Fall 2020

EPC Overview and
the Administrative
Window
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Training Topics

‘ 1. EPC Overview and One
Portal

2. EPC Administrative
Window

3. Updating Parent and
Child Organization
Profiles

4. Changes to FY2021
Entity Profiles
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Introduction to E-rate

EPC and One Portal
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Browsers

The supported Web browsers are listed below.

Web browsers must allow cookies. If a user’s
browser is not configured to allow cookies, then
the system will display an alert stating that
cookies must be enabled in order to log in.

Microsoft Edge Microsoft Internet Explorer 11
Mozilla Firefox Google Chrome
Apple Safari
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What we will review in EPC

What is the E-rate Productivity Center (EPC)?
Logging into EPC

New Users: Terms and Conditions

My Landing Page

Navigation Bar

Your EPC Entity Profile
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E-rate Productivity Center EPC

E-rate Productivity Center (EPC)

* What is EPC?
* Account and application management portal

* Manage program processes, receive notifications,
and contact customer service.

* What can you do in EPC?
* File most program forms
« Maintain a list of your related entities

* Update entity information

* Account Administrators can add users on their
organization’s account and assign them rights
(permissions) to file program forms.

M Service Admunisirative (
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New Users: Terms and Conditions

NEW EPC USERS: Terms and Conditions

* Inorder to access EPC functions, every
user must accept Terms &
Conditions.

* New user accounts are considered
inactive and will not have access to
anything within EPC until the Terms &
Conditions are accepted.

* When a new user is created from an
organization, the new user will not
appear under the organization’s profile
until they have accepted the Terms and
Conditions.
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One Portal

B Universal Service
Administrative Co.

rebecca.martin@dpi.nc.gov

Dashboard

[-]Upcoming Dates  Schools and Libraries - Help?

Send us a message
E-rate Productivity Center (EPC) - E-rate Program Click here
participants use the E-rate Productivity Center to manage

rogram processes, receive notifications and to contact
Prog P ’ Callus

customer service. (888) 641-8722

FCC Form 472 (BEAR) - Applicants file an FCC Form 472
(Billed Entity Applicant Reimbursement {BEAR) Form) to
request reimbursement from USAC for the discount amount
of the eligible products or services that the applicant has
received and paid for in full.
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My Landing Page

My Landing Page

Funding Request Report | FCC Form 470 | #CC Form 471 | FCC Form ARG | Appea CC Farm 500 | SPIN
-ll Change | Service Substitution | Rurricane impact Designation | Manage Users | Manage
Organizations | USAC Website | Contact Us | Help

(1L :
gi1m18 Universal Service
VINE  Administrative Co

Notifications
Neotification Type v status © © A
Tunding Year -
Notificacion Descrigtion Issued Dote Generated By Generated Or

My Entities

Entity Entity Number City State Dp Code
W

vCustomer Service Cases
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My Entities

FCC Form 500 | SPIN
" ane Empact Devignation | Manage Users | Manage
l Organizations ' USAC Website L Us | Melp

gimiN Universal Service

SIEE A qminie

Funding Regquest Report | FCC Form 470 | FCC Form 471 | FCC Form 425 | Appea
Change | Service Su b

trative Co

Notifications

Notification Type o Statws © © A
Funding Year - -
Notification Description Msued Date Generaled Dy Generated On
My Entities
I
‘ IntRy ENERy Number City Sate Jp Code
A VA
1-Sof1t )
v Customer Service Cases
Cose 1D Topk N RPAMe Status Date Created
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My Entities

EntiRy Enbiey Mumiesr Ciky Sate Zip Code

«Customer Service Cases

s 1D Tieypui: NERd e Slatut Db Creatied

~FCC Forms and Post-Commitment Regquests

- F Geacus B0 A
Fearen Type - = i -
Funading Year
M Erpme Apphication Number Furmchrg Year Status
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FCC Forms and Post-Commitment Requests

«Customer Service Cases

Caid 1D

+FCC Forms and Post-Commitment Requests
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Navigation Bar

My Landing Page

'|' -|l Orpanitsnions | UTAC Wehaie | Cantadt Uy | Me
®1m 18 Universal Service = . ¢
SNEE  Administrative Ce

