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E-RATE PRODUCTIVITY CENTER (EPC)
APPLICANT USER GUIDE

Managing Your Organization

1. From your landing page, select the link to Manage Organizations.

. Aaron Washington - /ljpia

My Landing Page

USAC

Universal Service Administrative Company®

Apply Now | ge Users Contact Us | Help

Welcome to the new EPC system, mare functionality will be rolling out soon!

Organizations
Organization Ci State Zip Code Li - T
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Washington High School ‘Washington oc 20038 Applicant ireat Falls) ) f Bt College Parkit
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2. Select your organization from the list.
3. Click Manage Organization.

Actions . Aaron Washington

USAC Manage Organizations

Existing Organizations

Save Changes

Fl Organization ID City State
Fl Washington High School ‘Washington e}
Cancel Manage Organization

4. The organization details will open.
5. Make any necessary changes to the organization details.
6. Select Submit.
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7. Enter a nickname for the modification request. You can use this nickname to track your

modification requests in EPC.

Actions

. Aaron Washington -

USAC Organization Modification Nickname

All change requests for your organization can be seen on the Modifications page found in the menu on your left under Modifications. To help identify this

request in the future, please enter a reguest nickname in the field below.

Request Nickname *

Only customer service representatives can finalize changes to organizations. The account administrator will receive a notification after your changes have

been reviewed.

Cancel

8. Submit your modification request.

NOTE: Organization modifications must be approved by the Client Service Bureau. If you are the account
administrator, you will receive an email when the changes are approved.

View Organization Modification Status
After you modify your organization, the modification requests are sent to the Client Service Bureau. To

view the status of your requests:

1. Onyour landing page, select the link to your organization.
2. In the left-hand menu, select Modifications.

Tasks Records

. Aaron Washington - /ppia

Records / Applicant Entities

USAC N\ #178 - Washington High
s School

ummary -

News

_ Organization Details
Related Actions

Customer Service Cases Name ‘Washington High School
Annexes Entity Number 173

Related Entities FCC Registration 2223334455
Consulting Firms Number

Consortia Organizations

Modifications Contact Information

ECC Eorms 470

Create a New User Add or Remove Existing Manage User Permissions -

3. Alist of your modifications and their status will open.

Records [ Applicant Entities

#178 - Washington High School

Modification Requests

Request Nickname Status
Changed NSLF numbers Cpen
Increase PIT student population Cpen
Increased schoaol population Cpen

Requestor
Aaron Washington
Aaron Washington

Aaron Washington

Applicant Type School

Status  Active

Request Date 4
6/22/2015 1:42 PM EDT
6/22/2015 12:47 PM EDT

6/22/2015 12:42 PM EDT
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Modify Account Administrator

USAC
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The account administrator can manage the organization account and its users; however he or she will
not have permission to file forms by default. To assign the account administrator rights to create and
certify FCC forms, see the “Manage User Permissions” section in the EPC “Managing Users” guide for

applicants.

To transfer the account administrator function from one individual to another, follow these instructions:

1. Onyour landing page, select the link to your organization.

2. On the left-hand menu, select Related Actions.

Records

. Aaron Washington -

USACsr

Summary =

News

Customer Service Cases
Annexes

Related Entities
Consulting Firms
Consortia Organizations
Modifications

FCC Forms 470

Records /

#178 - Washington High

Applicant Entities

School

Organization Details

Name Washington High Schoal

Entity Number 178

FCC Registration 2223334455

Number

Contact Information

Physical

Mailing

Address 2002 L Street NW

‘Washington , DC 20036

Address 2002 L Strast NW

‘Washington , DC 20036

Create a New User

Add or Remove Existing ...

Applicant Type School

Status  Active

Phone Number 202-555-1212

Email washingtonhs@abc.com

Website URL

Manage User Permissions -

. Aaron Washington - /|ppi

USAC st

Summary

News

Related Actions -
Customer Service Cases
Annexes

Related Entities
Consulting Firms
Consortia Organizations
Modifications

FCC Forms 470

Records /

Applicant Entities

#178 - Washington High School

Create a New User

This function allows you to create a user for your entity.

Add or Remove Existing Users

This process allows user to add and remove users from an organization

Manage User Permissions

This functicn allews you manage the permissions for one or more users.

Manage Organization

This function allows you to update information about an entity or BEN.

Modify Account Administrator
This process allows you to transfer the Account Administrater function to ancther individual.

