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Form Assistance 
 
Program applicants file the FCC Form 470 (Description of Services Requested and Certification Form) 
in USAC’s E-Rate Productivity Center (EPC). You can find information about this form on the FCC Form 
470 Filing web page. 
 
If you have any questions about completing this form, please contact the Schools and Libraries (E-
Rate) program Client Service Bureau (CSB) at (888) 203-8100 between 8:00 a.m. and 8:00 p.m. ET 
Monday through Friday.   

You can also create a customer service case in EPC by selecting the Contact Us link on your EPC 
landing page or by using the Actions tab. 

 

 

One Portal 
 
To file an FCC Form 470, all users must first log in to One Portal, USAC’s multi-factor authentication 
(MFA) system. MFA is a method of authenticating a computer user during the login process by 
requiring the user to enter two or more separate pieces of information, such as a password known to 
the user and a code we generate and send to the user by email or text. MFA helps safeguard access to 
data and applications, and provides additional security. One Portal complies with both federal and 
Federal Communication Commission (FCC) information security guidelines. 
 
To learn more about USAC's MFA and to find a list of all Universal Service Fund (USF) IT applications 
included in the single portal, visit USAC's website.  
 
If you are also an EPC user, USAC has already created an account for you in One Portal. To set up your 
credentials in One Portal, click the blue Sign In button at the top of any USAC page and follow the 
instructions. 

https://www.usac.org/e-rate/resources/e-rate-productivity-center/
https://www.usac.org/e-rate/applicant-process/competitive-bidding/fcc-form-470-filing/
https://www.usac.org/e-rate/applicant-process/competitive-bidding/fcc-form-470-filing/
https://www.usac.org/service-providers/resources/multi-factor-authentication/
https://www.usac.org/service-providers/resources/multi-factor-authentication/
https://www.usac.org/service-providers/resources/multi-factor-authentication/


 

5 | Universal Service Administrative Company | FCC Form 470 User Guide 
 

 

Available for Public Use 

If the general contact or company officer adds you as a user to your organization's EPC account, this 
action will create a One Portal account that will use your email address as your username.  

If you already have an account but need to reset your password, click the "forgot password" link. For 
more information, watch the “How to Reset Your Password” video.  

Logging in to One Portal for the First Time 
 
The first time you sign into a USF IT application, the system will prompt you to set up MFA for your 
account. To do this: 
 

1. Click the blue Continue button in the pop-up message. 

2. On the login page, click the Forgot Password link. 

3. Enter your Username (your email address) and click Reset via Email. 

4. When you receive the email, click the link to create a password. Your password must be at 
least eight characters long and include one lowercase letter, one uppercase letter, one 
number, and one special character. 

5. Accept the system's terms of use and click Sign In. 

6. On the next page, confirm the email associated with your account and click Send Email. 

7. Check your email for a verification code. 

8. Enter the code and click Verify. 

9. The first time you log in to One Portal, you will need to accept the system terms and 
conditions.  
 

After logging in, you will see USAC's single portal application dashboard if you have access to more 
than one application. On this page, you can access all of the USF applications associated with your 
login. Users no longer have to sign into multiple applications to interact with different USF programs.  

Once you have set up your One Portal credentials, you can add the option to receive your verification 
code on your cell phone. To do this: 

https://player.vimeo.com/video/372673005
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From the dashboard, click the drop-down menu arrow to the right of your username. 

 

A link to the Settings page will appear to add a cell phone number to your account. This will allow you 
to receive verification codes via either email or text message when you log in in the future. 

One Portal Dashboard 
 
After you log in to One Portal, you will see your One Portal dashboard, which will include all of the 
systems you can access.  

 

If you have questions or technical issues, please call CSB at (888) 203-8100. 

EPC Account User Rights 
User Accounts 
 
To request a user account, contact CSB. For information on how to contact CSB, see Form Assistance 
in this user guide. 
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User Roles and Permissions 
 
Only you and your organization’s consultants (if you are using one or more consultants) may file 
program forms on behalf of your organization.  Permission rights are provided on a “form type” basis 
— that is, applicants and their consultants may have different rights for different FCC forms.  
 
