Users

My User Profile

Summary EPC Additional Information News Related Actions

’ Manage EPC User Profile
This process allows for updates to the user profile

Deactivate User
This process allows deactivation of users

26
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Please Review Your Profile

A ltisimportant that all users review their information for accuracy each year before
filing the FCC Form 471.

A USAC updates each profile based on the information included in their most recent
FCC Form 471. Applicants need to ensure the accuracy of their information prior to
filing a new FCC Form 471.

A Schools, libraries and consortia depend on static student counts to accurately
calculate their discounts.

A For consistency, this information cannot be changed during the application filing
window.

A In addition to EPC, all entity profile information can be viewed in the E-Rate Entity
Search Tool within Open Data.

27


https://opendata.usac.org/E-rate/E-rate-Entity-Search-Tool/59r2-zbdq
https://opendata.usac.org/stories/s/E-rate-Tools/bneq-mh8b/

Available for Public Use

Parent and Child Entities
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Parent and Child Entities in EPC

USAC uses the terms “parent” and “child” to describe certain relationships in EPC. Where
there is a Primary account and an associated subordinate account, the “parent” is the
primary account and the “child” is the subordinate account.

The Admin Window is a good time to review and validate the parent child relationship

The three most common parent-child relationships in EPC are:

A Aschool district (parent entity) to the individual schools and non-instructional facilities
(NIFs) that are part of that school district (child entities)

A Alibrary system (parent entity) to the individual library outlets/branches and NIFs that
are part of that library system (child entities)

A A consortium leader (parent entity) to the members of the consortium (child entities).

29
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School District (Parent) and Individual School (Child)Profiles

A Review the student counts for each of your schools and update as necessary.

A Starting with FY2021, we will collect two student counts:

A The first, for the purpose of calculating the discount, is reported at the individual
school level.

A The second, for the purpose of calculating the Category Two (C2) budget, can be
reported at the individual school level or at the school district level. This count is
fixed for the five-year cycle and will not need to be updated until FY2026, unless

you choose to do so.

A For each new school entity that is currently missing in your organization's profile, USAC
must create the entity for you.
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Two Ways Of Reporting Student Count

Reporting a student count for each
school in the district is advantageous for

We calculate your Category Two budget and your discount rate separately, and so we collect separ . H . .
budget cycle, so this number needs to be updated less frequently than the student count for your ¢ SChOOl dIStrICtS and llbrary SyStemS Wlth
fewer than ten sites

Category Two (C2) Budget Information

How does the district report its student count for Category Two budget? @

One number for my whole district

A number for each school in the districl ¢—— Category TWO BUdget |nf0rmatl0n
Sum of Student Counts of all Schools in the District
9 We calculate your Category Two budget and your discount rate separately, and so w:.'g

T ——— budget cycle, so this number needs to be updated less frequently than the student ¢

How does the district report its student count for Category Two budget? @
One number for my whole district ¢

Laale . 80, cah oo ———— e e

A number for each school in the district

Larger school districts may choose to

; ictr istri 33682
report one number for the entire district District Student

Count
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Update Library System (Parent) and Branch (Child) Profiles

A Verify the square footage for each of your library branches and the designation of your
library's main branch.

A Library systems report square footage at the library branch level (rather than a total
at the library system level).

A If you are an independent library, choose your library as your main branch.

A Add square footage to bookmobiles and kiosks. A bookmobile or kiosk with zero
square footage will not be included in the library system’s C2 budget calculation.

A For each new library entity that is currently missing in your organization's profile, USAC
must create the entity for you.
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Parent and Child Spotlight - Update Entities

33



How to Update a Parent Entity Profile

A From the landing page, click
the parent entity name, either
from the Welcome message at
the top of the page or the first
entry in the My Entities
section.

Available for Public Use

My Applicant Landing Page

l1sued Date

Application/Reguest
Cunre, ype
e
i@ QA
»
Gerwrated By
Ciry
Wesh
oC
oC
oC

Funding Request Report | FCC Form 470 | FCC Form FCC Form

--------

--------
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How to Update a Parent Entity Profile

Parent entity name - detail 1 to locate parent entity name

Myt Applicant Landing Page

gimiB Universal Service
VR E  Administrative Co.

Pending Inquiries

Type

Funding Year

Funding Request Report
Form 500 | SPIN Change
Help

Application/Request

Available for Public Use
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How to Update a Parent Entity Profile

Parent entity name - detail 2 to locate parent entity name

Notifications

Notification Type

Funding Year

Notification

My Entities

Entity

School District 400100

School 1 In District 400100

School 2 In District 400100

School 3 In District 400100

Description

Issued Date

Entity Number
17308

18006

No items available

Available for Public Use
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How to Update a Parent Entity Profile

A From the parent entity’s profile page, choose MANAGE ORGANIZATION.

Available for Public Use

A You can also choose Related Actions and then choose Manage Organization from the resulting list.

Records Applicant Encities

STLPOELYN  Customer Service  Modffications

Organization Details

Name 5chool District 400100

Entity Number 17308
FCC Registration 0123456789
Number

Contact Information

Physical Address 700 12th St NW =900
Washingron, OC 20005

Mailing Address 700 12th S5t NW #5900
Washington, DC 20005

Account Administrator

General Contact

A General Contact has not been indicated.

