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E-FILE APPLICATION USER MANUAL

Welcome to the E-File Application User Manual! This manual is designed
to help you navigate through the application and maximize its full
potential. This guide will provide information about features, functions and
step-by-step instructions for Company Officers, General Contacts, Preparers and
Authorized Users that are responsible for data entering and certifying Federal
Communications Commission (FCC) form data.

About the E-File Application

The Universal Service Administrative Company (USAC) online forms
submission application (E-File) allows the Universal Service Fund (USF)
contributors and service providers the ability to electronically data enter,
submit, verify and certify the FCC Forms 472, 497, 498, 499, and 525.
The system also allows Company Officers and General Contacts to
perform administrative tasks such as resetting passwords and managing
entitlements.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved
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E-FILE APPLICATION USER MANUAL

1. Getting Started

This section is designed to get you up and going in E-File. Let’s start by learning
where everything is. There are different types of accounts so not all options are
available to all accounts.

1. 1. Accessing the E-File Application
Follow these steps to access the E-File Application login page.

Step 1.  Open your web browser and go to USAC’s homepage, www.usac.
org. Click on the Fund Administration link.

Step 2. From the Fund Administrative Tools menu on the left side of the
page: Select USAC Forms which will display the contributor and
related USAC forms page.

Step 3. Click on the USAC forms link in the text of the page to display
the USAC forms page.

Step 4.  Clicking on any of the blue links to the Form 499-Q, Form 499-A or
Form 498 will display the login page for the E-File Application.

You may also view the PDF forms and their instructions from this
page. If you do not have an online account, or prefer to send your
form via mail, you may do so by mailing a completed hardcopy
form to USAC at the address listed on the form.

The E-File login page should not be bookmarked in your web

& browser’s Favorites directory. The E-File login process will not
properly function when the page is select from the Favorite’s
Menu.

1. 2. Navigation
1.2.1. Information Center

The Information Center is the first page displayed each time you log in
to the application. The headers on that page are Contributors, Service
Providers, Schools and Libraries and High Cost & Low Income. The
page shows any Authorized Users you either created or have access
to.

1.2.2. Contributors

Clicking on the Contributors menu will the Filer IDs available to you.
Additionally, clicking on the Contributors menu expands it to list the
following options: Create New Form, Search Forms and 499Q Bulk
Submission.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved pg. 6
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a. Create New Form

This option is the main data entry point to
access, data enter, certify and submit an
FCC Form 499A or 499Q.

b. Search Forms

This option allows you to search for a Filer
ID, to which you have access, to see what
forms have been filed for that Filer ID.

c. 499Q Bulk Submission

The bulk submission option allows using a
single CSV file to upload information for
multiple Filer IDs for FCC Forms 499Q.

1.2.3. Service Providers

This menu option shows SPINs available to
you. The expanded menu on the left has the
following option: New Spin.

a. New Spin

This option allows General Contacts to
data enter and Company Officers to data
enter and certify an FCC Form 498 for
a new SPIN. If a General Contact data
enters information on the form, the listed
Company Officer must certify the form
before it is transmitted to USAC.

1.2.4. Schools and Libraries

Clicking on the Schools and Libraries menu
lists the FCC Form 472 SPINs to which you
have access. The expanded menu on the left
has the following option: 472 Online Bear.

a. 472 Online Bear

Information Center
- Contributors
- Create New Form
- Search Forms
- 499G Bulk Submission
- Service Providers
- Hew Spin
- 498 Bulk Submission
- Schools and Libraries
- 472 Online Bear
- Online Item 21
- High Cost & Low Income
- 487 Online Form
- 525 Online Form
- Pending Certifications
- Form 4990
- Form 4994
- Form 438
- Download Forms
- Authorized Users
- New User
- Pending Users
- My Account
- Change Passwaord
- Log Qut
- FAQs
- General E-File FAGSs
- E-Certification FAGs
- E-File Form 433 FAGs
- E-File Form 433 FAGs
- E-File User Guide

- Terms and Conditions

Clicking on the 472 Online Bear menu display will provide the
user access to the Online BEAR Application.
b. Online Item 21

Clicking on the Online Item 21 menu display will provide the
user access to the Online Item 21 Application.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved
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1.2.5. High Cost and Low Income

Clicking on the High Cost and Low Income
menu shows the SPINs to which you have
access for the purposes of the FCC Form 497
or 525. The expanded menu on the left has the
following option: 497 Online Form and 525
Online Form.

a. 497 Online Forn

Clicking on the 497 Online Form menu
item will provide the user access to the
FCC Form 497 web application.

b. 525 Online Form

Clicking on the 525 Online Form menu
item will provide the user access to the
FCC Form 525 web application.

1. 2. 6. Pending Certifications

Clicking on the Pending Certifications menu
item will list one or more of the following
types of forms that await a Company Officer’s
review, approval and certification.

a. Form 499Q

Clicking on this menu item will display all
of the FCC Forms 499Q that a Company
Officer needs to review, approve and
certify.

b. Form 499A

Clicking on this menu item will display all
of the FCC Forms 499A that a Company

Officer needs to review, approve and

certify.
c¢. Form 498

Clicking on this menu item will display all of the FCC Forms 498

Information Center
- Contributors
- Create New Form
- Search Forms
- 499G Bulk Submission
- Service Providers
- Hew Spin
- 498 Bulk Submission
- Schools and Libraries
- 472 Online Bear
- Online Item 21
- High Cost & Low Income
- 487 Online Form
- 525 Online Form
- Pending Certifications
- Form 4990
- Form 4994
- Form 438
- Download Forms
- Authorized Users
- New User
- Pending Users
- My Account
- Change Passwaord
- Log Qut
- FAQs
- General E-File FAGSs
- E-Certification FAGs
- E-File Form 433 FAGs
- E-File Form 433 FAGs
- E-File User Guide

- Terms and Conditions

that a Company Officer needs to review, approve and certify.

1.2.7. Download Forms

Clicking on this menu option opens a window where you may
download and print the current FCC Forms 498, 499A and 499Q and

nstructions.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved
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1.2.8. Authorized Users

Company Officers and General Contacts are  rnformation Center
able to see the Authorized Users that they either - contributors
have created or have access to and may modify - Greate lew Form
their entitlements. Company Officers are - Sesreh Forms
ultimately responsible for Authorized Users.
The expanded menu on the left has the following -
options: New User and Pending User. 498 Bulk Submiecion

- 499G Bulk Submission

- Service Providers

- Schools and Libraries

a. New User
- 472 Online Bear

Selecting the New User option will allow Ontine tem 21
Company Officers and General Contacts - wigh cost & Low Income
to create and assign entitlements to an - 457 Online Form
Authorized User. - 525 Online Form

- Pending Certifications

b. Pending User

- Form 4990
This option is available to Company - Form 4334
Officers who have recently received an - Form 438

- Download Forms

E-File account (as described later, once a
new Company Officer receives an account,
the prior Company Officer’s account is ending Users
deactivated and all Authorized Users over  _u, account
which that Company Officer had controlled - Change Password
are converted to pending). By selecting - Log Out

the Pending User option, new Company  ~FA@s

Officers may see the Authorized Users that Genersl ERle FAGS
need to have their entitlements Approved
or Rejected.

- Authorized Users

- New User

- E-Certification FAGs
- E-File Form 433 FAGs
- E-File Form 433 FAGs

1.2.9. My Account - EFile User Guide

- Terms and Conditions

Choosing My Account will display you current
contact information and list the forms and
permission levels, including SPINs and Filer
IDs, of the forms to which you have access.

1.2.10. FAQs
This section lists common questions and answers about the E-File
Application.

1. 2. 11. Terms and Conditions

The Terms and Conditions option shows the most recent Terms
and Conditions to which you are bound by when using the E-File
Application. The Terms and Conditions may be updated from time to
time without notice to you.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved pg. 9
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2. User Management

This section provides information and procedures to enable users to perform
administrative activities in the E-File Application. There are a variety of
administrative functions outlined here that will simplify and expedite the filing
of available forms.

After completing this section:

* All account holders will know how to change their password
» All account holders will be able to modify their personal profile

* Company Officers and General Contacts will be able to create an
Authorized User

* Company Officers and General Contacts will be able to reset the
password of an Authorized User

* Company Officers and General Contacts will be able to activate,
deactivate and manage the entitlements of an Authorized User

* General Contacts will be able to review and submit a form to a Company
Officer for certification.

» Company Officers will be able to review and certify a form prepared
by another user

2.1. Terms and Conditions

All users of the E-File Application must accept the Terms and Conditions
to use the system when they log into the E-File Application for the first
time. The Terms and Conditions may be updated from time to time
without prior notice. The Terms and Conditions can be viewed at any
time by clicking on Terms and Conditions link on the left menu.

Additionally Terms and Conditions must be accepted on a per use basis
when a user opens a form that can be electronically certified. Rejecting
these Terms and Conditions will result in the user being required to mail
a hardcopy form to USAC.

2.2. General

The User Management system allows for the definition of many different
user groups and is able to assign different privileges to each group.
Company Officers and General Contacts are able to create and manage
Authorized Users.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved
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2.2.1. User Roles

In the E-File Application there are four distinct users, each with clearly
defined proficiencies and responsibilities.

Company Officer — A Company Officer is able to view, data enter
and certify forms for his or her associated SPIN and/or Filer ID. A
Company Officer account is automatically created for the certifying
company officer on a paper FCC Form 498 or 499 once the form is
processed. The account information is sent via e-mail to the Company
Officer who certified the form.

A Company Officer who has an account pursuant to an FCC Form 498
he or she certified is automatically able to data enter and certify FCC
Forms 472, 497, 498, 525 and Item 21 attachment electronically.

A Company Officer who has an account pursuant to an FCC Form 499
he or she certified is able to data enter and certify FCC Forms 499.