Available rights for the FCC Form 470 form include: 
 

• Full rights – Can start, edit, and certify the form. 
• Partial rights – Can start and edit the form, but cannot certify the form. (You must choose 

to route your draft form to the organization’s full-rights users for certification.) 
• View-only rights – Can view forms created by other users; cannot start, edit, or certify 

forms. 

Only an organization’s EPC account administrator can modify permissions.  The EPC account 
administrator can use the Manage Organization function to change the organization’s profile, add 
users and modify permissions.  Any changes made to the organization’s profile are automatically 
populated in the form up until the time the form is certified.  You can also call CSB for assistance with 
modifying permissions. 
 

EPC Form Navigation 
Progress Bar 
 
The progress bar at the top of each form page helps you track the progress of completing the form.  
 

 

Saving, Sharing, and Discarding the Form 
 
The bottom of each page provides you with these options: 
 

 

• Back – Go back to the previous page. 
• Discard Form – Discard the entire form.  When you confirm that you want to discard a 

form, the draft form will no longer be available in USAC’s system. 



 

8 | Universal Service Administrative Company | FCC Form 470 User Guide 
 

 

Available for Public Use 

• Save & Share – Send the form in its current state to another partial or full-rights user in 
your organization.  Once shared, the form appears in the Tasks list of the new user, who 
can edit or certify the form, depending on permissions. If you choose this option, the form 
will disappear from your Tasks list.  You will not be able re-enter the form unless the new 
user saves & shares with you.     

• Save & Continue – Save the form so it appears in your Tasks list with the most recent 
edits and proceed to the next page to continue entering form information. 
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If a form has been shared with you: 
 

1. Go to your Tasks 
2. Select Create FCC Form 470 
3. Accept the task to view, edit or complete the form. 

 

 
 

 
 

Exiting the Form and Returning Later 
 
Select Save & Continue before you exit the form.  When you return, select the task name on the Tasks 
tab to start from where you left off on completing the form.  
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Required Fields 
 

Required fields are followed by a blue asterisk (*). 
 

 
 
 
Red System Prompts 
 
While filling out your form, you may receive system messages in red that provide information about 
data validation or mandatory fields if the field is blank, is not filled out correctly, or is missing required 
information. 
 

 
 
 
Online Help  
 
To display additional information about a specific field in the form, select the adjacent question mark

 icon, and hover text will appear. 
 

 

Pop-Up Confirmation Messages 
 
The EPC system displays pop-up messages to verify that you want to take certain actions within the 
form.  For example, when you click the Discard Form button, a pop-up message will inform you of the 
following: 
 

• Your form will be canceled. 
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• Your form will no longer be retrievable. 
 

If you do not wish to proceed, this pop-up message provides you with an opportunity to cancel a 
proposed action. 

 

Follow a Record 
 
You can receive alerts about a form in your News tab by following the record.  
 

• To follow a record, select the newspaper icon with a + plus sign in the upper right corner of the 
form’s main page. Once the icon includes a check mark, you will be following this specific 
form and will receive news alerts.  

• To unfollow the form and stop receiving news alerts, select the same icon, and you will see a + 
plus sign again.   

Followed 
 

Unfollowed 
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Begin the Form: Basic Information 
Organization Details and Application Nickname 
 

1. Log in to One Portal. 
2. One Portal will take you to your One Portal account.  
3. Click the link to log in to EPC from your One Portal dashboard. 
4. After you are logged in to EPC, on My Landing Page, select FCC Form 470.  

 

 

The screen refreshes to show the Basic Information section of your FCC Form 470.  

 

5. Review Billed Entity Information.  If it is incorrect, contact your EPC account administrator to 
update your organization’s profile.  You may also call CSB for assistance.  When the 
information in your EPC profile is updated, the entity information is automatically updated in 
the FCC Form 470 if the form has not yet been certified.   

6. Enter an Application Nickname of your choosing to help you quickly identify and receive 
information about your form.  Choose a nickname that you will remember and helps meet 
your record keeping needs.  The nickname can be very simple; for example, if you are filing 
two FCC Forms 470, you could use the nicknames Category One and Category Two for the 
two forms.  