Notifications
Notication Type saon® O

Fundieg Tear

Nockfication Dwsrpaen wwand Cate Gt s ) Wy aphe 1 ated On
My Entities
Loty Uiy Neamsber Oty e Dip Code

LR ]

vCustomer Service Cases
Canve 1D Tep< Wb marre Slatin Date Created
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avigation Bar

ey N ¢

My Landing Page

Fund ng Rr'r|ur\-l\.l: Hlipnrl FCC Foarm 470 | FCC Form 471 | FOC Form 486 ﬂ.pp!.l FCC Form 500 | ¢
Change | Service Substitution | Hurricane Impact Designation | Manage Users | Manage
T L
=

: g Organizations | USAC Website | Contact Us | Help
mIE Universal Service
B sdministrative Co.

e
Motifications
Motification Type = status & Q4
e aile
Funding Year - ko G atend
Meification Desiription Fisued Cate Generated iy Generated On

My Entities

Entity Enitity Mumbser City State Tip Code
rshingion
A i & 7
Al _
Abenar Vi, 23
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News Feed

In the darker blue bar at the top, click on
“NEWS” to view information
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News  Tasks(143) Records Reports  Actions

NEWEST =

Assigned to Me > \/ Certifier Information for FCC Form 471 # 1810
¥ BEL v 9 ¢
TATU \/ Create FCC Form 479 - 131000085 - FY2018 MBS
Open %

\/ Certifier information for FCC Form 471 # 16100

\/ Create FCC Form 474

o M

J Create FCC Form 471 - 161000276 - Tom test 1514

* M ) ¥
J Create FCC Form 471 - 141000373 - fdi/Delete/Modify/ Ane Sheltons Library System/ C2 IC /
Created by Mristi P./ Is_ user 13001 1@mailinator.com-USACuser1238/ BEN 8810

W | create Fec rorm a7y

IF |

16
ﬂr’ Public Schools of North Carolina



Records

News  Tasks(143) Records  Reports  Actions 0

Appeals
wemt e
e Appeats
All» Applicant Entities

{ APt Entite

COMAD Qutreach

List of avalabie organizations for COMAD outreach

Consulting Furms

nsutng Firms

Cuntomer Service Cases

Bstomes Sernce Caves

FCC Forms 470

FCC Forms 471

FCC 'o’rrrxAilé )

FCC Forms 454 -

(149 Io—vrr‘\-\f.-:

FRN Cases

Casves crested for Committed Funding Request
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Reports

Mews  Tasks(143] Records  Reports  Actions 0

1] -._l_
"

'[IH My Landing Page
appliant lesndng page

I[l[l My Submitted Modification Requests (RAL)
Report for viewing all the submitted Modification RAL Requestis

All »
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Actions

Mews  Tasks(143] Records  Reports  Actions

—

i Cahtact U3

Create & CLO0me SENAlE Cadd

All & Create a Whirtheblower Case
this. fursction to report an instance of program rule violstions, or waste. frawd and
shHye
LPELICATION

EEpoft Entities Within Coumnthbes Elgible Tor FEMA Individual DiEaster ASSiTtance
Report. Wireline Competition Bureau Harricane Relief Order. D& 17-584 (WCE
Hurricane Rilisd Qrder)

This repart displiyi & realad b slglla Tor i eidul
AsGitance by FERLS. Er

from certain E-rabe requinement

§ el el Sigible S07 Bimited redel

rricane Relel Order

Search and Expori Cevlilied FOC Foem 471 Furding Requeiisl

Th 1 Slloravs yoau R Selerch Bor Serifed FOC Forme 471 funaing réquesii and

T
npele] Khet FESES

5 farce

Search and Export Certifled FOC Fosms 470

hits function Mo you fo sed r ceriified FOC Forma 470 and export the resulis
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My Landing Page

@imif Universal Service
VMW Administrative Co

Notifications
Notification Type

Funding Year

Notification Description ased Date

My Entities

Entity Entity Number

vCustomer Service Cases

1ools of North Carolina

CC Form 471 | FCC Form 486 | Appeal | FCC Form $00

titution | Murrica act Designation | Manage Users | Manage

baite | Contact Us | Melp

status© © 4

Genetated By Generated On

City State Zip Code
A2 ) A
A2 ) VA



Manage Entities

Mews  Tasks (150) Records  Reports  Actions 0

#8810 - Library System 13001 R v v e oo on v v s | e s s f

Organization Details
MNams R ary Syibem 1 Aggpicant Type
Emilify WumEser 531 Statim  AlDwe