PLEASE NOTE: Although an account may have the functionality
to certify a form, the account holder must be the person authorized to
certify the form in order for it to be valid.

The FCC Form 498 and 499 accounts allow a Company Officer to
perform administrative tasks related to Authorized User accounts
over which he or she has control such as electronically activating,
deactivating and managing entitlements and resetting passwords.
Company Officers with FCC Form 499 rights have control over
Authorized User accounts they created. Company Officers with FCC
Form 498 rights, like General Contacts, have authority over accounts
they created as well as Authorized User accounts created by General
Contacts.

PLEASE NOTE: Company Officers are ultimately responsible
for Authorized User accounts. A General Contact will have access
to Authorized User accounts created by the Company Officer and
will also be able to create and modify his/her own Authorized User
accounts. However, anytime a General Contact creates or modifies
an Authorized User account, the Company Officer will receive an
email. If the Company Officer does not agree with the action taken by
the General Contact, the Company Officer must make the necessary
modifications in the Authorized User section of the E-File Application.
The Company Officer may also need to file a revised FCC Form 498
listing a different General Contact.

Company Officers with FCC Form 499 rights may create Authorized
Users related to the FCC Form 499. Company Officers with FCC

© 2007-2011 Universal Service Administrative Company. All Rights Reserved pg. 11
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Form 498 rights may create Authorized Users for FCC Forms 472,
497 and 525. When Company Officers for FCC Form 498 create
Authorized Users and grant entitlements to them for FCC Forms
472,497 or 525, those Authorized Users will have the ability to view,
modify and certify those forms. Authorized Users that have been
granted entitlements to the FCC Form 472 will also have access to
the Item 21 attachment. Company Officers also have the ability to
create Agent Authorized Users for the FCC Forms 497 and 525. More
information regarding Agent Authorized Users may be found in the
section entitled “Authorized User” below.

A certifying Company Officer is responsible for the accuracy of the
information contained in each form as well as the certifications.

General Contact (for Service Providers only) — A General
Contact is able to view, data enter and certify FCC Forms 472, 497,
525 and Item 21 attachments (this capability is limited to searching for
and viewing inforamtion) for his or her associated SPIN. A General
Contact is able to view and submit FCC Form 498 data to a Company
Officer for review, approval and certification. A General Contact
account is automatically created when a hardcopy FCC Form 498 is
processed. The account information is sent to the General Contact via
e-mail who is listed on the form. To activate the account, the General
Contact must log on and change his or her password.

PLEASE NOTE: Although an account may have the functionality
to certify a form, the account holder must be the person authorized to
certify the form in order for it to be valid.

General Contacts are able to perform administrative tasks related
to Authorized User accounts to which he or she has access such as
electronically activating, deactivating, managing entitlements and
resetting passwords. General Contacts with FCC Form 498 rights
may create Authorized Users for FCC 472, 497 and 525. Authorized
Users that have been granted entitlements to the FCC Form 472 will
also have access to the Item 21 attachment.

When General Contacts create Authorized Users and grant entitlements
to them for FCC 472, 497 or 525, those Authorized Users will have
the ability to view, modify and certify those forms. General Contacts
also have the ability to create Agent Authorized Users for the FCC
Forms 497 and 525. Anytime a General Contact creates or modifies an
account, the Company Officer will receive an email informing him or

© 2007-2011 Universal Service Administrative Company. All Rights Reserved
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her about the change. More information regarding Agent Authorized
Users may be found in the section entitled “Authorized User” below.

A certifying General Contact is responsible for the accuracy of the
information contained in each form, as well as the certifications.

Authorized User — An Authorized User has the ability to view
and data enter information contained on forms for Filer IDs to which
a Company Officer has granted access. In addition to that described
above, if an FCC Form 498 Company Officer or General Contact
assigns the Authorized User FCC Form 472, 497 or 525 rights, that
Authorized User may certify in addition to view and data enter the
form. Authorized Users that have been granted entitlements to the
FCC Form 472 will also have access to the Item 21 attachment. The
account information is sent to the Authorized User at the e-mail given
by the creator of the account. To activate the account, the Authorized
User must log and change his or her password. Authorized Users are
no longer able to view and submit revisions to an FCC 498 Form.

In the case of FCC Form 499, when an Authorized User creates a form,
he or she will need to either (1) print the form so it can be signed by
the Company Officer specified on the form and mailed or (2) submit it
electronically to be certified by an authenticated Company Officer.

Authorized User account are maintained by the Company Officer and
the General Contact. Company Officers with FCC Form 499 rights
have control over Authorized User accounts they created. Company
Officers with FCC Form 498 rights and General Contacts have
authority over and responsibility for accounts they created as well as
Authorized User accounts over which they have control.

An Agent is a type of Authorized User. An Agent Authorized User
has the ability to access and data enter the FCC Forms 497 or 525
only for the SPIN(s) to which he or she has been granted access by
an FCC Form 498 Company Officer or General Contact. An Agent
Authorized User is not able to access any other forms within the E-File
Application. An Agent Authorized User also is able to certify FCC
Forms 525, however, the carrier will need its authorized employee to
certify as well. An Agent Authorized User cannot certify FCC Forms
497.

PLEASE NOTE: Although an account may have the functionality
to certify a form, the account holder must be the person authorized to
certify the form in order for it to be valid.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved
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A certifying Authorized User is responsible for the accuracy of the
information contained in each form, as well as the certifications.

Preparer (for Contributors only) — A Preparer has the ability
to view and data enter information on FCC Forms 499 for his or her
associated Filer ID. A Preparer account is automatically generated
for the person listed as the preparer on a hardcopy FCC Form 499. A
Preparer account has the ability to view and data enter FCC Form 499
information for the Filer ID under which it was created. The account
information is sent via e-mail to the Preparer listed on the form. To
activate the account, the Preparer must log on and change his or her
password. This account may only be deactivated upon the submission
and processing of a FCC Form 499 with a different preparer.

2.2.2. User Creation/Identification

As stated above, a Company Officer, General Contact and Preparer
accounts are established by providing the requested information
on the FCC Form 498 or 499 and submitting a signed copy to the
address listed on the form. The accounts are established using the
e-mail addresses provided on the form. It is the responsibility of the
Company Officers to ensure their e-mail service, as well as e-mails
associated with any accounts they create or have control over, accepts
e-mails from USAC and that they, as well as any Authorized Users
they create or have control over, may receive confidential business
communications at the contact information provided for the account.
Password information will be provided by USAC via e-mail once the
signed form is received and processed.

The sharing of User IDs and passwords is prohibited. Access to an
online application account is restricted to the individual to whom
& that account is assigned. Do not share passwords with coworkers.
See also the Terms and Conditions associated with the E-File Ap-
plication, which can be found in the left menu of the application.

2.2.3. Account Functions

User Management is all about functionality and usability. The features
described below will allow your organization to work faster and more
efficiently.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved pg. 14
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a. Password Info

Sharing User IDs and passwords is prohibited. Access to the
online application account is restricted to the individual to whom
that account is assigned. Do not share passwords with anyone,
including, but not limited to, coworkers.

Use caution while entering your User ID and password. Failure
to enter a valid User ID and password combination within three
attempts will result in the account being locked.

As auser of the E-File Application, you can change your password
at anytime. Newly established accounts will require the password
to be changed the first time they are used to log in to E-File. It
is recommended that you change your password frequently (at
least once every three months) in order to protect your account
information. A valid E-File Application password must be at least
six characters in length and contain at least one special character
(@, #, $, %, &, *]. The password should not be the same as
or a subset of your User ID. Other methods of protecting your
password identity is to make sure that is not easily discernible,
such as a common name or location and should not be posted or
stored in a location easily accessible by others.

If you forgot or otherwise need to reset your password, you will
either be able to reset it yourself or request that it be reset. The
procedure for requesting a password reset is dependent on the
type of account. Company Officer, General Contact and Preparer
accounts should be able to reset their own password by going
to the E-File page and clicking on “Forgot Password.” When
inputting the requested information, an account holder has three
tries before the account locks and USAC’s Customer Service
Department will need to be contacted at 1-888-641-8722. Upon
successful reset, the account holder will receive an email with a
temporary password. Only the person assigned to the account
may reset his or her password. Authorized Users with FCC Form
499 entitlements only must contact their Company Officer to
obtain a password reset. Authorized Users with entitlements to
forms other than the FCC Form 499 must contact their General
Contact or Company Officer to obtain a password reset. All users
that have had their password reset will be required to enter a new
password when they first log in before proceeding to the E-File
Application.
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For all accounts, to change your password please follow these

steps:

Step 1. After logging in, click on the Change Password option from the
menu on the left side of the page. This will display the Change

Information Center
+ Contributors
+ Service Providers
+ Schools and Libraries
+ High Cost & Low Income
+ Pending Certifications
- Download Forms
+ Authorized Users
- My Account
- Change Password
- Log Cut
+ FAQs

- Terms and Conditions

Password page.

Change Password

My Accaunt | Log 0ut
Please provide the old and new passwords to change the password.
rord should have at le haracters including o

Password should have at least 6 charact: ing one special character suchas '@, ", ¥ etc.

0d Password
Enter Hew Password
‘Confirm Password

Save

Step 2. After you enter your current password and
your new password twice, click on the Save button. This

will display the Change Password — Confirmation page.

Entering your new password twice helps prevent changes to a pass-

word that has been accidentally mistyped.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved
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These are the steps to reset the password of an Authorized User.
General Contacts and Company Officers are able to reset the
passwords of Authorized Users over which they have control.
Passwords for Preparer accounts can only be reset by USAC.

Step 1. From the left menu click on the menu header Authorized Users,
this will display the Authorized Users over which the Company
Officer and General Contact have control.

Step 2.  Click on the label [reset pwd] to the right of the Authorized User
to reset the password of an Authorized User.