7. When you finish reviewing the information on this page, select Save & Continue to continue to 
the next page. 

https://forms.universalservice.org/portal/login
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Application Type and Recipients of Service 
 
The Basic Information for your organization includes: 
 

• Applicant type (e.g., library, school district) 
• Number of eligible entities (i.e., how many eligible schools are in the school district) 
• Recipients of service (i.e., who will receive the services requested on this form) 

 
 

1. Review the information on this page.  
2. To make changes, contact your EPC account administrator or create a customer service case 

to request updates to your applicant entity’s profile.  These updates will then populate in your 
form if the form has not yet been certified. 

3. After you finish reviewing the information, select Save & Continue to go to Consultant and 
Contact information. 

 
Consultant and Contact Information 
 
The Consultant and Contact Information page on the form identifies your consultant(s).  Consultant 
information also appears in the organization profile under Additional Information  Related 
Organizations  Consulting Firms section, when applicable.  
 
NOTE:  Consultant information must appear in this section of the form if you are using one or more 
consultants. 

https://www.usac.org/e-rate/applicant-process/competitive-bidding/consultant-registration-numbers/
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1. Under Consultant Information, review consultants associated with your organization. 

 

 

2. If you have a consultant(s) and do not see them listed, contact your EPC account 
administrator or create a customer service case to request updates to your applicant entity’s 
profile.  These updates will then populate in your form if the form has not yet been certified. 

3. Under Contact Information, select Yes or No to identify whether you are the main contact 
person for your FCC Form 470.  
 

 

If you select Yes, the page automatically populates with your information. 
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If you select No, enter the contact person’s name or email address to initiate a search for the contact 
person. Once the contact person is identified through the search, the saved information for the 
contact person will populate the field and appear on the page. 

 

 
 

NOTE: Only an individual who is associated with your organization can be a contact person on the 
form. 

4. Select Save & Continue to proceed to the next page. 
Service Requests 
 

 

The Service Requests section identifies the category or categories of service and the service types for 
which you are seeking bids, identifies details about the services, and allows an upload of associated 
documents or “RFPs.”  The Eligible Services List (ESL) for each funding year provides guidance on the 
eligibility of products and services under the E-Rate program. 

 
  

https://www.usac.org/e-rate/applicant-process/before-you-begin/eligible-services-overview/
https://www.usac.org/e-rate/applicant-process/competitive-bidding/#requests-for-proposal
https://www.usac.org/e-rate/applicant-process/before-you-begin/eligible-services-list/
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Categories of Service for Bids 
 

1. Select Category One, Category Two, or both to indicate the service(s) for which you are 
requesting bids.  
 

Category 1 
• Data Transmission and/or Internet Access 

Category 2 
• Basic Maintenance of Internal Connections 
• Internal Connections 
• Managed Internal Broadband Services 

 
 

2. Select Save & Continue to proceed to uploading RFPs. 
 

Request for Proposals (RFP) for Service Requests 
 
RFP documents provide more details about your requests for potential bidders. Some services require 
an RFP. For more guidance, visit our website. 
 
NOTES:  If you include an RFP with your FCC Form 470, it must be uploaded prior to certifying the 
form.  If you are uncertain whether or not you will provide an RFP, you may upload a placeholder 
document and replace it later. (You cannot upload an RFP document to a certified form that does not 
have any RFP documents attached to it.) 

https://www.usac.org/e-rate/applicant-process/competitive-bidding/#requests-for-proposal
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• Prior to certifying your FCC Form 470, you may upload and remove RFP documents.  
• After the form is certified, you may add additional documents, but you cannot remove RFP 

documents attached to your FCC Form 470. 

Upload an RFP 
 

1. If you are issuing an RFP document for requested services, select Yes. Otherwise, select No 
and Save & Continue to proceed to the next page. 
 

 

2. If you select Yes, either select UPLOAD to choose the document from its location on your 
computer or drag the document from your computer onto Drop file here. 
 

 

NOTE: Always upload a copy of the actual RFP document.  Do not upload a document that only 
contains a link to the RFP. 

3. Inspect the uploaded RFP document to confirm it was uploaded. 
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Remove an RFP 
 
An RFP document can only be removed when it is not associated with another service request.  
 

4. Hover-over the uploaded RFP icon until it turns into an “X.” 
 

 

5. Select the “X” to delete the uploaded document.  

Assign RFPs to Service Requests 
 
The RFPs for Service Requests page indicates the RFP documents to be used for service requests. If 
an RFP document applies to specific services only, you will be able to assign the RFP document to a 
specific request later during the form completion process. 
 