FCC Reghitration
Hurmkses

Contact Information
Fivynical Address. 2000 L 5T, Suite 20 Phane Number
S Benbil b Ak

Mailing Address 2000 L 5T, Suste 20
e p Wkt URL

Account Administrator

Mame Ane Sl
General Contact

MName &ne Sheitn
»Applicant Attributes
Library Syviem Sub- O ATy Sy DT
TV ) it by Sysberi

Main Library Branches
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Manage Entities

Mews  Tasks (150)  Records  Reports  Actions

#8810 - Library System 13001

Organization Details
Hame
Emtify WumBsr 537

FCC Reghtration
Kumbser

Contact Information

Fayscal Address. |
Mailing Address.  J000 L 57, Suie 20
Account Administrator
Mame &ne Sheht
General Contact
Name &ne SheEfio

«Applicant Attributes

Library System Sub- B i Sy LT
Tyt Private LEvary System

Main Library Branches
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Applcant Type

Stafim Adlve

Phone Nwmber 20020
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o ¥
m

Updating Parent and
Child Entity Profiles
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All Entities:

» FCC Registration Number

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

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

= Contact information

= 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).

= New entities

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

I |
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Schools:

Update Your Organization and Child Organization Profiles!

Independent school/school district student counts

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

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

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

* 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 s
fixed for the five-year cycle and will not need to be updated until FY2026, unless you
choose to do so.

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

I |
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How to Update a Parent Entity Profile

My Applicant Landing Page

From the landing T
page, click the )
parent entity name, | _ - e

either from the
Welcome message | = w e e e e e e
at the top of the |
page or the first S g
entry in the My e — = — T

Entities section.

Form 500 | SPIN Change | Servce Substitution | Manage Organizations | USAC Website | Contact Us

I |
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How to Update a Parent Entity Profile

Myl Applicant Landing Page

ll' -|I Training
gimiIl Universal Service

1'em Administrative Co.

I-.‘fe came, School Disorics 4001000 I

Pending Inquiries
Type -

Funding Year -

Funding Request Report
Form 500 | SPIN Change
Help

Application/Request

I |
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How to Update a Parent Entity Profile

Notifications
Matification Type -
Funding Year -
Motification Description Issued Date

B

No items svailable

My Entities

Entity Entity Number
| scnool District 400100 | 17308

Scnool 1 In District 400100 18006

School 2 In District 400100 18007

School 3 In Districe 400700 18008

I |
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How to Update a Parent Entity Profile

* From the parent entity’s profile page, choose MANAGE ORGANIZATION.
* You can also choose Related Actions and then choose Manage
Organization from the resulting list.

Reconds | Applicant EnTities

#17308 - School District 400100 |ﬁ v_mee::-nr_'-nuz.ﬂ::ml REATE A CUSTOMER SERVICE CA.. |
Customer Sangice Modificatons Additonal Information Discount Rage Contracts FOC Foemns CRM Aopeals ¥

Organization Details

Mame School Districo S00100 Applicant Type Schaol Districz
Entity Number 17308 Status  Active
FCC Registratlon (0123456789
MNumber

Contact Information
Physical Address T00 12th 5t MWW 500 Phone Number 123-455-T850
Washingoon, DC 20005

Mailing Address 700 12th 5t MW 500
Washingron, DC 20005 Website URL

Email $d_400100@Enestmail usac.org

Account Administrator

An Account Admindstrater has not been indicated,

General Contact

A General Contact has not been indicated.
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How to Update a Parent Entity Profile

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

#17308 - School District 400100 %

&l

Modify An Organization

ame* Organization Type

| 5ol Districs 400100]

Physical Address

Addredd Line 1 Tip Code ™
B i 2500 D00
Address I p Code Extension
Ty * Coumty
)
State
o

I |
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How to Update a CHILD Entity Profile

From the
landing

page’'s My
Entities
section, click
the child entity
name.