Information Center

+ Contributors

+ Service Providers

+ Schools and Libraries

Ireset pwd ] [entilemznis ]

Information Center

+ High Cost & Low Income
+ Pending Certifications
- Download Forms
- Authorized Users
- New User

- Pending Users

+ My Account

+ FAQs

- Terms and Conditions

E-FILE APPLICATION USER MANUAL
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Step 3.  Afteryouclick OK on the confirmation message, the new password
will be displayed and e-mailed to the selected Authorized User.

Authorized User - Confirmation M User: Jane Dos

My Account | Log Out

The password s reset for the User ID 'ssc_john_doe_au@usac.con’.
The new password is 'ssc_john_doe_au@usac.com!". Please inform user about the new password.

© Copyright 2004 Universal Service Administrative Company (USAC). All rights reserve:
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b. Profile Management

The E-File Application allows all users to store contact data
specific to their account. It also allows Certifying Officers
and General Contacts to maintain address and contact data of
Authorized Users.

Step 1.  To change contact data, click on My Account from the left menu.
This will display your name and e-mail address. It will also allow
you to enter and store your address and contact number.

Information Center

+ Contributors

+ Service Providers

+ Schools and Libraries

+ High Cost & Low Income
+ Pending Certifications

——
- Download Forms [ooprep——

Form 498 Offcer - 143032627

+ Authorized Users S
- My Account
- Change Password

- Log Crut
+ FAQs

- Terms and Conditions

Step 2. Once you have entered your information,
click on the Save button to finalize the update.

This information is independent of the information stored on your
& form. Changing an address on a form will not change you E-File
profile and changing your profile address will not update a form.
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Company Officers and General Contacts may change the
information of Authorized Users as follows:

Step 1. With the Information Center page displayed, click on the
Authorized Users menu. This will display Agents and Authorized
Users over which you have control.

Information Center

+ Contributors

ion Center - Authorized Users

+ Service Providers

+ Schools and Libraries ssc fohn doe au1Gusa Jofn Doe resetpwd ] fentitements ]

+ High Cost & Low Income Information Center
+ Pending Certifications
- Download Forms
- Authorized Users
- Hew User
- Pending Users
+ My Account
+ FAQs

- Terms and Conditions

ccccccc

Step 2. Click on the e-mail address from the list to display that
account’s information. Once the desired changes are made click
on the Save button to finalize the update.

Authorized User - Modify User er: Jane
unt | Log

Name: JomnD!

Emal 0: ssc_ohn_doe_aut@usaceom

Stroot Address

Stroet Address2

Street Address3:

city:

state: [selectone v|

2

Contact Phone: | |

Form 497 - SPU - 143033645
Form 525 - SPU- 143033645
Form 472- SPU- 143033645

save | [DeActivate| | Reset

ccccccc

E-FILE APPLICATION USER MANUAL
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Step 1.

Step 2.

Information Center
+ Contributors
+ Service Providers
+ Schools and Libraries
+ High Cost & Low Income
- Pending Certifications
- Form 4990
- Form 43394
- Form 438
- Download Forms
+ Authorized Users
+ My Account
+ FAQs

- Terms and Conditions

Form Certification

A powerful advantage of using the E-File Application is that
a Company Officer with an account can certify the FCC Form
498 and 499 electronically. The Company Officer is able to data
enter the form, review the form, make necessary corrections and
certify the form. Once electronically certified, the data is passed
to USAC.

To certify a FCC Form 498, a Company Officer may follow these
steps:

After login and the Information Center page is displayed, click on
the left menu Form 498, under the header Pending Certifications.
This will display the list of pending FCC Form 498 that need your
certification.

Click on a form to open the Terms and Conditions page.

Pending Certifications: 498

nnnnnnnnnnn

333333333
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Step 3. The Terms and Conditions must be agreed to before you may
certify a form online. If you choose to reject the Terms and
Conditions, the form must be printed out, signed and mailed to
the USAC address on the form before it can be processed.

US @ ] E-FILE

Terms and Conditions User: Jane Doe

If you are signing a form using an electronic signature, you are reminded that an electronic signature is equivalent to your
handwritten signature on the form. Your use of the electronic signature to affirm these certifications means that should they
prove untrue, you will be held to the same enforcement standards as those who affirm the cerifications in writing. Also, by using
the electronic signature, you are affirming that you have the authority to make these cerifications and represent the entity
featured in this form. By logaing into your account using your User ID and password and clicking the “certify” button atthe end of
the form, you have submitted your electronic signature to the form.

To see a copy of the Terms and Conditions that govern your use of the system, please click here: Terms and Conditions

Click “Accept” to affirm your compliance with the above and continue to the form.

Click “Reject” to continue to the form for review and/or data entry but not electronic certification, or to print, sign, and mail a
hardcopy cerification.

Step 4. Once the form is open, review the form in its entirety and make
any necessary corrections. Upon completion, proceed to the end
of the form and click the Certify button. .

This Notice is required b the Paperwork Reduction Actof 1995, Pub. L. No. 104-13, 44 U S.C. 3501 et seq. e have estimated that each response to this collection of information

will take, on average, 1.5 hours. Our estimate includes the time 10 read the instructions, look through existing records, gather and maintain the required data, and actually complete
‘and review the form for response. If you have any comments on this estimate, or how we can improve the callections and reduce the burden it causes you, please write to the Federal
Communications Commission, AMD-PERM, Washington D.C. 2055, Papenwork Reduction Project (3060-0824). We wil also accept your comments via Intemet f you send them o
PRA@ICCgov. Please DO NOT SEND COMPLETED DATA COLLECTION FORMS TO THIS ADDRESS.

Mail this signed form to:
USAC Customer Operations, Billing and Disbursements.
2000 L Street, NW., Suite 200
Aftn: FCC Form 498
Washington, D 20036

Questions?
See the Form 498 Instructions found at www.usac.org/forms

Use this form for:
lication for

rovider
Revision 1o existing Service Provider data currently on fle with USAC

Merger or Consolidation of Existing Service Provider Identification Number (Additional documentation is required, please see page 2 of tne
instructions)
Deactivation of a Service Provider |dentification Number (Please see page 2 of the insiructions

Foge8cin FOG Form 425 - Novermber 2002

Edit Form Reject Certity
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To certify a FCC Form 499 a Company Officer may follow these
steps:

Step 1.  Click on the Contributors header in the left E-File Menu. This
will display the Information Center — Contributors page.

Information Center - Contributors Welcome Jane Doe

y Account | Log Out

|Contributors

Form 499 Filer ID Company Name Tax 1D = Geneal EFile FAQ's

825893 Screen ShotCompany 99-9999999 [entitiernents ] = E-Cefification FAY's
= EFileForm 498FAQ's
Information Center = EFileForm 499 FAQ's

= E-File User Guide

+ Authorized Users

+My Account
+FAGs

- Terms and Conditions

@ Copyriaht 2004 Univarsal Sanica Administrativa Campany (USAZ). All nights rezarvad

Step 2.  Click on the Filer ID you need to certify.

Form 499 - Search Forms

Enter iler 499 1: —

cone orempooooooo [ |
. orrmupooooooocng [
+ Authorized Users
+ My Account O Emat 1

+FAGs
- Terms and Conditions

My Account | Log Out

Search
FileraQoiD: 825803 Company Name: Screen Shot Company
End Date: siler Status Active

ContactName: Jane Doe

- | st | hiegpeiod | |

4330 - November 2008 Filing Bending Offcer Approval open Revise certify
4330 - fucust 2008 Elling DA Approved Closss Revise certify
4330 - Mav 2008 Eilng DA Approved Closet Revise certify
4334 - April 2008 Eiling DA Approved opan Revise certify
4350 - Eebrusry 2008 Filing DA Approved Closet Revise certify
4330 - November 2007 Eiling DA Approved Closss Revise certify
4330 - fucust 2007 Elling DA Approved Closet Revise certify
4330 - M2y 2007 Eilng DA Approved Closed Revise certify
4354 - April 2007 Eiling BCA Approved Closed Revise Certify
4350 - Esbruzry 2007 iling BCA Approved Closed Revise Certify
4330 - November 2006 iling DCA Approved Closed Revise Certify

Cartified Closst

2334 - April 2006 Eiling Revise Certify

© 2007-2011 Universal Service Administrative Company. All Rights Reserved
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Step 3. When the history of this Filer ID is displayed, you can click on
the Certify button to display the form in PDF format. You will be
asked to accept or reject the Terms and Conditions. If you choose
to reject the Terms and Conditions, you will be required to mail
that form to USAC. After reviewing the data for completeness
and accuracy, make updates as required. At the end of the form
click on the Certify button to approve the form or click on the
Save button to save the form data and defer certification. If you
certify the form, the Form Submittal Confirmation page will be

displayed.
606. Signature e For Data Entry Only. Do Not Print this Form™=******
607. Printed name of off
Festhame [ widdlewal[  lastneme|
608. Position with reporting entity [
609 Business telephone number of officer T O e
10, Enaiof s prsn || e seisle it for pblc e
611. Date ot

612. Check those that apply
© Original April 1 filing for year O Newfiler, registration only O Revised filing with updated registration ® Revised filing with updsted revenue dats

Do not mail checks with this form. Send this form to: Form 499 Data Collection Agent ¢/o USAC 2000 L Street, N.W. Suite 200 Washington DC, 20036
For additional information regarding contact: (888) 641-8722 or via email: Formag9@usac.org

PERSONS MAKING WILLFUL FALSE STATEMENTS IN THE WORKSHEET CAN BE PUNISHED BY FINE OR IMPRISONMENT UNDER TITLE 18 OF THE UNITED STATES CODE, 18 USC.
§ 1001

Previous Page | [ Save Form || Click here to Preview and Certfy the form

Step 4.  Click on the button labeled Close to acknowledge the confirmation
and close the window.

d. Opting out of E-mails

You have the option to opt out of electronic notifications (i.e.
e-mails regarding forms ready to be certified, forms that have
been successfully submitted, etc.). If you opt out of electronic
notifications, you will not receive information sent electronically
and, if you opt out of electronic notifications relating to FCC
Form 472, you will not be allowed to certify an FCC Form 472
electronically.
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e. Deactivation

To deactivate a Company Officer or General Contact please
contact USAC at 1-888-641-8722.