1. Select the checkbox(es) next to the RFPs that apply to all new Category One and/or all new 
Category Two services. 
 

 

2. Select Save & Continue to add service requests. 
 
NOTE: You will still have the option to unassign an RFP to a specific service request by unchecking the 
appropriate box on that service request, even if you assigned that RFP document to all service 
requests in a category of service. 
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Service Requests 
 
This page allows you to add, edit, or remove services requests and provide additional information. If 
you are requesting Category One and Category Two services on your form, the screen to add your 
Category One request will be displayed first. 
 

 
 
Add Narrative 
 
This page features a Narrative field which can be used to provide potential bidders with additional 
information about specific services that may help them respond with a bid. Complete the Narrative 
section with information such as: 
 

• A summary of the service. 
• Information that applicants want to communicate to potential bidders.  
• Disqualification factors. 

 

NOTE: Narrative information should not conflict with RFP content. 
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1. When the narrative is complete, select Add New Service Request for Category One, and 
continue to the next page. If you are only requesting Category Two services, go to the 
Category Two Service Requests section below. 
 

 

Guiding Statements 
The FCC Form 470 includes guiding statements to help applicants request E-Rate eligible services 
and/or equipment for the upcoming funding year. As you work through the statements, EPC selects 
the correct drop-down options and completes your form based on your selections. 
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The FCC Form 470 Services Guiding Statements Reference Table provide a quick way to reference the 
options provided in the form. 

Category One Service Requests 
 

1. First you will select one of the two provided statements: 
a. I seek bids for internet access and/or data transmission service. Or,  
b. I seek bids for Category One network equipment or maintenance and operations. 

 

 

After you make a selection, a new set of guiding statements will appear.  In this example, if you choose 
the first guiding statement, a set of four additional guiding statements will appear: 

 

 

https://www.usac.org/wp-content/uploads/e-rate/documents/Forms/FCC_Form_470_Guiding_Statements_Table_FY22.pdf
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2. As you continue to select options that describes the services you are seeking bids for, the 
system will present you with additional guiding statements to complete your request.   

The system will let you know if it encounters selections of guiding statements that don’t seem 
to match.  

For example, if you select I seek bids for internet access and/or data transmission service, 
with I seek bids for internet access without data transmission service and will arrange for 
separate data transmission service if required. A warning message with appear notifying 
you that your selection is not a commonly selected service option.   

 

If you decide that you want to change your selections, click the green arrow by the guiding 
statement to undo the selection. 
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Depending on your selections, you may need to provide additional information for your 
request using the data fields or drop-down menus that appear. 

 

Examples: 

• Quantity – The number of items you are requesting. 
• Unit – Automatically populates based on the selected function. 
• Number of entities served – The number of schools and/or libraries that will receive this 

service. 
• Installation, Activation and Initial Configuration – Yes or No based on your needs. 
• RFPs – Select any RFP(s) that apply to the requested service. NOTE: RFPs are automatically 

associated with this request if you previously indicated that an RFP applied to all Category 
One services. 

 

3. When you are done entering your request, click the Save & Create Another Request button to 
continue adding Category One requests to which the same guiding statements you have 
chosen also apply. If you do not have any additional Category One requests to add or you 
would like to add an unrelated Category One request, click the Save Request button to 
contine.  

4. This takes you back to the main page of the Service Request: Category One section of the 
form. The request(s) you entered will be sumarized on this page.  
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5. If you need to edit one of your requests, click the box next to the Service Type for that request 
and click the Edit Service Request button to return to your request. If you want to add more 
service requests, click the Add New Service Request button. 

6. When you are done entering your Category One service requests, click the Save & Continue 
button. 

Category Two Service Requests 
The main page of the Service Request: Category Two section of the form looks exactly like the main 
page of the Service Request: Category One section of the form. 
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1. Add information to the narrative if you want to provide further detail about the services or 
equipment sought. For more information, see the Add Narrative section above. 

2. Select Add New Service Request to continue to the next page.  
3. Choose one of the three provided statements: 

• I seek bids for the equipment needed for broadband connectivity within schools 
and libraries and/or the related software and right-to-use licenses necessary for 
the equipment to function. This option is for requests for Internal Connections. 