An Account Administrator has not been indicated.

#17308 - School District 400100

Additional Info

MANAGE ORGANIZATION REATE A CUSTOMER SERVICE CA l

Applicant Type Schoo! District
Status Active

Phone Number 123-256-7890
Email 5d_200100@restmail.usac.org
Website URL
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How to Update a Parent Entity Profile

A You can then update many of the fields in the organization’s entity profile.

#17308 - School District 400100 b =

; Custome” Service MOCTCADONS ASSTONN INTOrMAten Dscounrt Race (

Modify An Organization

Name * Organization Type
| School Districe 300100 ADDICHL
Physical Address
Address Uine 1* Dip Code *

700 12zn St NW 2500 I _____
Address Uine 2 Zip Code Extension
Cry* County *

i ALRON

State*

oC
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How to Update a Child Entity Profile

A From the landing page’s My Entities section, click the child entity name.

Myl Applicant Landing Page

Tunding Request Report | FCC Form 470 | FCC Form 471 | FCC Form 486 | Appest | 100 Extension | #CC
Training Torm %00  SPIN Change  Service Manage Org, USAC Website | Contact Us
Yeip

T L 2 .
@!mIE Universal Service
SWmE Administrative Co.

Pending Inquiries

Type - Appix stion Reguest

Fundng Year
E(,!AF‘
Appin ateon R et Nurmber Type Nechrame nagary Naere Outreach Type Duate Sent Ouse Date 1 Gan Seatun
ters
Notifications
Notifcation Type Suen® O
G o
Pundng Year - Not Generaced
NotFatron ODewcrpton Mssed Date Carver atec Oy Gerwr ated On
My Entities
((((( y Souter Seae ooe
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How to Update a Child Entity Profile

Child entity name - detail to locate child entity name

Notifications

Notification Type

Funding Year

Notification

My Entities

Entity

School District 400100

School 1 In District 400100

School 2 In District 400100

School 3 In District 400100

Description

Issued Date
No items available
Entity Number
17308
18006
18007
18003

Available for Public Use
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How to Update a Child Entity Profile

A From the child entity profile, click MANAGE ORGANIZATION.
A You can then update the child entity in the same way you updated the parent entity.

#18006 - School 1 In District 400100

Category Two Budget Contracts

Organization Details
Name School 1in Districe 00100
Entity Number 15006
FCC Registration 0123456789
Number
Contact Information

Physical Address 700 72t 5t NW #9500
DC, OC 20005
District Of Columbia
Mailing Address 700 12th St NW #9500
DC, DC 20005
District Of Columbia
Applicant Attributes
Latitude Not Found
Longitude Not Found
Urban/Rural Status Net Found
School Sub-Type Public School
Privace Schoo

Prex

Applicant Type Scrood

Status  ACTve

Phone Number 12
Emall 51 in 50 4001008tessmallusac org

Website URL

User-Entered
Latitude

User-Entered
Longitude

34567030

User-Entered Fua

Urban/Rural Status

Community o

Available for Public Use

41



Available for Public Use

C2 Replacement Budget

42
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Requesting C2 Replacement Budget

A Another important activity that takes place during the Administrative

window is requesting a Category Two replacement budget. (Please view
our recent Fall Training Webinar on Category Two Budgets.)

A If changes occur within your School District that impact the budget
calculation of your Library System, Independent School or Independent
Library during a five-year funding cycle, you can update your profile

information and request that your budget for Category Two equipment
and services be updated as well

43


https://www.usac.org/e-rate/learn/webinars/
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Requesting C2 Replacement Budget

A To simplify the C2 budget system, once an applicant validates its student counts or
square footage, applicants’ C2 budgets are fixed until the end of the five-year cycle (i.e.,
FY2021-FY2025) unless the applicant requests an updated, or replacement budget.

A If the total student count or square footage changes during the five-year funding cycle,
applicants may request a C2 budget recalculation. This is referred to as a “replacement
C2 budget” request.

A For more information, watch the “Request a C2 Replacement Budget” video.
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https://www.usac.org/video/sl/request-category-two-replacement-budget/index.html

Available for Public Use
Budget-Impacting Changes

A Examples of changes that may require a C2 Replacement Budget include:

A Adding or removing dependent entities to/from the school district or
library system.

A Updating student count or square footage of C2 budget calculation
method (aggregated calculation or individual calculation).

A Updating individual school or library student count or square footage.

Note - Only full-rights users can request replacement C2 budgets.

A Partial-rights users can update organization details, but only users
with full rights permissions will be able to request a C2 replacement
budget.
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Requesting a Replacement Budget - Update Entity Details

Your student count has changed relative to the count used to
establish your existing C2 budget. To request a replacement C2
budget in 2024, click on the 'Request Category Two Replacement
Budget' link in the C2 section of your organization Record
Summary.

CANCEL




Available for Public Use

Requesting a Replacement Budget - Entity Related Action

A Go to the budgeted entity’s
Related Actions and select
Request Replacement
Category Two Budget.
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