To deactivate a Preparer account refer to Section 2.2.1

Deactivating Authorized Users will be addressed in the next
section.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved
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2.3. Authorized Users

Authorized Users are a powerful tool. An Authorized User is granted
authority by a Company Officer or General Contact and may view, enter
and modify information contained in certain forms. Authorized Users,
depending on the entitlements granted to them, may have access to the
following forms: FCC Form 472, 497, 499 and 525 (and, in the case of
FCC Forms 472, 497 and 525, certain Authorized Users may also certify
the form). When an Authorized User electronically data enters and then
submits an FCC Form 499, a notification email is sent to the Company
Officer shown on the form if that Company Officer has an E-File account.
If the Company Officer is an existing E-File User, he or she will be able
to electronically review, modify and certify the form.

2.3.1. Creation

A Company Officer or General Contact can create Authorized Users.
When an FCC Form 498 Company Officer or the General Contact
creates an Authorized User, both the Company Officer and General
Contact can manage the entitlements of that Authorized User,
regardless of who originally created the account.

Since Authorized Users are managed by a Company

@ Officer and a General Contact they are the only ones
with the ability to reset the password and manage the
account.
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To create an Authorized User, Company Officers and General Contacts
must follow these steps:

Step 1. Once the Information Center page has loaded after
a successful login, click on New User under the Authorized
Users menu header. If New User is not displayed, click on the

Information Center . . .

[ —— Authorized Users header first then click on the New User. This
- Create Hew Form will display the Assign New User page.
- Search Forms

- 499G Bulk Submission

- Service Providers User Management - Assign New User

- Hewr Spin

- 498 Bulk Submission
- Schools and Libraries
- 472 Online Bear
- Omline tem 21
- High Cost & Low Income
- 497 Online Form
- 525 Online Form
- Pending Certifications
- Form 4390
- Form 4994
- Form 498
- Download Forms

' A:t'"’ur_'m' == Step 2.  Enter the email address of the account you wish to
create and click on Search.

- Pending Users

E-FILE APPLICATION USER MANUAL
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Step 3. Ifthe Authorized User has already been created, the current profile
information will be displayed. If this is a new user, who does not
already have an Authorized User account, you will be required
to enter at least the First and Last Name. You may also create an
Agent Authorized User. For more information regarding creating
an Agent Authorized User, please see below. After you have
completed the User’s Profile and if an Agent account is not to
be assigned, the next option will be available. Click on the Next
button to proceed.

User Management - Assign New User

lease refer to the Use

‘ssc_john_doe_au@usac.com' is a new user. Please fill out their information below.
[ Hew 497 Agent
[ Hew 525 Agent

First Name:

Middle Initial

Last Name:

Street Address Line 2:

Street Address Line 3:

city:

state:

zip:

[ J
[ J
[ J
Strest Acress Line 1 I ]
[ J
[ J
[ J

[
Phone: [ ]
Fax [

Please hit Next o assign entitlements...

Field names in bold are required.

Step 4. On the User Management — Assign New User page, you are able
to assign entitlements to your new Authorized User. Clicking
on the Cancel button or closing the browser will require you to
start the creation process over again for this User ID. Once the
entitlements are assigned click on the Save button.

UsaC

]

g ]

O O O (O = O S
0 sazoassas

vvvvv [ sezcaases [ 143033865 u]

|save | cancet
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Step 5. The Authorized User process is completed once the confirmation
page is displayed.

Assign New User

ssc_john_doe_au@usac.com has been successfully added as your authorized user.

~Terms and Conditions

To create an Agent Authorized User, Company Officers and General
Contacts must follow these steps:

Step 1. Once the Information Center page has loaded after
a successful login, click on New User under the Authorized

Information Center

P Users menu header. If New User is not displayed, click on the
e e Authorized Users header first then click on the New User. This
- Search Forms will display the Assign New User page.

- 499G Bulk Submission

- Service Providers US AC

- Hew Spin

- 498 Bulk Submission
- Schools and Libraries

- 472 Online Bear
- Online ltem 21
- High Cost & Low Income
- 497 Online Form
- 525 Online Form
- Pending Certifications
- Form 4390
- Form 4994
- Form 498
- Download Forms
- Authorized Users

- New User

- Pending Users
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Step 2.

Step 3.

E-FILE APPLICATION USER MANUAL

Enter the email address of the account you wish to create and
click on Search.

If the Authorized User has already been created, the current profile
information will be displayed. If this is a new user, who does not
already have an Authorized User account, you will be required
to enter at least the First and Last Name. Before clicking on the
Next button, you must click the appropriate agent box that relates
to the form the agent will need access to (Agent Authorized Users
entitlements are limited to the FCC Form 497 and 525). Once all
information is completed, click the Next button.

USAC

User Management - Assign New User

i necessary information will pre populate on the next
ages. Please note that the email address will be the user's o

HCLI525 Agent

First Name:

Middle Initial

Last Name:

Street Addres:

s Line 1
Street Address Line 2;
s Line 3

Street Addres:

city:
State:

Zip:

Phone:

Fax:

l

Please hit Next to assign entitiements.
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Step 4. Onthe User Management — Assign New User page, you are able to
assign entitlements to your new Agent Authorized User. Clicking
on the Cancel button or closing the browser will require you to
start the creation process over again for this User ID. Once the
entitlements are assigned click on the Save button.

[Jonn Doe

Step 5. The Agent Authorized User process is completed once the
confirmation page is displayed.

Assign New User

ssc_john_doe_agent@usac.com has been successfully added as your authorized user.
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2.3.2. Entitlements

The User Management system in the E-File Application allows
Company Officers and General Contacts to access and modify the
privileges of related Authorized Users by assigning or removing
entitlements.

a. Adding an Entitlement

To add an entitlement to an Authorized User after the account was
initially created, Company Officers and General Contacts must
follow these steps:

Step 1. From the Information Center, page click on the [entitlements]
link next to the Authorized User. This will display the Authorized
User Management — Entitlement page.

ion Center

Form 499 Filer 1D Cor - Tax 1D
827847

Form 498 SPIN Company Name Tax 1D
143033645 Screen Shot Company 999999999 Deactivate ]

Form 498 SPIN Company Name TaxID

|Schools & Libraries
143033645 Screen Shot Company 999999999 [entiiements ] Deactivate ]

High Cost & Low Income
Form 498 SPIN Company Name Tax 1D
999999999

143033648 ‘Screen Shot Company

[enttiements] (sgents) [Deactiate]
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Step 2. The Authorized User Management — Entitlements page shows
which entitlements you, or, in the case of FCC Form 498s
accounts, the Company Officer or General Contact, previously

USAC

Authorized User Management - Entitlements

User Email; ssc_john_doe_aL1@ssaccom
Full Name: JohnDoe

Cspin CIFiter 10 Osip 472 [IHewr 397 [Cnewr sas
(Select All) (Select All) (select All) (Select All) (Select All)

O 327847

~Tarms and Conditiors.

Cspiv [JFiler 1D Osip 472 Onar 497 [hewr sas
(select All) (Select All) (Select All) (select All) (Select All)

[ 143033645 [ 143033642 [ 142033645

granted to a specific Authorized User. This page also shows
entitlements you are able to grant to the Authorized User. To
assign an entitlement, click in the box next to the SPIN or Filer
ID and then click Assign.

Csprr [JFiler 1D Osip 472 [JHeLr 397 [Jhewr s2s
(Select All) (Select All) (Select All) (Select All) (Select All)

O 327847

osign

Cspin CIFiter 10 Osip 472 e 407 [Cnewr sas
(Select All) (Select All) (select All) (Select All) (Select All)

143033645 [ 143033842 143033845

aaaaaa ht 2003-2008 Univarsal Sewvice Administrative Company (USAC). Al rigats reseved
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Step 3. A confirmation message will appear when the process has been
completed. Click on OK to return to the entitlement management

page.

Authorized User Management - Entitlements - Failure Message

The selectad Filer ID's / SPIN's could not be assigned from the User: 'ssc_john_doe_aul@usac.com’.
Please click OK to go back to Assign/Remove Filer ID/SPIN Page.

Lo

Another way for Company Officers and General Contacts to add
entitlements is by group. The groups are Contributors, Schools &
Libraries or High Cost & Low Income.

Step 1. To add entitlements using this method, click on the entitlement
link next to the Filer ID or Support Mechanism.

USAC

Helping Kep

ion Center

[eadivate ]

[Schools & Libraries
Form 498 SPIN Company Name TaxID
143033845 Screen Shot Company 999992099 entilemants] [Deactizate]

[High Cost & Low Income
Form 498 SPIN Company Name TaxID
143033845 Screen Shot Company 999992099 entilemznts] [agents] [Dzactiate]

Email Full Name.
ssc iohn_doe_agenti@. John Dae resstpwd ] [entilements ]
ssc iohn_doe_aui@usa. John D2 Ireset pd] [entiiements ]
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Step 2. This will display the Authorized User Management — Entitlement

page, grouped either by Filer ID or by Support Mechanism. To

USAC

Authorized User Management - Filer ID Entitlements

My Account | Log Out

Filer ID: 827847
Entitlement Form 499 Preparer

Assigned

Duser Ip (select Al Full Name Status

Available
Duser Ip (select Al Full Name Status

[ ssc_john_dos_agenti@usacoom

Jehn Doe ACTIVE

Jehn Doe ACTIVE

assign an entitlement, click on the box next to the Authorized
User and then click the Assign button.To assign an entitlement,
click on the box next to the Authorized User and then click the
Assign button.