I |

My Applicant Landing Page

." -I ' Training

@I1m 18 Universal Service
MW  Administrative Co

Pending Inquiries
Type

Tunding Year

ApphcatonRegquest Number Type

Notifications

Notificaticn Type

funding Year

Notfication Oescripton

My Entities

Entity

Inguiry Narew

et Date

Eraity Number

funding Request Report | FCC Form 470 ¢ FCC Form 471 | 1CC Form 486 | Agpeal | 100 Extension | 1CC
form 500 | SPIN (hange | Service Substitution | Manage Organizations | LUSAC Website | Contace Us
Melp

Application/Reguest
LZ-,EAF FILTERS
Qutreach Type Date Sent Dot Dete 1 San Qe
Status © O 4
rerer soed
ek Generated
Ganer atec By Generated On
City State Dp Code
s DE 20008
oC
c e oo

%F” Public Schools of North Carolina
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How to Update a CHILD Entity Profile

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

#18006 - School 1 In District 400100
m Additional Infiarrnatic Cacmgory Two Budger  Comtracts FOCFormd Pews Relgted Actiors

Organization Details

MName Schood 1 Im Districs 4007100 Applicant Type Sohos
Ertivy Mumber 15005 Status  Acthag

FCC Regizoratbon 01 I34EZETES
Muriber

Contact Infermation

Phyyzical Addwess 700 1200 50 MW S200 Fhone Mumber 1234557830
DODCIODs
District Of Columbis Errad i
Malling Address 70012 2N BE00 Wehsite URL
DG, O 20005
District OF Cabumbia
Applicant Attributes
Latitudie  hoc Found User-Entered
Lt tuide
Lomgitudie Mot Found tu
i B " Lier-Entered
Urbasn/Rural Status Mot Found Lengitude

Shiosnl Sube-Type: Public Schoo User-Entered Fouss

Urtsan/Rural Status

Bra Community No
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Fall 2020

Changes to FY2021
Entity Profiles
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Entity Profiles-Section Changes

» Parent and child entity attributes section now consistently labeled
Applicant Information

* Layout improved for readability

* New section added for C2 Budget Information for both schools and
libraries

» Student counts for school districts
* Entered separately for discounts and C2 budgets

* School districts can enter one number on the school district profile for C2
budget purposes.

I |
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Entity Profiles

Applicant Information

School District Sub- Public School District
Type Private School District
Charter School District
ESA School District

State School Code 10860
State LEA Code

MCES Public State
Code

MNCES Public District
Code

School District Information

NCES Public Building
Code
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Entity Profiles

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 schoaol in the district

sum of Student Counts of all 5chools in the District
1418

School Infermation

Entity Number or
Name

Entity Number 1 Entity Name

Wwe EL culate your Category Two budget and your discount rate separately, and 5o we collect separate numbers for each. You are allowed 1o re-use your Category Twid student
count from year to year within a Category Two budget cycle, 5o this number needs to be updated less frequently than the student count for your discount rate.

CLEAR FILTERS

Eligible
Total Students for C2 Is the student count for C2
Budget estimated? @ budget
7

178 N/A ]

305 No ]

415 MNo (]

520 Mo <

School District C2 Budget Section
T8 b
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Entity Profiles

Options: Report one student count number for the school district or allow EPC to
total the individual school student counts.

NOTE: For school districts with 10 or fewer schools, we recommend that you enter
your student counts individually by school to maximize the number of options
available for your C2 budget calculation.

Category Two (C2) Budget Information
We c£|culate your Category Two budget and your discount rate separately, and so we ¢
count from year to year within a Category Two budget cycle, so this number needs to b

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 district

Sum of Student Counts of all Schools in the District
1418
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Entity Profiles

NOTE: The Eligible for C2 budget? column indicates each school that can be included
in the school district’s C2 budget calculation (i.e., it features a positive student count or
the student count for that subtype of school can be zero).

Eligible
Entity Number [ Entity Name Lo S;Ul?;gn;: o - t:itsi:rl.::tir;t?c;unt t:z;;jt
"i% ?
178 N/A
305 No V]
415 No (/]
520 No @
I (= .
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Entity Profiles (Child)

Applicant Information

. Latitude NotFound User-Entered

School or child -
Longitude Not Found

User-Entered

Urban/Rural Status Not Found

entity profiles Longiude
- School Sub-Type [~ Public School User-Entered Urbon
Private School Urban/Rural Status
Pre-K Community No
Head Start Eligibility Program
(CEP)?