Create a Customer Service Case

This functicn allews you to submit a question about an E-rate ferm or topic. Yeu can also submit a specific request or an attachment.

Manage General Contact

This function allows you to designate the general contact for your entity

Manage Annexes

This functicn allows you to designate an annex for an individual schocl or library.

Manage Organization Relationships

Process to relate an Organization to ancther Organization

DISCUSSED IN THIS GUIDE: Managing your organization, modifying account administrators, managing a General Contact,
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4. The Organization Details page opens and displays users. To change the account administrator,
uncheck the box for the current administrator if necessary, then select the new administrator

from the list.

Records

. Aaron Washington - /ppia

Summary

News

Related Actions »
Customer Service Cases
Annexes

Related Entities
Consulting Firms
Consortia Organizations
Modifications

FCC Forms 470

Organization Details

Name ‘Washington High Schoal

Address 2002 L Street NW
‘Washington , DC 20036

Mailing Address 2002 L Street NW
Washington , DC 20036

Modify Account Administrator

Current Account Administrator
a_washington40@yahoo.com

Select a new Account Administrator

First Name Last Name
td Aaron ‘Washington

Tim Thomas
Cancel

5. Select Continue.
6. Confirm the new account administrator information on the next page, then select Submit.

Manage General Contact
1. Onyour landing page, select the link to your organization.

2. On the left-hand menu, select Related Actions.

3. Select Manage General Contact.

Records

FCC Registration 2223334455
Number

Organization Type Applicant
Phone Number 202-555-1212

Email washingtonhs@abc.com

Email
a_washingtond0@yahoo.com

timthomas@mailinator.com

Title
Acct Admin

Principal

USAC .

Universal Service Adminis

Summary

News

Related Actions »
Customer Service Cases
Annexes

Related Entities
Consulting Firms
Consortia Organizations
Modifications

FCC Forms 470

Records / Applicant Entities

#178 - Washington High School

Create a New User

This function allows you to create a user for your entity.

Add or Remove Existing Users

This process allows user to add and remove users from an erganization

Manage User Permissions

This functien allows you manage the permissions for ene or more users.

Manage Organization

This function allows you to update information about an entity or BEN

Modify Account Administrator

This precess allews you to transfer the Account Administrater function te ancther individual.

Create a Customer Service Case

[ | Tim Thomas - /ppiar

This functien allows you to submit a question about an E-rate form or topic. You can also submit a specific request or an attachment.

Manage General Contact

This function allows you to designate the general contact for your entity.

Manage Annexes

Thin fumatinn allaue vn bn dacicmate an anmaw fne an individisl esbanl e likeas s

DISCUSSED IN THIS GUIDE: Managing your organization, modifying account administrators, managing a General Contact,
managing annexes, managing organization relationships

© 1997-2015, Universal Service Administrative Company, All Rights Reserved.



4. The organization details open displaying the associated users.
5. Toadd a new General Contact, first de-select the current General Contact if necessary, then

select the new General Contact from the list.

Records

Actions

USAC

Universal Service Administrative Company®

D Tim Thomas - /ppia

USAC .

Uiniversal Senvice Ay

Summary

News

Related Actions »
Customer Service Cases
Annexes

Related Entities
Consulting Firms
Consortia Organizations
Modifications

FCC Forms 470

Organization Details

Name \ashington High School

Address 2002 L Strest NW
Washington , DC 20036

Mailing Address 2002 L Street NW
Washington , DC 20036

Modify General Contact

Current General Contact
No General Contact

Select a new General Contact

First Name Last Name
4 Aaron Washington

Tim Thomas
Cancel

6. Click Continue.
7. Confirm the new General Contact information on the next page, then select Submit.

View Annex

FCC Registration
Number

Organization Type
Phone Number

Email

Email
a_washington40@yahoo.com

timthomas@mailinator.com

2223334455

Applicant
202-555-1212

washingtonhs@abc.com

Title
Acct Admin

Principal

An annex is a facility associated with an entity that will have the same BEN but a different physical

address.

You can view your current annexes, if any, by selecting Annexes on the left-hand menu.

Actions

D Tim Thomas - Appi

1USAC

Uiiwest3l Besvice Ade

summary

News

Related Actions
Customer Service Cases

Re ate! Entities

Consulting Firms
Consortia Organizations
Modifications

FCC Forms 470

Records / Applicant Entities

#178 - Washington High School

Annexes
Name Address City
LEETgET 2003 LStreet  washington

Manage Annexes
1. Onyour landing page, select the link to your organization.