• I seek bids for basic maintenance service on eligible equipment and/or support 
services (e.g., bug fixes, software upgrades, and security patches) appropriate to 
maintain reliable operation. This option is for requests for Basic Maintenance of 
Internal Connections (BMIC). 

• I seek bids for the operation, management, and monitoring of eligible broadband 
internal connections. This option is for requests for Managed Internal Broadband 
Services (MIBS).  
 

 
 

If you decide that you want to change your selections, click the green arrow by the guiding statement 
to undo the selection. 

 

As you continue to select options that describes the services you are seeking bids for, the system will 
present you with additional guiding statements or data fields to complete your request.  Depending 
on your selections, you may need to provide additional information for your request using the data 
fields or drop-down menus that appear. 
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Examples: 

• Quantity – The number of items you are requesting. 
• Unit – Automatically populates based on the selected function. 
• Number of entities served – The number of schools and/or libraries that will receive this 

service. 
• Installation, Activation and Initial Configuration – Yes or No based on your needs. 
• RFPs – Select any RFP(s) that apply to the requested service. NOTE: RFPs are automatically 

associated with this request if you previously indicated that an RFP applied to all Category 
Two services. 

 

4. When you are done entering your request, click the Save & Create Another Request button to 
continue adding Category Two requests to which the same guiding statements and datafields 
you have chosen also apply. If you do not have any additional Category Two requests to add 
or you would like to add an unrelated Category Two request, click the Save Request button to 
contine.  

5. This takes you back to the main page of the Service Request: Category Two section of the 
form. The request(s) you entered will be summarized on this page.  
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6. If you need to edit one of your requests, click the box next to the Service Type and click the 
Edit Service Request button to return to your request. If you want to add more service 
requests, click the Add New Service Request button. 

7. When you are done entering your Category Two service requests, click the Save & Continue 
button. 

Technical Contact Information 
 

 

1. Select Yes if there is a technical contact person who can provide additional information for 
your FCC Form 470 and the services or products that you are seeking. Otherwise, select No 
and then select Save & Continue. 

 

2. If you select Yes, the screen will refresh, and you can enter contact details one of two ways:  
a) Search EPC System – Locate the technical contact person by typing in the person’s name. 
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b) Enter Details Manually – Complete the required fields. NOTE: This will NOT create a new 
user in EPC. 
 

 
 

3. After you select or enter the technical contact person, select Save & Continue to proceed to 
the next page. 

Procurement Information 
 

 

 



 

29 | Universal Service Administrative Company | FCC Form 470 User Guide 
 

 

Available for Public Use 

1. If there are state or local requirements that service providers must adhere to when bidding on 
your services, select Yes. If there are none, select No. 

2. If you select Yes, the page will refresh with a text box, and you can provide a description of the 
requirements. You may also use the text box to explain any other restrictions on bidding 
procedures.  
 

 
 

3. To proceed, select one of two options:  
a) Review FCC Form 470 – Proceed to the next page to review and certify (See Review FCC 

Form 470). 
 

 
 

b) Save & Share – Send the completed form to another partial or full-rights user in your 
organization to review, edit or complete the form. When the system prompts you with a 
confirmation message, select Yes to proceed with sharing or No to cancel sharing. 
 

NOTE:  If you choose this option, the form will disappear from your Tasks list. You will not be able re-
enter the form unless the form is saved and shared back to you.  
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FCC Form 470 Review 
 

 

1. When you select Review FCC Form 470, the system generates a PDF version of the form and 
sends a task to your Tasks list. Wait one minute on this screen while the system generates the 
form. 
 

 

2. After one minute, go to your Tasks and select Review FCC Form 470. Note that it may take 
longer than one minute if traffic on the system is heavier than normal. 

 

FCC Form 470 Draft 
 

1. Select the Download Document Link to download the PDF version of the FCC Form 470 to 
your computer.  
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2. Open the PDF, review the content, and verify that the data is correct and consistent with what 
you entered on the form.  

 

3. Return to EPC. 
4. To make changes to your form, select Back. 
5. If the PDF is accurate, proceed with form certification according to your permission level. You 

can check the box to certify that the information on the form is correct, but if you are not a 
full-rights user, the full-rights user who accepts the task to certify the form will still be required 
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to return to this step, review the PDF, and check this box. 
 