Authorized User Management - Filer ID Entitlements

Filer ID 827847
Entitlement : Form 499 Preparer

Assigned

Duser Ip (select Al Full Name Status

(Select All)
<s¢_john_doe_sgenti@usaccom JehmDoe AcThE

ss¢_john_doe_aul@usac.com Jehn Doe ACTIVE
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Step 3. A confirmation message will appear when the process has been
completed. Click on OK to return to the entitlement management

page.

Authorized User Management - Entitlements - Confirmation Message

The selected users have been successfully assigned to Filer ID : 827847,
Please click OK to go back ta Filer ID Entitlements Page.

oK

b. Removing an Entitlement

To remove the entitlements of an Authorized User follow the steps
outlined in the addition section to gain access to the appropriate
screens.

Step 1.  When the Authorized User Management — Entitlement page is
displayed click in the box next to the Authorized User, Filer ID or
Support Mechanism and click on the Remove button.

Csprr [JFiler 1D Osip 472 [JHeLr 397 [Jhewr s2s
(Select All) (Select All) (Select All) (Select All) (Select All)

O 327847 0 143033845 [Z 143033842 143033645

[JFiler 1D Osip 472 Onar 497 [Jhewr s2s
(Select All) (Select All) (Select All) (Select All)

E-FILE APPLICATION USER MANUAL
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Step 2. A confirmation message will appear when the removal process
has been completed. Click on OK to return to the entitlement
management page.

Authorized User Management - Entitlements - Failure Message

The selected Filer ID's / SPIN's could not be removed from the User: 'ssc_john_doe_aul@usac.com’.
Please click OK to go back to Assign/Remove Filer IDISPIN Page.

2.3.3. Management
a. Pending Users

Pending Users is an option available only to Company Officers.
Authorized Users become Pending Users when a form with
a change in the prior General Contact or Company Officer is
processed by USAC. Pending Users retain their entitlements
for 14 calendar days from the date that the forms changed and
were processed by USAC. If the new Company Officer does not
confirm these Pending Users, the Pending Users will have the
unapproved entitlement removed. Authorized Users that lose all
their entitlements through this manner will be deactivated.
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Information Center
- Contributors
- Create Mew Form
- Search Forms
- 4993 Bulk Submission
- Service Providers
- Mewr Spin
- 438 Bulk Submissicn
- Schools and Libraries
- 472 Online Bear
- Omline tem 21
- High Cost & Low Income
- 497 Online Form
- 525 Online Form
- Pending Certifications
- Form 4990
- Form 499A
- Form 498
- Download Forms
- Authorized Users
- Hew User
- Pending Users
- My Account
- Change Passwaord
- Log Qut
- FAQs
- General E-File FAGQs
- E-Certification FAQs
- E-File Form 433 FAGs
- E-File Form 493 FAGs
- E-File User Guide

- Terms and Conditions

A Company Officer reviews Pending Users as follows:

Step 1.  After you log in to the E-File Application, click on
the Pending Users menu option listed under Authorized Users.
If the Pending Users menu option is not shown, click on the
Authorized Users link first.

Step 2. Clicking on the Pending Users link will show all
the pending Authorized Users, for a selected entitlement that
you will need to review to determine their continued access to
the E-File Application.

usaC

User - Pending

143032627 v

tly has temporary authority to view, update and sul
lect the appropriate checkbox next to each n

The E-File Application will remove the entitlements for any Pend-
ing Users that you do not approve within 14 calendar days from
the date when the Company Officer or General Contact was last
changed.
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Step 3.  With the User Management — Pending Assignment page displayed,
you will need to select the entitlement you wish to view, which
will display the Pending Users for that Entitlement.

USAC

User Management - Pending Assignment

drs: 143032627 ]
irrently has temporary authority to view, update and submit FCC forms for this account. To offciall
select the appropriate checkbox next to each name and then click *Save"". For additional infor

Once all Pending Users for a specific entitlement have been ap-

@ proved or rejected the entitlement will no longer be available in the
dropdown menu but entitlements may still be changed as outlined
in Section 2.3.2.

Step 4.  After you have selected the entitlement click on the box next to the
user(s) you wish to approve or reject and click on Save. Multiple
users can be selected by user Accept All or Reject All box.

User Management - Pending Assignment

ders: 143032627 v
ently has temporary authority to view, update and submit FCC forms for this account. To o
select the appropriate checkbox next to each name and then click “Save”. For additional i

icia
infor

e et

[ [ Mo e e ]
{m] ssc_john, isac.com John Doe.

a3

ssc gohn

E-FILE APPLICATION USER MANUAL
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2.3.4. Deactivation of an Authorized User

There are two ways for a Company Officer or General Contact to
deactivate an Authorized User account:

Step 1. The Company Officer or General Contact may remove all the
entitlements of that Authorized User as defined in Section 2.3.2

USAC

Information Center

Service Providers
Form 498 SPIN Company Name Tax ID
143033645 Screen Shot Company 999999999 [Deactivate ]

Schools & Libraries
Form 498 SPIN Company Name Tax I
143023645 Screen Shot Company 999999999 fentilements | Deactivate |

High Cost & Low Income
Form 498 SPIN Company Name Tax 1D
143023645 Screen Shot Company 999999999 [entitements] [agents] [Deactivate]

Email Full Name
'ssc john doe agent1@. John Doe Iresetpwd] [ent ents
ssc iohn doe aui@usa.

Jonn Doe reset pwd] [entilements

Step 2. From the Information Page, click on an Authorized User e-mail
address. This will display the Profile of that user.

Step 3. Click on the Deactivate button. This will bring up a pop-up
message that confirms you wish to remove all of that user’s
entitlements. If you wish to proceed, click on OK, if not, click on
cancel to leave the Authorized User unchanged.

USAC

Authorized User Management - Modify User

e Jorndos
i ol ——
SreetAcresst: I |
JeS—

[
[
City:

states [seiectone 9]
zp: [

Contact Phone I

Contactrax I

Form 499 User- 827847

Form 472 - SPU - 143033645

save | [DeActivate|| Reset
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Step 4. If you click on OK, a confirmation message will appear once the
process has been completed.

Once an Authorized or Agent User has been deactivated, you will
need to go through the creation process to recreate the user as de-
fined in Section 2.3.1 and assign the entitlements as desired.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved

pg. 41



3. Form Submission

Submitting an FCC Form can occur in two manners with the E-File Application.
First is submitting a hardcopy form that is accessed from the main login page.
First time submitters of the FCC Form 498 and 499 may use this method. The
second method is through the E-File Application.

To access the E-File Application login page, see Section 1.1

For information on how each form should be completed refer to the instructions
provided with each form.

3.1. FCC Form 498

This section contains information and procedures for completing the
FCC Form 498, Service Provider Identification Number and Contact
Information. After reviewing this section:

* Company Officers and General Contacts will be able to enter FCC
Form 498 data.

* Company Officers and General Contacts will be able to run a system
check to verify that the entered data can be submitted.

* Company Officers will be able to initiate a request for a Service
Provider Identification Number (SPIN).

» Company Officers will be able to certify the FCC Form 498 online.

* Company Officers will be able to mail the completed and signed form
to USAC (if necessary).

A General Contact or Company Officer with entitlements for the SPIN
may data enter the FCC Form 498. An officer of the company, authorized
by the company to submit FCC Forms 498 must certify the form. A
General Contact, authorized by the company to make changes to existing
information, may submit changes to the Company Officer for viewing,
approval and certification. The form may be submitted either (1) hardcopy
(printed, signed and mailed to USAC) or (2) via the E-File Application.
Once received, form data is processed by USAC.

E-FILE APPLICATION USER MANUAL
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Hardcopy submission will follow these steps:

Step 1. From the login page of the E-File Application click on the New
Service Provider link. The New Service Provider Instructions
page will be displayed.

USAC

Existing users may log in below

E-File Sign In

New users, please select from the options below:

The E-File Login page should not be bookmarked in your Favor-
& ites directory. The E-File login process will not properly function
when the page is selected from a Favorites menu.

A New Service Provider is a company or entity, which has not

@ previously requested a Service Provider Identification Number
(SPIN) as required for participation as a vendor in support of USF
programs.
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Step 2. Please read the New Service Provider Instructions carefully and
click on Continue to display the FCC Form 498 in PDF format or
Back to return to the E-File login page.

Lol Service At

-
Helping Keep Ame d

New Service Provider Instructions

Flease review the instructions carefuly before clicking ‘Continue’ button

Tofile a form for a new company that does not have a SPIN, you can enter your ata using the online systern on a Form 498, but will need to print and mail an officer signed form o be
issued a SPIN. Once USAC certfies your form using the signed copy, the contacts on he form will be issued a user ID and password for future use of the oriling systern,

USAC encourages fund contributors to take advantage of the online submission capabilties. Once you complete the first cerffication process by mailing a signed copy of the form, you
will be able to certfy forms online without mailing a signed copy. In addition, you will be able to quickly revise your Form 4985 by pulling up your historical forms, editing and submiting
your changes, and certifiing enine.

Flease note that a signed copy will be required again if your company changes officers. Again, once USAC certifies your form using the signed copy, the new officer will be issued  user
1D and password for future use of the online systemn.

If you have any additional questions aboutthe online system, please referto E-File User Guide or call USAC Customer Senvice for additional guidance at (388) 641-6722.

Back Continue.

© Copyright 2004-2009 Universal Service Administrative Company (USAC). All rights reserved

Step 3.  After clicking on Continue, complete the FCC Form 498. If you
have specific questions regarding the completion of the form,
contact our Customer Service department at 1-888-641-8722.

