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USAC Using the Portal

Overview

e Advantages of the portal
e How tologin
* How to create a new user
— My Landing Page
 How to update entity information
e How to modify an account administrator

e How to add a consultant
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USAC Using the Portal

Why Move to a Portal?

 Move to one location for all program activities.
— Complete and certify program forms
— Obtain the status of applications
— Submit requests
— Receive timely reminders and notifications
— Respond to PIA questions

— Ask USAC gquestions
 Improve the customer experience.

e Streamline the application process.
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USAC Using the Portal

Advantages of the Portal

e All of your forms, submitted documentation, and
requests will be in one location online and easily
accessible.

e Users can access the portal from any device (e.g.,

desktop computer, laptop computer, tablet, smartphone)
and any browser.
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USAC Using the Portal

Advantages of the Portal

e School districts and library systems can update and store
address information and other data on their individual
schools and libraries. This information can then be
uploaded into online forms so that you do not have to re-
enter it every year.

e Consortia and statewide applicants will have a complete
list of their members, and service providers and
consultants will have a complete list of their clients.
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USAC Using the Portal

Advantages of the Portal

e Applicants will no longer need a Personal Identification
Number (PIN) to certify forms.

e Account administrators can create as many account users
as they wish, and decide which activities the users can
perform (i.e., set their permissions or user rights).
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USAC Logging In

Universal Service Administrative Compdnyﬁa

How to Log In

e USAC creates an account for the applicant organization
and identifies an account administrator.

e Applicant organization types:
— Independent school
— Independent library
— School district
— Library system

— Consortium / statewide applicant
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USAC Logging In

Universal Service Administrative Cumpdnyﬁa

How to Log In

e USAC sends an invitation email to the account
administrator to log in to the portal.

 The account administrator goes to portal.usac.org, enters
his or her email address — the “Username” — and clicks
“Forgot Password.” NOTE: As long as the account
administrator has been set up in USAC’s system, it is not
necessary to locate the invitation email.

e The account administrator then re-enters the email
address and clicks “Request Password Reset.”

2015 E-rate Program Tribal Trainings | Introduction to EPC 8

© 2015 Universal Service Administrative Company. All rights reserved.



USAC Logging In

Universal Service Administrative Compdny@

How to Log In

e USAC sends a second email with a link to create a
password. This link is only valid for 15 minutes.

e The account administrator clicks the link, enters the
email address, and creates a “new” password.

o After clicking “Reset Password,” the account
administrator can click the link provided to log in.

e After logging in with the email address (“Username”) and
password, the account administrator clicks the link to
accept the terms and conditions of use.
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Video Demo — How to Log In

http://www.usac.org/sl/about/outreach/videos/EPC-logging-in.aspx
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My Landing Page

News Tasks (1)

Records

Reports

Actions
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Organization
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USAC Library System 1

My Landing Page
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Welcome to the new EPC system, more functionality will be rolling out soonl
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My Landing Page

News Tasks (1) Records Reports Actions ‘_‘ USAC Library System

My Landing Page

Apply Now | Manage Users | Manage Organizations | Contact Us | Help

USAC e

Welcome to the new EPC system, more functionality will be rolling out soonl

Organizations

Organization City State Zip Code Type '»%’ Rockville
B 72 e
USAC Child Library 1-1 Reston VA 20171 Applicant Ashbiirn o N Ber:ggshda
N
P
USAC Child Library 1-2 Reston VA 20171 Applicant Sterling I obomac
Brambleton I'
USAC Child Library 1-3 Reston VA 20171 Applicant
USAC Library System 1 Reston VA 20171 Applicant
2] Fairfax d
. Map data ©2015 Google
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News Tasks (1) Records Reports Actions

USAC e

USAC's Internal System USAC Library System 1's FCC Form 470 - 160000001 for
- Funding Year 2016 was successfully posted to the USAC website on 8/19/2015. This
posting begins the required 28 day competitive bidding process.

All »

Undat It is important that you review this form now to make sure the products and services you
pdates

e require have been correctly posted and, if necessary, take any appropriate corrective action
Participating as soon as possible. You are allowed to correct certain errors on your form but not others.
Starred ¥ For fields that allow a correction, you will be able to edit the information in the form field
directly.

To determine what corrections are allowable and why, see the “List of correctable ministerial
and clerical errors” on our website.

NEXT STEPS

- Make sure that you wait 28 days before you select your service provider(s) and sign any
contracts.