Partial-Rights Users 
1. Select Send for Certification, as you don’t have permission to certify the form. 

 
 

 
 

2. When the system notifies you that your form will be sent to the full-rights users in your 
organization, select Yes to proceed. 
 

  
 

 
Full-Rights Users 
 

1. Select the checkbox to certify that the information in the PDF version of the FCC Form 470 is 
correct. 
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You have two options: 

2. Select Send for Certification to send the form to other full-rights users in your organization.  
NOTE:  If you choose this option, the form will disappear from your Tasks list. You will not be 
able to re-enter the form. After the system notifies you that your form will be sent to the full-
rights users in your organization, select Yes to proceed; or 

3. Select Continue to Certification to certify the form yourself.  When the system notifies you 
that your form will be sent directly to certification, select Yes. 
 

 

 
Full-Rights Users Certifying FCC Form 470 from Partial-Rights or from Other Full-
Rights User 
 
See Full-Rights User Certifying FCC Form 470 from Partial-Rights User below. 
 

Certifications and Signature 
Certify FCC Form 470 
 

 

1. When the Certify FCC Form 470 page appears, carefully read the certification text. 
2. Select each checkbox to confirm compliance and certification.  



 

34 | Universal Service Administrative Company | FCC Form 470 User Guide 
 

 

Available for Public Use 

 

 

3. After all boxes are checked, select Certify. This action is equivalent to providing your 
electronic signature. 

4. Read the message regarding the certification and select Yes if you agree.  
 



 

35 | Universal Service Administrative Company | FCC Form 470 User Guide 
 

 

Available for Public Use 

 

When you select Yes on the confirmation message, the form will be certified and will be posted on the 
USAC website. The form task will disappear from your Tasks list. 

Full-Rights User Certifying FCC Form 470 from Partial-Rights User 
 
A full-rights user receives a task to certify an FCC Form 470 when the form is submitted by a partial-
rights user or another full-rights user and sent for certification.  
 

1. On the Tasks page, select the task. 
 

 

 

2. When prompted, accept the task. 
 

 

3. Select the Download Document Link to download the PDF version of the FCC Form 470 to 
your computer.  
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4. Open the PDF, review the content, and verify that the data is correct and consistent with 
what was entered on the form.  

5. To make any necessary corrections, return to EPC and select Edit to return to the form’s 
Basic Information section.  

 
 

 
 

6. Continue through each form section and make any necessary changes. 
7. Generate a new PDF and review again. Once the PDF is correct, click the checkbox to indicate 

that the information is accurate and then select Continue. 
8. When the Certify FCC Form 470 page appears, carefully read the certification text. 
9. Select each checkbox to confirm compliance and certification.  
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10. After all boxes are checked, select Certify. This action is equivalent to providing your 
electronic signature. 

11. Read the message regarding the certification and select Yes if you agree.  

 

When you select Yes on the confirmation message, the form will be certified and will be posted on the 
USAC website. The form task will disappear from your Tasks list. 

After FCC Form 470 Certification 
 
When you certify an FCC Form 470, it is posted in USAC’s EPC portal and on USAC’s open source data 
platform. You can also view the forms, their attachments, and summary information from the tools in 
the FCC Form 470 Tools section of the Tools page on USAC’s website.  You can view information from 
the basic information section of each FCC Form 470 in the E-Rate Open Competitive Bidding:  Basic 
Information (FCC Form 470 and Related Information) dataset on the Open Data platform. 
  

https://www.usac.org/e-rate/resources/tools/
https://opendata.usac.org/E-rate/E-rate-Open-Competitive-Bidding-Basic-Information-/jp7a-89nd
https://opendata.usac.org/E-rate/E-rate-Open-Competitive-Bidding-Basic-Information-/jp7a-89nd
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FCC Form 470 Receipt Notification 
 
When USAC receives your form, a notification appears in the News feed for all members of your 
organization. This notification confirms that the form has been certified, provides the Allowable 
Vendor Selection/Contract Date for your form, and explains next steps (including how to submit 
modifications). 
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Search and Export Results 
 
To export form search results from EPC, select the Search and Export Certified FCC Form 470 link on 
the Actions tab.  
 

