
Creating a 471 for 
FY2021

NCDPI C2 Contracts
Step-by-Step for Creating a C2 
application in the EPC portal
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Application Nickname

2

XXX County School District C2



Contact info – Save & Continue
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Your name and 

contact info shows 

here

Are you closed on Fridays? Long hours Mon-Thurs? 

Trip to Bali the month of July?  Put it all here!



Category of Service
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Save & Continue…
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Save & Continue …
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Save & Continue … 
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Add FRN
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NCDPI request….
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For switches and WAPs, please add the 

following to your “nickname”:

Name of school, quantity of item and 

#Item.

ABC High School, 33 #SWITCHES

Or

XYZ Elementary School, 133 #WAPs



Choose Contract
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NCDPI BEN 231411 - search
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Move through the screens of contracts until you 

find the correct one according to your chosen 

vendor. Be careful.  There are 84 contracts for 

2021! Place a check mark next to the correct one.



Start and Expiration Dates
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For all EXCEPT DIT Cabling, Service Start is 7/1/2021.

Expiration date for contracts is 6/30/2025 (end of first 5 

years, before extensions). DIT SEE BELOW.

DIT Structured Cabling Contracts

Service Start date: 07/01/2021

Contract Expiration date: 2/28/2023



Short narrative
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Where is “Bulk Upload?”
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Click the Blue Hyperlink – not the check box!

NOTE: If you are NOT using the bulk upload template, but 

rather hand-keying line items, please jump to directions 

HERE



Bulk Upload!
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Select Template File

• Click “Bulk Upload”

• Then choose the Template file you saved, then “Submit,” then 
“Yes, you want to proceed”
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Obtaining Bulk Upload Results
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• After submitting uploaded Template for review, system will 
return to EPC
– After 30 seconds (about the time it takes to sing the Jeopardy song), 

you will receive an e-mail notification with a link to the Bulk Upload 
Results

– A “Task” also will appear in your Task Page

– Task also will be showing on Landing Page under My Tasks



Success?

• If your page looks like this, you’re Bulk Upload was 
successful!  Click Submit!
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Unsuccessful?

• If your template does NOT upload, either you made 
changes after “saving” your validated Template, or 
you are using an incorrect version of the template

– Go back to the template and make changes, or

– Use a different version of the template. Then…

– Start Bulk Upload process over
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Be Sure to Review Data
• It’s important to ensure all uploaded data is showing 

and is accurate
– If data is inaccurate, you can make changes directly on the 471, delete 

individual FRN Line Items or the entire FRN and start over
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Tips for Success

• Make sure that you are using the correct version of the 
template

• If you run the process multiple times for a single FRN, 
each upload will create new FRN line items, regardless 
of data that has previously been uploaded
– Meaning, it won’t “override” the original data

• Once the upload is successful, you will be able to make 
any additional edits within your FCC Form 471

• Please ensure that after your final, clean validation, 
you save the file immediately before clicking in or 
editing cells throughout the spreadsheet, or else you 
must click the "Validate Button" again before saving
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Hand-keying Line Items
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Hand-keying Line Items
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Hand-keying Line Items
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Fill in all boxes with information provided by vendor on quote!



Hand-keying Line Items
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Fill in costs on BOTH sides! One-time should be from 

quote! Change UNITS! Monthly should be $0.00



Hand-keying Line Items
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Choose YES! Just do it!



Hand-keying Line Items
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Review Screen. Should 

list all of your 

schools/libraries or just 

your one charter. Click 

Save & Continue
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You will be taken back to this screen.  You can either add 

more line items OR click SAVE & CONTINUE to add 

another FRN. When done adding, you can review and 

submit your Form 471.



Questions?

• Sandhills, Southeast, Northeast, North Central

– rebecca.martin@dpi.nc.gov, 303-304-4261

• Northwest, Southwest, Western, Piedmont-
Triad

– roxie.miller@dpi.nc.gov, 984.236.2471
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