
Creating a Category 1 
Form 471 for FY2021

Step-by-Step for Creating a C1 
application in the EPC portal
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Training Agenda

• Review of Creating a Contract Record for new 
Contracts

• Creating and Filing a Form 471 for Category 1
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Click on the “Contracts” link in the menu of items across 
the center of the organization’s page.  Then choose 
MANAGE CONTRACTS
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Manage Contract button



Click on the “Add a New Contract” button
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Add New Contract button



Contract Information
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Provide a Nickname for the contract 
that will serve as a reminder.  Type the 
Contract number, can use billing acct. 
number if you don’t have one.
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Nickname and Contract Number



Always Upload a Copy of your Contracts!

A number is assigned by the system

Click Yes to upload 
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Chose “UPLOAD” button to locate your contract. Give the system a 
moment to upload once you pick the file. Or DRAG and DROP the file.  
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Find and upload your contract from your local 
computer or shared drive



Be sure to add a description

Repeat the process for any 
additional documents associated 
with this contract, or any other 
contracts.

Click on the “Save & 
Continue” button to proceed 
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Upload Contract continued….



No to both questions for your 
personal contracts. (typically)

Click SAVE & CONTINUE
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No to both of these (unless your contracts 
were written specifically to allow others to use 
your contracts.)

Save and continue.
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Most contracts do NOT allow piggyback options



Establishing Form 470
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13

Find your 

470#

Establishing Form 470
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Check the correct 470, Save & Continue

Choose 470; Save & Continue



Service Provider
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Enter the SPIN, click Search.  When the results are in, click the 

checkbox in front of the SPIN number and Save & Continue.

Enter the account 

number if you have one 

or leave blank.

Choose Service Provider – Use SPIN Search



Contract Dates
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Words of Caution: Your Contract Award Date is usually the date the BOE approved the contract 
and the Superintendent or Board Chair signs and dates.  This MUST be After the Allowable 
Contract Date, and Before filing and certifying the Form 471.
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Choose YES if Multi-year 

contract

Multi-Year Contract and Contract Award Date - CAD
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Complete 

according 

to your 

contract!

Complete this page ONLY if multi-year contract



Pricing Confidentiality
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Words of Caution: There must be an actual statute in place. It is not sufficient for the 
vendor to simply state that their pricing is confidential. When in doubt, click on “No”!

Pricing Confidentiality
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Confirmation
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Confirmation

The contract info that 

has been entered will 

display
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To save this contract as a draft 
so you can continue to edit it, 
click on the “Save & Close” 
button

A

To submit the completed 
contract, click on the 
“Complete” button

B

Save & Close or Complete.

If you choose Complete, you 
can never Edit or Delete this 
Contract Record.

Save & Close or Complete.



Submitted contracts appear in the Contracts Module 
list and can be referenced when filing a Form 471
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Submitted Contracts - List



Editing Contracts

You can edit any 
contract that is still in 

draft form.
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On your organization’s Landing Page, click on the link for the 
school district or independent school if it is a school not 
associated with a school district
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Return to Contract Module



Click on the “Contracts” link in the menu of items on the top  
of the organization’s page
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Click on the “Manage Contracts” button

NOTE: Only submitted contracts appear on this page
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Submitted Contracts - List



Select the check box for the contract you wish to edit

Any contracts you have begun creating but not yet 
submitted and are still in draft form will appear by 
default in the list
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Continue working on the contract creation 
process or edit the information as necessary
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To view submitted contracts on this page, change the 
“Contact Type” drop down menu to “Submitted 
Contracts”
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You can’t EDIT a submitted contract! Nor DELETE 

one.



1. You only delete or edit 
contracts in DRAFT mode.

2. You cannot recover a DRAFT 
contract that has been 
deleted.

3. You can never Edit or Delete a 
Completed Contract
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Contract Reminders



File the 471!
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Special Note

If you are filing for SPECIAL CONSTRUCTION or SELF-
PROVISIONED Category 1 services, contact your DPI 
E-rate Coordinator BEFORE beginning the Form 471. 
(Technically, you should contact us BEFORE the 
Form 470 is filed!)
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Application Nickname
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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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New to FY21 - Budget 

designation done during 

Admin Window 



Save & Continue …
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Save & Continue … 
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Add FRN
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FRN
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If you are in an “existing contract”, you may copy the information from the 

previous year’s funding request.



Choose Contract
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• If you are under a new 

contract, a new Contract 

Record should have 

been created in EPC. If 

not, stop now and do it.

• Continuation contracts 

will link to the current 

contract.



Contract Link
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1

2

3



Start and Expiration Dates
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4
5

This is the date your contract expires 

without any extensions. This is NOT the end 

of this filing year UNLESS your contract 

expires at the end of this year (6/30/XX)



Fiber Request
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Typically, this is a NO



Short narrative
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Add Line Items
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Service/Function
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Choose….
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For Leased Lit WAN services you will 

most likely choose these three:

• Data Connection between two or 

more sites within the applicant’s 

network

• Fiber

• Ethernet



Bandwidth Speed
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Enter the 

download 

speed/units 

and Upload 

will autofill

Answer accordingly!



Connection….
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Answers these questions according to YOUR requests/contracts/services!



Cost Calculation
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Enter costs and quantities based on your contract!



Recipients of Service
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If all entities are receiving service for Line Item (same cost), choose YES. 

If not, choose NO and select entities.



Recipients of Service
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Once your RoS have been chosen, click ADD and Continue.



Additional Line Items
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Add additional FRN line items until all speeds/lines/costs of each are accounted for. 

Taxes and Fees MUST be on a separate line item.



Taxes/Fees
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Taxes/Fees Costs
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Enter the taxes/fees monthly costs for your entire contract. These may not be listed on 

contract. You may have to contact vendor for percent charged and figure your own.



Recipients of Service
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All entities will be charged taxes/fees.  You should check YES here.



Review RoS
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This screen simply reviews the RoS you checked. Make sure everyone is there and Save & 

Continue.



Done!?
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When you have entered all line items. (Taxes/Fees should be the last.) You are done with 

this line item!



More FRNs?
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If you are seeking funding for additional services such as Internet (if you are a library or 

Head Start) add another FRN and repeat the earlier steps.  When all FRNs are added, you 

are ready to REVIEW your Form!
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Pop-up Screen: Choose YES!



Review Screen
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Click REFRESH a couple of times. Watch your TASK bar on the top left.



Draft Screen
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Click the Blue Hyperlink to download a DRAFT of your Form 471. When finished reviewing, 

Check the box on the left, and either Send or Continue to Certification, depending on your 

rights as a user.



Certifications
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Read each of these carefully and check BOTH.



Certifications
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• Fill in Box 4 with your local Technology Budget OR at least enough to cover your Non-

discount share.

• The last two should be answered NO. If you can’t answer NO honestly, we have a 

problem!



Certifications
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Read each of these carefully and check ALL. Click CERTIFY when done.
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Read Carefully. Click YES.



Confirmation Screen
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Print this Certification Confirmation Screen, Print the Certified Form 471, Click Close.



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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