 

 

FCC Form 470 Modifications        
Allowable Modifications 
 
A certified FCC Form 470 can be modified by applicants and consultants who have either partial or 
full-rights permissions. Sometimes modifications require a full-rights user’s approval of modifications 
made by a partial-rights user.  For additional information about which modifications are allowable 
and when you must file a new form, go to the Ministerial & Clerical Errors webpage.  
 

• Edit Application Nickname – No approval by full-rights user needed. 
• Add an RFP Document – No approval by full-rights user needed. This edit is only allowed for 

FCC Forms 470 that were certified with at least one associated RFP document.  
• Change Main Contact Person – Full-rights user approval needed. USAC must also approve 

this modification.  
• Edit Technical Contact – Full-rights user approval needed. USAC must also approve this 

modification.  

https://www.usac.org/e-rate/applicant-process/competitive-bidding/ministerial-clerical-errors/


 

40 | Universal Service Administrative Company | FCC Form 470 User Guide 
 

 

Available for Public Use 

 

Submitting Modifications 
 

1. Log in to EPC. 
2. Locate the form you want to edit from either My Landing Page or the Records tab. 

(a) From My Landing Page, scroll to FCC Forms and Post-Commitment Requests and 
search for Certified forms. 
 

 
 

(b) On the Records tab, select FCC Forms 470. 
 

 

3. Filter the forms by two fields: 
a) Filed by my Organization – Select Yes. 
b) Status – Select Certified. 
c) You can also filter further by funding year and service type 
The system lists the certified forms that your organization filed.  

https://portal.usac.org/suite/
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4. Locate and select the FCC Form 470 number of the form you want to modify.  
5. Select Related Actions. 

 

 

6. On the Related Actions page, review the list of available actions for the certified FCC Form 
470. 
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Edit the Application Nickname on a Certified FCC Form 470 
 

1. On the Related Actions page, select Edit Application Nickname. 
 

  

2. Enter the new Application Nickname.  
 

 

3. Select Submit. The nickname for the FCC Form 470 is changed.  

Add an RFP Document to a Certified FCC Form 470 
 
If the FCC Form 470 has an associated RFP document, you can add more documents using the Add an 
RFP Document function.  
 

1. On the Related Actions page, select Add an RFP Document.  
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2. When the list of associated RFP documents opens, select UPLOAD or drag the document onto 
Drop file here. 
 

 
 

Select each checkbox for a related service to link the new RFP to a service request. You can link the 
RFP to all Category One or Category Two services by checking the box to the left of the Type column 
header under the Category 1 or Category 2 section. 
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3. Select Submit. 
4. When the confirmation pop-up message appears, note that you cannot make a cardinal 

change to the scope of the services after your form is certified.  
5. If you agree with the statement, select Yes to add the new RFP document to the FCC Form 470.  
  

Change the Main Contact Person on a Certified FCC Form 470 
 

1. On the Related Actions page, select Change Main Contact Person.  
 

 

2. Begin entering the new contact’s name or email address. The system searches for matches.  
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3. When you select a name, Contact Details appear. 
 

 

4. Select Submit to update the main contact. If you are a partial-rights user, the system creates a 
task in order to send the modification to the organization’s full-rights users for approval. After 
a full-rights user’s approval, USAC must also approve the modification. 

5. After USAC approves the modification, you will receive a News notification stating that the 
main contact person has been changed on your FCC Form 470.  
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Edit the Technical Contact on a Certified FCC Form 470 
 

1. On the Related Actions page, select Edit Technical Contact.  
 

 
 
You can edit the technical contact by searching the EPC system or by entering the details manually.  
 
If you click the Search EPC System button, you can search the system by the contact person’s first 
name, last name, or email.   
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If you click the Enter Details Manually button, you can enter or revise the information entered in one 
or more fields.  

 

 

 
2. Choose Search EPC System or Enter Details Manually to edit the technical contact person. 
3. Select Submit. If you are a partial-rights user, the system creates a task in order to send the 

modification to the organization’s full-rights users for approval.  After a full-rights user’s 
approval, USAC must also approve the modification. 

4. When USAC approves the modification, you will receive a News notification stating that you 
have changed the technical contact on your FCC Form 470.  
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