2. On the left-hand menu, select Related Actions.

zip Phone
State Code Number

202-555-
DC 20036 1212

Last Modified
te

6/22/2015 9:45
AM EDT

Manage Annexes

1 Last Modified By

a_washington40@yahoo.com
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3. Select Manage Annexaes.

Records ‘ Action . Tim Thomas - /

Records / Applicant Entities

USAC ™. #178 - Washington High School

summary Create a New User

News This function allows you to create a user for your entity.
Related Actions »
Customer Service Cases
Annexes

Related Entities
Consulting Firms
Consortia Organizations

Modifications Manage Organization
FCC Forms 470

Add or Remove Existing Users
This process allows user to add and remove users from an organization

Manage User Permissions
This function allows you manage the permissions for one or more users.

This function allows you to update information about an entity or BEN

Modify Account Administrator
This process allows you to transfer the Account Administrator function to another individual.

Create a Customer Service Case
This function allows you to submit a question about an E-rate form or topic. You can alse submit a specific request or an attachment.

Manage General Contact
This function allows you to designate the general contact for your entity.

Manage Annexes
This function allows you to designate an annex for an individual school or library.

Manage Organization Relationships
Process to relate an Organization to ancther Organization

To Add a New Annex

1. Onthe Manage Organization Annexes page, select Add New Annex.

Records ] ts . Tim Thomas - /

Manage Organization Annexes

ompary® Would you like to add a new annex or remove an existing annex?

USAC .

Summary

News Cancel Remaove Existing Annex Add New Annex
Related Actions ~

Customer Service Cases
Annexes

Dalatad Catitine

2. Enter the name, address, and contact information for the annex.
3. Click Add New Annex.
4. Confirm by clicking Yes in the pop-up window.

To Remove an Existing Annex
1. Onthe Manage Organization Annexes page, select Add New Annex.
2. Select Remove Existing Annex.

Records ) ct . Tim Thomas - Appia

Manage Organization Annexes

Would you like to add a new annex or remove an existing annex?

summary
News Cancel Remove Existing Annex Add New Annex
Related Actions »

Frintnmans Consion Famnan

UsAC .

3. Check the checkbox for the annex to be removed.
4. Click Remove Annex.

5. Confirm by clicking Yes in the pop-up window.

DISCUSSED IN THIS GUIDE: Managing your organization, modifying account administrators, managing a General Contact,
managing annexes, managing organization relationships
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Manage Organization Relationships
Any organization modifications must be approved by the Client Service Bureau. If you need to add a
non-instructional facility (NIF), please contact the Client Service Bureau (888-203-8100).

Sign up for a Consortium

Applicant entities such as schools and libraries can sign up for a consortium.
1. Onyour landing page, select the link to your organization.
2. On the left-hand menu, select Related Actions.
3. Select Manage Organization Relationships.

News Tasks Records Reports Actions U Tim Thomas - Appia

Records / Applicant Entities

USAC #178 - Washington High School
summary Create a New User
News This function allows you to create a user for your entity.

Related Actions »
Customer Service Cases
Annexes

Related Entities
Consulting Firms
Consortia Organizations

Modifications Manage Organization
FCC Forms 470

Add or Remove Existing Users
This process allows user to add and remove users from an organization

Manage User Permissions
This functicn allows you manage the permissions for ene or more users

This function allows you to update information about an entity or BEM

Modify Account Administrator
This process allows you to transfer the Account Administrater functicn to ancther individual.

Create a Customer Service Case

This function allows you to submit a question about an E-rate form or topic. You can also submit a specific request or an attachment

Manage General Contact
This function allows you to designate the general contact for your entity.

Manage Annexes
This function allows you te designate an annex for an individual scheel or library.

Manage Organization Relationships
Process to relate an Organization to ancther Organization

4. On the Manage Organization Relationships page, select Sign up for a Consortium.

Manage Organization Relationships

Please make a selection below to add or remove an ecrganization relationship

How would you like to manage your organization relationships?

Remove a Relationship Add a Child Entity Sign up for a Consortium Add a Censulting Firm

5. On the Sign up for a Consortium page, enter search information for the entity (for example,
BEN, name, state, or zip code).