- Use the Form 470 Application Number shown above in any Form 471, Block 5 Funding
- Request that cites this Form 470. Share this number with those schools and/or libraries
who may wish ...More

Aug 19, 2015 Comment  More Info
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News Tasks (1)

Records Reports Actions

USAC e

Assigned to Me »
Sent by Me
Starred ¥

Status
Open =

Deadline
Overdue
Today
Within 7 days

Click here to send a task...

v

» Me

Create FCC Form 470 - #160000003 - Test
Yesterday, 12:00 AM
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VEUE Tasks (1) Records Reports

Records
USAC e _
= Applicant Entities
All » "="  List of Applicant Entities
B Consulting Firms
=x

List of Consulting Firms

B Customer Service Cases
= List of Customer Service Cases
B  FCC Forms 470
"= Listof FCC Forms 470
E Knowledge Base Center
E-rate help with FAQs, guidance documents, and videos
E Service Providers
List of Service Providers
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VEUE Tasks (1) Records Reports Actions

My Landing Page
USACTRA]FLNG II“I Applicant landing page

Search reports

All »

2015 E-rate Program Tribal Trainings | Introduction to EPC 16

© 2015 Universal Service Administrative Company. All rights reserved.



Tasks (1) Records Reports Actions

US C Contact Us
Y L TRAINING Create a customer service case

All »
Starred +r

Create a Whistleblower Case
Use this function to report an instance of program rule violations, or waste, fraud and abuse.

Search and Export Certified FCC Forms 470
This function allows you to search for certified FCC Forms 470 and export the results.
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USAC Creating a New User

How to Create a New User

e The account administrator signs in to the portal.

 From My Landing Page, choose “Manage Users” from the
upper right-hand corner.

e Check the box to the left of the organization name and
click “Create a New User.”

 Enter the new user’s information. Each required field is
marked with a red asterisk (*).
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USAC Creating a New User

How to Create a New User

e Select the appropriate permissions that the new user
should have. The choices are:

— Full rights (create, edit, and certify forms)
— Partial rights (create and edit forms)
— View only rights (view forms)

 Review the information you provided. Click “Previous” to
make any necessary changes.

 When you are finished, click “Submit.”
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USAC Creating a New User

How to Create a New User

The new user will receive an invitation from USAC and
must go through the same steps as the account
administrator to log in for the first time (forgot/reset

password, accept terms and conditions) before using the
system.
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Video Demo — How to Create a New User

http://www.usac.org/sl/about/outreach/videos/EPC-Creating-a-New-User.aspx

2015 E-rate Program Tribal Trainings | Introduction to EPC 21

© 2015 Universal Service Administrative Company. All rights reserved.



USAC Adding a Consultant

How to Add a Consultant

e The account administrator signs in to the portal.
e From My Landing Page, choose your organization.

* In the top right-hand corner of the organization
dashboard page is a button with an ellipsis and an arrow
(“... I”). Click this button and choose “Manage
Organization Relationships.”

e Click “Add a Consulting Firm” from the next screen.
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USAC Adding a Consultant

| Service Administrative Company®

How to Add a Consultant

e On the next screen, enter as much information about the
consulting organization as you know to see if the system
finds a match.

* You can also go to the Records tab and search for the
consulting organization.

NOTE: To complete this process, the consulting organization
must have an account in the portal and the consultant
employee must have been created as a user on the
consulting organization account and accepted the terms
and conditions.
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USAC Adding a Consultant

| Service Administrative Company®

How to Add a Consultant

e Under the “Add Relationship(s)” heading on the search
results, check the box next to the consulting
organization’s name and then click “Submit.”

e After you have established a link to the consulting firm,
click the “Add or Remove Existing Users” button at the
top of the screen.

 Below the heading “Search For Users to Add,” type the
first name, email, and/or last name of the consulting
organization’s employee and click “Search.”
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USAC Adding a Consultant

How to Add a Consultant

e On the search results, check the box to the left of the
consultant employee and click “Submit” to link the
employee to your organization.

e To set the rights for the consultant employee, click the
“Manage User Permissions” button at the top of the
screen.

e Scroll down to the consultant employee and set
permissions as you did when you added a new user.
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Video Demo — How to Add a Consultant

http://www.usac.org/sl/about/outreach/videos/EPC-Adding-a-Consultant.aspx
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USAC . Modify an Account Admin

How to Modify an Account Administrator

e Account administrators can create new users, update
profile information, link the organization to consultants
and consortia, and modify the rights of existing users.

* In general, USAC created accounts for billed entities that
filed FCC Forms 471 for FY2015 and set up the authorized
persons on those forms as account administrators.

e After an account administrator has logged into the portal
and accepted the terms and conditions, he or she can
designate another person at the organization to be the
account administrator.
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USAC Modify an Account Admin

rvice Administrative Company®

How to Modify an Account Administrator

* First, the current account administrator must add the
prospective account administrator to the organization as
a new user if he or she is not already in the organization.

e On My Landing Page, click the link to the organization.

 From the organization dashboard page, click the button
with the ellipsis and arrow (“... ”) and choose “Modify
Account Administrator.”