Adult Education

] ile Justi Alternative Discount None
uvenile Justice

Method
Dormitory Does this No
Charter School organization have an
rd
Tribal School endowment?
New Construction School Number of Full Time 178
Students
Swing Space

Total Number of 108

Detention Center Students Eligible for

General-Use School National School
Lunch Program
ESA School
(NSLP)
BIE

ESA School District with no Schools

Is this school part of ‘Yes
a school district?
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Entity Profiles (Child)

School C2 Budget

Category Two (C2) Budget Information

We calculate your Category Two budget and your discount rate separately, and so we collect separate numbers for each. You
are allowed to re-use your Category Two student count from year to year within a Category Two budget cycle, so this number

needs to be updated less frequently than the student count for your discount rate.

Total Students for C2 178
Budget

ﬁim 40
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Entity Profiles (Libraries)

Applicant Information

Library System Sub- Public Library System
Type Private Library System

Category Two Budget Information

Sum of Square 87500
Footage of All
Libraries in the
System

Main Library Branch

I_T.IE 41
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Entity Profiles (Libraries)

For library systems, EPC calculates the total square footage of the system’s
library branches.

Applicant Information

Latitude Not Found User-Entered

. Latitude
Longitude Not Found

User-Entered
Urban/Rural Status Not Found

Longitude
Library Sub-Type Public Library k User-Entered Urban
Private Library Urban/Rural Status
Academic Is this library part of Yes
Research a library system?

Tribal Library
Bookmobile

Kiosk

New Construction Library
Main Branch

State Library Agency - Library

Category Two Budget Information

Square Footage 3000 <
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Entity Profiles

Added, Modified, and Deleted Fields
» Added and modified fields

= Full-time students - discount and C2 budget student counts entered separately

“Aggregating” school district - can report a single number for school district student
count total

Community Eligibility Provision (CEP) base year

Estimated student count for new school construction - estimate not allowed for large
school districts (>10 schools)

Library square footage - must be greater than zero to be included in the C2 budget
calculation

* Deleted fields - no longer relevant for C2 budget calculation
= Part-time student count
* Peak part-time student count
= [MLS locale code
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New School Entity Types

General-use school
= A school that offers instruction to students drawn from other schools
= Student counts may change throughout a school year

= Can be magnet schools, vocational schools, or other schools that don't have a
consistent population assigned to that school

= Different students may cycle through the school facility at different times of
the year.

* The following organizations may be or may support a "General use school":
ESA (Educational Service Agency), Special Education unit, "time out" schools,
computer center, career center, or Outward Bound.

= Can have zero or greater student count
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New School Entity Types

Detention center

= Treated in the same way as Juvenile Justice

= Eligible for funding if that state’s law includes education for students in
juvenile justice facilities within its definition of elementary and/or secondary
education

= Can have zero or greater student count
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New School Entity Types

Swing space
* Entity that temporarily houses students from a school which is considered the
"main entity" or original location of the student population

* The student population from the "main entity" may require a transfer to the
swing space for a variety of reasons - e.g., main entity permanently or
temporarily closed, under construction, or revamping their technological
infrastructure

= Additional space is also allowable, e.g., trailers on school grounds
= Can only have zero student count
NOTE: Juvenile justice and new construction are the two existing entity subtypes

that, along with these other three, can have a zero student count and still be
included in the C2 budget calculation.
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Tips for Admin Window

Contract records
= These can be created after the admin window closes.

FY2020 RAL requests and appeals

* File these requests BEFORE you add new entities to your profile, or new entity
sub-types to existing entities. This will speed our processing of these requests.

C2 budget tool

= This tool will show updated C2 budgets the day after you change your profile
information.

School districts with ten or fewer schools

= We recommend that you enter your student counts individually by school to
maximize the number of options available for your C2 budget calculation.
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Q&A
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What’s Next?
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Resources

* NC E-rate Website: https://erate.fi.ncsu.edu/
e 2021 E-rate Handbook

* Usac.org/e-rate

 Rebecca, Roxie and Mike!
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https://erate.fi.ncsu.edu/
https://www.livebinders.com/b/2733920