6. Click Search.

7. Select the consortium by checking the checkbox from the Add Relationships list.

DISCUSSED IN THIS GUIDE: Managing your organization, modifying account administrators, managing a General Contact,
managing annexes, managing organization relationships
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Records Reports Actions . Aaron Washington -

Sign up for a Consortium

UH“C .~ Please select an organization to create a relationship

Summary Current Relationships

News

Related Actions » BEN Name City State Zip Code
Customer Service Cases

Annexes

. No items available
Related Entities

Consulting Firms

Consortia Organizations - -
Modifications Add Relationship(s)

FCC Forms 470

BEN Name City State Zip Code
USAC Consortium 1 Reston WA 20171
USAC Consortium 2 Reston WA 20171
L USAC Consartium 3 Reston WA 20171

8. Select Submit.
6. Confirm by clicking Yes in the pop-up window. The account administrator for the consortium will
receive an email indicating the organization modification.

Add a Consortium Member
If you are the account administrator for a consortium, you can add members
1. Onyour landing page, select the link to your organization.
2. On the left-hand menu, select Related Actions.
3. Select Manage Organization Relationships.
4. Select Add Consortium Member.

News Tasks Records eports Actions D Nova ConsortiaUser - Appia

USAC Manage Organization Relationships

Please make a selection below to add or remove an organization relationship

summary How would you like to manage your organization relationships?

News
Related Actions - Remove a Relaticnship Add Consortium Member | | Add a Consulting Firm

Customer Service Cases

5. Select the organization type from the drop-down menu (library, library system, school district,
or school).
6. Enter as much information in the search fields as possible, for example, BEN, name, and state.

Add Consortium Member

Please enter search criteria below and hit search to continue
What organization type are you looking for?

Select an Qrganization Type *

School District v

Which organization are you looking for?

BEN Search Name Search

State Search

ut v

Cancel Previous Search

DISCUSSED IN THIS GUIDE: Managing your organization, modifying account administrators, managing a General Contact,
managing annexes, managing organization relationships
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7. Select the member(s) by checking the checkbox from the Add Relationships list.

Add Relationship(s)

BEN Name I Address City State Zip Code
153 Annandale High School 4700 Medford Dr Annandale WA 22003
1656 Center High Schoal 417 Morningstar Lane Chantilly WA 20151

8. Click Submit.
9. Confirm by clicking Yes in the pop-up window. The account administrator for the new member
organization will receive an email indicating the organization modification.

NOTE: Individual members have the option to delete the relationship to the consortium if they do not
wish to belong to it.

Add a Consulting Firm
1. Onyour landing page, select the link to your organization.
2. On the left-hand menu, select Related Actions.
3. Select Manage Organization Relationships.
4. Select Add Consulting Firm.

Manage Organization Relationships

Please make a selection below to add or remove an organization relationship

How would you like to manage your organization relationships?

Remove a Relationship Add Consortium Member Add a Consulting Firm

5. On the Add a Consulting Firm page, enter search information for the consulting firm, for
example, consultant registration number (CRN), name, state, or zip code.

6. Click Search.

7. Select the consulting firm from the Add Relationships list.

Records Reports Actions U Tim Thomas - Appia

Add a Consulting Firm

USAC Please select an organization to create a relationship

Uversl Service A st Canmpsan ®

Summary Current Relationships

News

Related Actions » CRN Name City State Zip Code
Customer Service Cases

Annexes

. No items available
Related Entities

Consulting Firms
Consortia Organizations . .
Modifications Add Relationship(s)

FCC Forms 470

CRN Name City State Zip Code
USAC Consulting Firm 1 Reston VA 20171
USAC Consulting Firm 3 Reston VA 20171

8. Select Submit.
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9. Confirm by clicking Yes on the pop-up window. The account administrator for the new
consulting firm will receive a notification in their news feed with the new organization
relationship.

Remove a Relationship
1. Onyour landing page, select the link to your organization.
2. On the left-hand menu, select Related Actions.
3. Select Manage Organization Relationships.
4. Click Remove a Relationship.

Records Reports Actions D Tim Thomas - /ppis

Manage Organization Relationships

USAC R Please make a selection belowto add or remove an organization relationship

Univess

Summary How would you like to manage your organization relationships?

News
Related Actions » Remove a Relationship Sign up for 2 Consortium Add a Consulting Firm

Customer Service Cases
Annexes

Related Entities
Consulting Firms

Famnsetin Clemnminstiome

Cancel

5. Check the checkbox next to the organization name to remove the relationship.
6. Select Submit.
7. Confirm by clicking Yes in the pop-up window.

DISCUSSED IN THIS GUIDE: Managing your organization, modifying account administrators, managing a General Contact,
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