 From the list below “Modify Account Administrator,”
check the box to the left of the appropriate name.
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USAC . Modify an Account Admin

How to Modify an Account Administrator

e Uncheck the box to the left of the current account
administrator, then check the box to the left of the new
account administrator and click “Continue.”

e Verify that the current and new account administrator
information is correct and click “Submit.”

e The new account administrator will now have the
account administrator rights.

— Remember that there can only be one account
administrator.
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Video Demo — How to Modify an Account Administrator

http://www.usac.org/sl/about/outreach/videos/EPC-Modifying-Your-
Account-Administrator.aspx
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USAC . Getting Assistance

Where to go for help

e (Call the Client Service Bureau at (888) 203-8100 for help
with the following:

— Verifying accounts and account administrators
— Updating profile information

— Creating new users and updating existing users
— Linking organizations

— General questions about the portal
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USAC . Getting Assistance

Where to go for help
e Visit the USAC website for the following:

— Glossary of terms

— Frequently asked questions
— Applicant user guides

— Video tutorials

— Copy of the portal terms and conditions
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Universal Service Adminisiratve Company®

SCHOOLS AND LIBRARIES (E-RATE)

USACHzms | Senesisang UmrariesPragram

ABOUT THE PROGRAM
Getting Started

Trainings & Outreach

RESOURCES & TOOLS

Steps to funding for efigible schoots, school districts,
fibraries, and consomtia
GET STARTED

Aggly Onine
E-rate Prosuctiity Center
Forms

D=:

fes & Examples

g Commitment Tooi

Search Tools

LATEST NEWS

Subscriba | Contast USSE

Steps ta funding for telecommunications, Intemet

o e

' Webinar: Introducing EPC, the E-vate Productivity Cer
(9/3/2015)

I News Brif Issued (B128/2015)

W Spacial Edon News Brief - USAC Undartakes Data
Cleanup Effor (7/21/2015)

W Download FCC Form 470 Information Nowe Availsble
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E-rate Productivit
Center(gl’() 4

The E-rate
Modernization Order

CLICK TO LEARN MORE

Fr2016 (7/1712015)

W Spediel Editon News Brief - EPC Updste: Adding 2
Consukant to 2n Applicant’s Accourt (7/7/2015)

USAC

Universal Service Administrative Company®

EPC page on the USAC website

Contributors | Service Providers | Subscribe

Contact USAC

Schools and Libraries Program

Getting Started

NAVIGATE

Acronyms & Terms (PDF)

Hame

Reference Area

Program Integrity

Eligible Services List
Document Retention
Trainings & Outreach

RESOURCES & TOOLS
Apply Online
E-rate Productivity Center
Forms

Deadlines

Latest News

Samples & Examples
Funding Commitment Tool
Search Tools

Submit a Question

ZB=LS

E-rate Productivity
Center (EPC)

SCHOOLS AND LIBRARIES (E-RATE)

USAC Home

E-rate Productivity Center (EPC)

I E-RATE PRODUCTIVITY CENTER (EPQ)

The E-rate Productivity Center (EPC) is the account and application management portal for the Schools and Libraries (E-
rate) Program. Applicants, consultants, and service providers participating in the E-rate Program will use this tool to
manage program processes and to submit questions.

@ Login

This summer, applicants will be able to file the FCC Form 470 in EPC.

Over the course of the next year, the remaining E-rate Program forms for applicants and service providers will be
available in EPC. EPC will allow users to get information about the status of their applications, reminders about important
dates, and correspondence from Program Integrity Assurance (PIA) and other review teams. Letters and other
correspondence will be stored in EPC so that users can easily access them at any time.

Additional Resources

To learn how to use EPC to successfully maintain your account with USAC, watch our video tutorials and read our online
user guides.

* EPC Glossary of Terms I8
s EPC Frequently Asked Questions (FAQs)

Applicant User Guides Service Provider User Guides

e Getting Started B
= Navigating EPC HE

e Getting Started B
* Navigating EPC I8
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Additional Resources

To learn how to use EPC to successfully maintain your account with USAC, watch our video tutorials and read our online G Iossa ry
user guides.

» EPC Glossary of Terms Il €
* EPC Frequently Asked Questions (FAQs) f FAQS

( Applicant User Guides \ ('Service Provider User Guides \

* Getting Started I8 * Getting Started I8

* Navigating EPC = Navigating EPC

* Managing Users I = Managing Users Il — User G uides
» Managing Your Organization Bl * Managing Your Organization

s Customer Service 1l s Customer Service Il

= Searching FCC Forms 470 = Searching FCC Forms 470 B8

[ ]

K Filing FCC Form 470 @ j K j
ﬂPC Video Tutorials \

* Logging in to EPC

* How to Create a New User 6 Video

How to Modify an Account Admin

How to Add a Consultant TUtO ria Is

Manage User Permissions

How to File FCC Form 470 )

\_ ~ Terms &
Terms & Conditions COnditionS

* EPC Access Agreement (Commercial End User Agreement) Hl e
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USAC . Using the Portal

Thank you!
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