Principal COMMUNICAon BUSINESS. Select TTOM the drop down ISts the 1eleCoOMmMUNICAtions activity o 4CUUMES of The TiIer. Il MOrE than ONE IS appropriate, please select
the telecommunications activities in order of importance to filer’s business, e.g. in box “17 select the type of activity that represents the most important part of the filer’s
telecommunications business, in box “2* select the type of activity that represents the next most important part, etc. Select no more than § activities.

order of importance 1: | Local Reseller | order of importance 4:

order of importance 2: | | order of mportance 5:

order of importance 3 :
Block 15: Authorized Contact Signature [All Fields REQUIRED]
See Instruction Section ILP

1 certify that 1 am an officer of the above-named service provider, that | am authorized to submit this FCC Form 498 on behalf of the above named service provider, and
that to the best of my knowledge, the data set forth in this form is true, accurate, and complete.

Persons willfully making false statements on this form can be punished by fine or forfeiture, under the Communications Act, as amended, 47 ULS.C. Secs.502, 503(b),
or fine or imprisonment under Title 18 of the United States Code, 18 U.S.C. Sec. 1001.

======Data Entry Purpose Only. Please Do Not Print this Form

signature of the Company Officer

Check this box if Company Officer Information this information is the same as the General Contact information (Block 2).

First: | Widdle Inttiat: | Last: |

: | Date: |sr312010 EMail: |

| Previous Paga | [ Click here to Preview and Submit the farm

Ti
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Step 4.

When all required data has been entered on each page, click on
“Click here to Preview and Submit the Form”.

If there are errors, they will be displayed in a pop-up window.
Correct the errors or enter the missing data. Data fields with
errors or missing data will be highlighted.

When the data is validated without errors, review the form a final
time for completeness and accuracy. Click on the Submit button
to transmit the data to USAC in the E-File application. If the form
is submitted the New Service Provider — Confirmation Message
will be displayed.

PLEASE NOTE: You must mail a printed copy signed by the
Company Officer to USAC to certify and complete the form.

Federal universal service billing, colleciions, and disbursement purpases. f we believe there may be 3 violation or a potential violation of a state or Federal statute, or of a
Commission reguisticn. e, o crder, your form may be refemed to the Feseral, state, o local agency rezponsible for investigating, prosecuting, enfarcing, o implementing the statute,
rUlg. regUIAton, of oSie. I CRMAN ca5ES, thg INFONMSNIon in your pplcaticn may be Sisciosed 10 the Depaniment of JUstice, 3 COUL, or adudicatie bady whan (3) the Commission: or
(b} any employee of the Commission: or (o) the United States Goverment is 3 party of a procesging before the body or has an interest in the proce=ging. In sddilion, consistent wih
the Communizations Act of 1834, FCC regulations and orders, the Frezom of Infarmaton Act, 5 U.5.2. § 552, or ather appiicable |aw. information grovizas in or submitted with this
form o In rescnse to SuBseqUEN inguiies may o2 disTiosed 10 e public

you owe a past due deb to the Federal gawsmment. the informiation you provide miay also be disclosed to the Depariment of the Treasury Financial Management Service, other
Federal agences. andior your employer to offset your salary, IRS tax refund. or other payments to oollect that debt. The Commission may also provide the information 1o these
agencies through the matzhing of computer records whers authorized.

yew do not provids the informaticn v request on the form, the Commission may Gelay processing of your apglication, o may retum your sppleation without sction.

This Netice s required b the Paperwork Reduction Act of 1885, Pub. L. No. 104-13, 44 U.S.C. 3501 et seq. We have estmated thal each response to this colection of information

wil take, on average. 1.5 hours. Our estmate includes the fime to read the instructions, lock through existing records, gather and maintan the required data, and actually complete
and review the fom for response. If you Fav any comments on this estmatz, or how we can improve fhe co'ecions and reduce the burden it causes you, plesse waite to the Federal
Communications Commissicn, AMD-SERM, Waskington D.C. 20554, Papemuerk Reduction Project (3080-0824). W wil 3o acsept your comments U intemmat f you send them io
PRA@focgon. Flease DONOT SEND COMPLETED DATA COLLECTION FORMS TO THIS ADDRESS.
Ml this signed form

USAC Customer Operations, Billing and Disbursements

2000 L Sireet. NW. Suite 200

Attn: FCC Form 438

Washington, DC 20036

Questons?
See the Form £33 Instructions found at www.usac.orgiforms

Use this form for-
New spplication for a Senvice Provider identfication Number
Revision to existing Sevice Provider data cumently on Fle with USAG
Merger or Consosdation of Existing Senvice Provider Identification Number (Additional documentation is required, please see page 2 of the
nstrucsions)
Deactivation of a Service Provider dentification Humber (Fiease see page 2 of the instructions

Edit Form ] [ Submit
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Step 5. Note the confirmation number on the New Service Provider —
Confirmation Message page. This information will be helpful
in identifying the form when communicating with USAC
representatives. Click on Click Here to view the form in PDF
format for printing.

UsS

New Service Provider - Confirmation Message

Your form has been submitted. Your ion number is 192811704155802.
A printed copy of this form must be signed by your company officer listed on the form and mailed to:

Billing Col n and Disbursement
2000 L St NW, Suite 200
Washington DC 20036

Click here to view the form

An e-mail will be sent to the General Contact and the Company
Officer when their SPIN request is approved and the E-File ac-
counts have been created.
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Electronic submission will follow these steps:

Step 1.

After you have logged into the E-File Application, click on New

SPIN under the Service Providers menu on the left. If New SPIN
is not available you will need to click on the Service Providers
header to display it.

Information Center
+ Contributors
- Service Providers
- New Spin
- 498 Bulk Submission
+ Schools and Libraries
+ High Cost & Low Income
+ Pending Certifications
- Download Forms
+ Authorized Users
+ My Account
+ FAQs

- Terms and Conditions

Step 2. Clicking on the New SPIN link opens the Form
498 — New SPIN Instructions page. After reading the
instructions click on Continue.

USAC

Form 498 - New SPIN Instructions

company that does not
2 SPIN. Once USAC cert

copy ofthe

wil be able Form 4285 by i

officers. Again, once USAC certfies your form using the signed copy, the new offcer il be

eferto £ or for

You are able to leave this screen at any time, by clicking on a
different menu option.
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Step 3. Once you click on Continue a pop up window will be displayed
showing the Terms and Conditions. Accepting the Terms and
Conditions will allow the Company Officer to review, certify and
submit the form to USAC. Ifyou reject the Terms and Conditions
you will be allowed to data enter information on the form, but
USAC will require a hardcopy for processing.

SAC h E-FILE

Service Adm

Helping Keep Americans Conmectod

Terms and Conditions User: Jane Doe

Ifyou are signing a form using an electronic signature, you are reminded that an electronic signature is equivalent to your
handwritten signature on the form. Your use of the electronic signature to affirm these certifications means that should they
prove untrue, you will be held to the same enforcement standards as those who affirm the cerifications in writing. Also, by using
the electronic signature, you are affirming that you have the authority to make these cerifications and represent the entity
featured in this form. By logging into your account using your User ID and password and clicking the “certify” button at the end of
the form, you have submitted your electronic signature to the form

To see a copy of the Terms and Conditions that govern your use of the systemn, please click here: Terms and Conditions

Click “Accept to affirm your compliance with the above and continue to the form.

Click *Reject” to continue to the form for review and/or data entry but not electronic certification, orto print, sign, and mail a
hardcopy certification

Step 4.  After clicking on Continue, complete the FCC Form 498. If you
have specific questions regarding the completion of the Form,
contact our Customer Service department at 1-888-641-8722.

Federal universal sanise billing, collections, and sisbursement purposes. | we believe there may be a violation or a patential vislation of a state or Federal statte. o of a
Commission regulation. rue, or order. your form may be referred o the Federal, state, ar local agency responsible for investigating. prosecuting. enfarcing. ar implementing the statute.
rule, requiatan, o crser. In certan cass, the information in your 3pplieation may be disclessd 1o the Depanment of Justce, 3 court, or adudicabys body whan (3) the Commissicn: o
(b} any empleyee of the : o (o) the United s 3 party of a procesding before the body or has an interest in the proceeding. In addition, consistent with
the Communications Act of 1834, FCC regulations and orders, the Freedom of Information Aet, 5 U.5.C. § 552, or cther applicable Law, information grovided in or subrmitted wih this
form or n respense o Subsequent inguiries may be disclosed 1o the public

{Fycu owe 3 past due debtto the Federal g . the information you p y also be discicsed to the Depariment of the Trassury Financial Management Servics, ather
Federal agencies. andlor your empleyer to offset your salary, IRS tax refund, or other payments to calect that debt. The Commission may also provide the infarmation ta these
hraugh the matching of computer authorized.

Hyou do not provide the informaticn we request cn the form, the Commissian may delay processing of your appiicatien, or may retum your application without action

This Notice s required b the Papenwork Reduction Act of 1006, Pub. L. No. 10413, 44 U.S.C. 3501 = 52q. We have estmated that £36h [850anse to ts cosection of information

will take, on average. 15 hours. Our estmate includes the time to read the insiruciians, look through existing records. gather and maintain the required data, and actually complete
nd reu i the form for resnanse. 1 You ha 3y EOMENts o this stmats, o how we ca7 IMErous (e Co sctins and reduce the DUrKen |t causes you. plssss e to e Fecers
Conmunicatons Cemmissien. AMD-PERI. Washington D.C. 20654, Papenwort Reducton Project (3060-082¢). We will aso 3coept your comments wa infemet f you s<nd them 1o
PRA@ice gow. Please DO NOT SEND COMPLETED DATA QOLLECTION FORMS TO THIS ADDRESS.
Mesilhis signed form

USAC Customer Opsrations, Billing and Disbursements

2000 L Street, N4, Suite 200

Attn: FCC Form 493

Washingten, DC 20036

Questons?
Sz the Form 493 Instructions found 3t ww_USac.orgiforms.

Use this form for-
Mew application for a Senvice Provider identieation Number
Revision to exsting Service Provider data curently on Fle with USAC
Merger or Cansoidation of Existing Service Provider Keniification Numicer (Additienal documentation is required, please see pags 2 of the
nstructions)
Deactivation of a Service Providsr laentification Numiber (Piease see page 2 of the instrucsions,

Edit Fom | [ Submit

© 2007-2011 Universal Service Administrative Company. All Rights Reserved

pg. 48



E-FILE APPLICATION USER MANUAL

When all required data has been entered on each page, click on
“Click here to Preview and Submit the Form”.

If there are errors they will be displayed in a pop-up window.
Correct the errors or enter the missing data. Data fields with
errors or missing data will be highlighted.

Step 5. When the data is validated without errors, review the Form a final
time for completeness and accuracy. Click on the Submit button
to certify the form and transmit the data to USAC in the E-File
application. Ifthe form is submitted the New Service Provider —
Confirmation Message will be displayed.

Federal universal senvice billing. collections, and disbursement purposes. If we believe there may be 3 violation or a potental violation of a state or Federal stante. o of a
Commission regulation. rue, or order. your form may be referred o the Federal, state, ar local agency responsible for investigating. prosecuting. enfarcing. ar implementing the statute.
rule, requiatan, o crser. In certan cass, the information in your 3pplieation may be disclessd 1o the Depanment of Justce, 3 court, or adudicabys body whan (3) the Commissicn: o

b} : o (o) the United s 3 party of a procesding before the body or has an interest in the proceeding. In addition, consistent with
\ha Communications Act of 1834, FCC reguladions and orders, the Fresdom of Information Act, 5 U.5.C. § 552, or cther applicable aw, information proviced in or submittes wih tis
farm or n response o Subsequent inguiries may be disclosed 1o the public.

Fycu owe 3 past dus debtto the F ¢ information be cisclosed to the Degariment o the Treasury Financial Management Service, other
Federal agences. andlor your employer to offcet yoursa\ary TS t refond. o v peymens 1o ol fhat ke, The Garmission sy oo provite e ormation 1 e
agencies through the matching of computer records where authorzed.

Hyou do not provid the information we request on the form, the Commission may delay processing of your appiicatien, o may retum your application without action

This Notice s required b the Papenwork Reduction Act of 1006, Pub. L. No. 10413, 44 U.S.C. 3501 = 52q. We have estmated that £36h [850anse to ts cosection of information

wil take, on average. 1.5 hewrs. ‘Our estmate includes the time (o read the insiructions, leck through existing records. garher and maintai the requred data, and aciually complste
and review the form for response. If you have any comments on this estmate, er how we £an improve the o ections and reduce the burdan it eauses you. piease wite to the Federal
‘Communications Commission, AMD-PERM. Washington D.C. 20664, Paperwork Reductien Project (3060-0824). We wil also acoept your comments wia Intemet f you send them to
PRA@fcc gow. Plesse DO NOT SEND COMPLETED DATA COLLECTION FORMS TO THIS ADDRESS.
Wil this signed form to:

USAC Customer Operatons, Giling anc Disbursaments

2000 L Street, N.W., Suite 20

Attn: FCC Form 438

Washington, DC 20036
Questiens?

See the Form 498 Instructions found at www usas orgforms

Use this form for-
Mew application for a Senvice Provider Identieation Number
Revision to sxisting Service Provider data cumenty on Fle with USAC

Merger or Cansoiciation of Exsiing Senvioe Provider Identification Number (Additional dacumentation is requires, please se page 2 of the
nstructions)
Deactivation of a Service Provider Identification Numiber (Piease see page 2 of the insirucdions,

Edit Form | [ Submit

If the General Contact and the Company Officer information
provided can be authenticated by the E-File Application, an e-mail

@ will be sent to the Company Officer requiring him or her to review
and certify the form in order for the data to be transmitted to
USAC.
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Step 6. Note the confirmation number on the New Service Provider —
Confirmation Message page. This information will be helpful
in identifying the form when communicating with USAC
representatives. Click on Click Here to view the form in PDF
format for printing.

An e-mail will be sent to the General Contact and the Company
@ Officer when their SPIN request is approved and the E-File accounts
have been created.

If the Company Officer listed on an electronically data entered
& Form does not have an E-File account, all Forms will be required
to be mailed to USAC at the address listed on the Form.

3.1.1. FCC Forms 498 Pending Certification
After a General Contact completes the data entry portion of the FCC
Form 498, the data is placed into “Pending Officer Approval” status
until the form is reviewed and certified by the Company Officer listed
on the form. To certify the FCC Form 498, the Company Officer will
need to follow these steps after he or she has logged in to E-File.

Step 1. From the Information Center, click on Form 498, under the
Pending Certification header, which is located in the left menu.

USAC

Information Center

Form498SPIN  CompanyName  TaxID
143033645 Screen Shot Company 999999999 [Deacivate |

143033645 Screen Shot Company 999999999 [entitiements ] [Deactivate ]

High Cost & Low Income
Fo ™

orm 498 SP)
143033645 Screen Shot Company 999999999 [entitements] [agents] [Deactivate]

resetpwd ] [entitiements |
resetpwd ] [entitiements |
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Step 2.  Click on the SPIN to display the Terms and Conditions. Accepting
the Terms and Conditions will allow you to review, certify and
submit the form to USAC. Ifyou reject the Terms and Conditions
you will be allowed to data enter information on the form, but
USAC will require a hardcopy for processing.

Pending Certifications: 498

My Account | Log Out
“To certify a form, click on the fink under the column eniitied Form 498 SPIN and review the form. The last page of the form displays a button for certification
Service Providers.

Form 498 SPIN Company Name Last Updated By Status

sz Seresn shotCompany SSCIMOEBIGUS g e ppro

© Copyright 2004 Universal Service Administrativ Company (USAC). All rights reserved

Step 3. Review the information, make any necessary changes, and click
on validate or reject button on the last page of the PDF.

Tnis Notice is required b the Paperwork Reduction Act of 1995, Fub. L. No. 104-13, 44 U.S.C. 3501 et seq. We have estimated that each response to this collection of information

will take, on average, 1.5 hours._Our estimate includes the time to fead the instructions, look thfough existing records, gather and maintain the required data, and actually complste
‘and review the form for response. I you have any comments on this estimate, or how we can improve the callections and reduce the burden it causes you, please write (o the Federal
Communications Commission, AMD-PERM, Washington D.C. 2055, Papenwork Reduction Project (3060-082¢). We wil also accept your comments via Iniernet if you send them to
PRA@fccgov. Please DO NOT SEND GOMPLETED DATA GOLLECTION FORMS TO THIS ADDRESS.

Mailthis signed form to-

USAC Customer Operations, Billing and Disbursements
2000 L Strest, NW,, Suite 200

Attn: FCC Form 498

Washington, DC 20036

Questions?
See the Form 498 Instructions found at www.usac.org/forms
Use this form for:
New application for  Service Provider Identification Number
Revision to existing Service Provider data curently on fle with USAC
Merger or Consalidation of Existing Service: Provider Identification Number (Additional documentation is required, pleass see page 2 of the
instructions)
Deactivation of a Service Provider o
Fagesos FOG Form 485 - November 2002

Edit Form Reject Certify
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Step 4.  After the form has been validated, click on the Certify button on
the last page.

This Notice s required b the Paperork Reduction Act of 1995, Fub. L. No. 104-13,44 ULS.C. 3501 et seq. We have estimated that each response to this collection of information

vill take, on average, 1.5 hours. Our estimate includes the time to read the instructions, look gather and maintain i . and actually complete
and review the form for response. If you have . or the reduce the burden it causes you, please wrie to the Federal
Communications Commission, AMD-PERM, Washington D.C. 20552, Paperwork Reduction Project (3080-0824). We wil also accept your comments ia Intemet f you send them o
PRAGIcc gov. Please DO NOT SEND COMPLETED DATA COLLECTION FORMS TO THIS ADDRESS.

Mail this signed form to
USAC Customer Operations, Billing and Disbursements
2000 L Street, NW., Suite 200
Attn: FCC Form 498
Washington, DC 20036

Questions?
See the Form 498 Instructions found at www.usac.org/forms
Use this form for:
for
Revision to existing Service Provider data currently on file with USAC
Merger or Consolidation of Existing Service Provider Identfication Number (Additional documentation is required, please see page 2 of the
instructions)
Provider of
Paesors FOC Form 468 - November 2008

Edit Form

Step 5. A confirmation message will be displayed once the information
has been updated.

Form 498 - i lion Message User: Jane Doe

SP: 143032627 Operation Status: Succass.

Thank you for submitting your 438 form. Your form with SPIN “143032627" has been approved.

Click here to view the form
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3.2. FCC Form 499A

In this section, you will find information and procedure for completing
the FCC Form 499A, Telecommunications Reporting Worksheet. After
reviewing this section:

Account holders will be able to enter FCC Form 499 data

Account holders will be able to run a system check to verify that the
entered data is able to be submitted

Company Officers will be able to initiate a request for a new 499 ID
Company Officers will be able to certify the FCC Form 499 online

Company Officers will be able to mail the completed and signed form
to USAC (if necessary)

The FCC requires USF contributors to file two different versions of the
FCC Form 499. The FCC Form 499A is filed annually in April. The FCC
Form 499Q is filed quarterly in February, May, August and November.

An Authorized User and/or the Company Officer may data enter an FCC
Form 499A. An officer of the company must certify the form. The form
may be submitted either (1) via hardcopy (printed, signed and mailed to
USAC) or (2) via the E-File Application. Once received, form data is
processed by USAC.
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New Contributors and hardcopy filers will need to follow these steps:

Step 1.  Once you open the login page of the E-File Application, click
on the New Contributor link. The New Contributor Instructions
pages will then be displayed.

USAC .

Existing users may log in below

uuuuuu

The E-File login page should not be bookmarked in your Favor-
& ites directory. The E-File login process will not properly function
when the page is selected from a Favorites menu.

@ A New Contributor is a company or entity, which has not previ-
ously requested a FCC Filer ID for participation in the USF.

E-FILE APPLICATION USER MANUAL
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Step 2.

Step 3.

Please read the New Contributor Instructions carefully and click
on Continue to display the FCC Form 499 or click on Back to

return to the E-File login page.

E-FILE

New Contributor Instructions - Form 499A for April 2010

Please review the instructions carefully before clicking OK button.

Tafile aform for a new company that does not have a Filer ID, you can enter your data using the online system on a Form 4394, butwill need to print and mail an
officer signed form to be issued a Filer ID. Once USAG certiies your form using the signed copy, the contacts on the form will be issued a user ID and password for
future use of the online system.

USAC encourages fund contributors to take advantage of the online submission capabiliies. Once you complete the first certification pracess by mailing a signed
copy ofthe form, you will be able to certify forms online without mailing a signed capy. In addition, you will be able to quickly revise your Form 499s by pulling up your
historical forms, editing and submitting your changes, and ceriifying online

Please note that a signed copy will be required again if your company changes officers. Again, once USAG certifies your form using the signed copy, the new officer
will be issued a user ID and password for future use of the online system

If you have any additional questions about the online system, please refer to E-File User Guide or call USAC Customer Senvice for additional guidance at (888) 641-
8722

Back Continue

After clicking on Continue, complete the FCC Form 499A.

If

you have specific questions regarding the completion of the Form,

contact our Customer Service department at 1-888-641-8722.

Ul Sevice Adiaive Conmpany.
Helping Kp American Conected

[aget Page? [sed aged [ageS [ages [sge? Daged Preview Corm

2011 FCC Form 499-A

ing Calendar 2010 Revenues)

>>> Please read instructions before completing <<<
Annual Filing — ue April 1, 201

1
** For Data Entry Only. Do Not Print this Form **

Page 1

Block 1: Contributor Identification Information.

NEW - to be assigned by USAC

102. Legal name of the filing entity

103. IRS Employer Identification Number (EIN)

104. Name that the filing entity is doing business as.

105, lelecommunications Business Activities — Select from the drop down lists the telecommunications activity or activities of the filer. It more than one is appropriate, select the
telecommunications activities in order of importance to filer’s business.

Order of importance 1 v Order of importance 4

Order of importance 2 Order of importance 5
Order of Importance 3
If "Other Local,” "Other Mobil

" or "Other Toll" is selected, describe services provided.

(EIN) of the filer's holding company or controlling entity.

106.1 Holding Company Name |

106.2 Holding Company EIN

. Holding Company Information — For Lines 106.1 and 106.2, all reporting affiliates or commonly controlled entities must enter the identical name and IRS employee identification number

107. FCC Registration Number (FRN) — Enter at least one but no more than five FRN(s). To

obtaln or verlfy your company’s FRN(s), visit the FCC Reglstration Home Page. " 2 3 4 5

108. Management company (if managed by another entity)

109. Complete mailing address of filing entity corporate headquarters
Note: FCC ITSP (Interstate Telephone Service Provider) requlatory fee invoices and information will be sent to this address unless otherwise indicated in Block 2.

Street 1|
sweetz|
Sueet3]

Country if not USA

110. Complata b

ness address for customer inqu

ies and complaints

[JCheck if same as corporate headquarters’ address (Line 109)
suoot 1]
Street 2|
Street

Counuy If not USA

111 Telephone number for customer complaints and inqui

Bty s (Toll-free number if O

112, List all trade names use

g telecommunications during the past three years. Include all names by which you are known to customers.

o q
[ 1
q i
¢ H
g |

PERSONS MAKING WILLFUL FALSE STATEMENTS IN THE WORKSHEET CAN BE PUNISHED BY FINE OR IMPRISONMENT UNDER TITLE 18 OF THE UNITED STATES CODE. 18 U.5.C. § 1001
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Step 4. When all required data has been entered, click on the Submit
button to electronically validate the data you entered. The Form
499A — Confirmation Message page will be displayed.

Pagel Page? Paged Paged PageS Paaes Page? Preview Form
2011 FCC Form 499-A Telecommunications Reporting Worksheet (Reporting Calendar 2010 Revenues)
>>> Please read instructions before completing <<<

‘Annual iling —due April 1, 2014
**For Data Entry Only. Do Not Print this Form **

Page s
Block 6: CERTIFICATION: to be signed by an officer of the filer
601. 499 Filer ID NEW —to be assigned by USAC

602. Legal name of filing entity

Section IV of th

hich types of reporting entities are
below and att; d h

which purposes. Any entity
base

603. | certify that the reporting entity is exempt from contributing to:

[ Universal Service Os [ nawea [ we Administration

Provide explanation below:

604. Please indicate whether the reporting entity is

[ state or Local Government Entity [ 1R.C §501 or State Tax Exempt (see instructions)

605. [ 1 certify that the revenue data contained herein are privileged and confidential and that public disclosure of such information would likely cause substantial harm to the competitive position of the company. |
request nondisclosure of the rever rmation contained herein pursuant to Sections 0.459, 52.17, 54.711 and 64.604 of the Commission's Rules.

1 certify that 1 am an officer of the above-named reporting entity as defined in the instructions, that | have examined the foregoing report and, to the best of my knowledge, information and
belief, all statements of fact contained in this Worksheet are true and that said Worksheet is an accurate statement of the affairs of the abs d company for the previ year.In
addition, I swear, under penalty of that all requested identification registration information has been provided and is accurate. If the above-named reporting entity is filing on a

idated basis, | certify that this filing 1l of the revenue for the consolidated entities for the entire year and that the filer adhered to and continues to meet the conditions set
forth in Section II-C of the instructi .

06 Signature e For Data Entry Only. Do Not Print this Form™=**

607. Printed name of officer

First Name Middle Initial LastName|

608, Position with reporting entity
609. Business telephone number of officer ( ) Ext

610. Email of this person || Required if available — not for public release || |

611. Date ler28/2011

612. Check those that apply

© original April 1filing for year @ Neuw filer, registration only © Revised filing with updated registration © Revised filing with updated revenue data
Do not mail checks with this form. Send this form to: Form 499 Data Collecti it /0 USAC 2000 L Street, N, DC, 20036
i information regarding thi: information: (888) 641-8722 or via email: Form498@usac.org

PERSONS MAKING WILLFUL FALSE STATEMENTS IN THE WORKSHEET CAN BE PUNISHED BY FINE OR IMPRISONMENT UNDER TITLE 18 OF THE UNITED STATES CODE, 18 U.S.C. § 1001

Previous Page | [ Click here to Preview and Submit the form

If there are errors displayed in a pop-up window when the Submit
button is clicked, correct the errors and/or enter any missing data.
Data fields with errors or missing data will be highlighted. Once
complete click on the Submit button.

Information must be entered in the DC Agent fields (lines 209-213)
and/or the Alternate CD Agent fields (lines 214-218) or a Form 499
Filer ID will no be issued.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved

pg. 56



E-FILE APPLICATION USER MANUAL

Step 5.  Click on Click Here to open the form for printing or click on Back
to Home Page to return to E-File’s login page.

USAC

Form 499A - FILING INCOMPLETE--SIGNED COPY NEEDED

Filing Year: 2010
Operation Status: Successful Submission; Signed Copy
Needed

Thank you for submitting your 499 worksheet to the Form 499 Data Collection Agent (DCA).

Your filing is not complete. You must print your submission, have an officer of your company sigu it, and mail it to:
Form 499 Data Collection Agent
2000 L St NW, Suite 200
Washington DC 20036

Please note: USAC cannot accept your filing until you have mailed in the signed form. Failure to do so could result in fines or fees.

Click Here to return to your 499 s n and print your completed form.

Back to Home Page

ve Company (USAC). All rights ressrvad

Step 6. The Company Officer must sign the paper form. Once the
hardcopy has been submitted and approved, USAC will e-mail
the Company Officer password for future use in the E-File
Application, at which time he or she may file forms online.
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Existing Contributors with accounts may follow these steps:

Step 1.  Once you log in to the E-File Application, click on Create New
Form under the Contributors header. If this menu option is not
available, you will need to click on Contributors first.

The E-File Login page should not be bookmarked

& in your Favorites directory. The E-File login pro-
cess will not properly function when the page is
selected from a Favorites menu.

Step 2.  With the Form 499 — Create New Form page displayed, select the
form you need to complete from the dropdown menu and enter
the Filer ID this form will be applied to.

Information Center

Form 499 - Create New Form
- Contributors

- Create New Form

- Search Forms

- 498Q Bulk Submission
+ Pending Certifications
- Download Forms
+ Authorized Users

+ My Account

+ FAQs

- Terms and Conditions

Once the revision period for an FCC Form 499Q or 499A has ended
that Form will no longer be available in the dropdown menu.

E-FILE APPLICATION USER MANUAL
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Step 3. Once you click on Submit, a pop up window will be displayed
showing the Terms and Conditions. Accepting the Terms
and Conditions will allow an Authorized User to complete the
data entry and submit an electronic version to an authenticated
Company Officer to review, certify and submit the form to USAC.
Accepting the Terms and Conditions as a Company Officer will

USAC E-FILE

Helping Koe

Terms and Conditions User: Jane Doe|

If you are signing a form using an electronic signature, you are reminded that an electronic signature is equivalent to your
handwritten signature on the form. Your use of the electronic signature to affirm these certifications means that should they
prove untrue, you will be held to the same enforcement standards as those who affirm the certifications in writing. Also, by using
the electronic signature, you are affirming that you have the authority to make these cerifications and represent the entity
featured in this form. By logging into your account using your User 1D and password and clicking the “certify” button atthe end of
the form, you have submitted your electronic signature to the form

To see a copy ofthe Terms and Conditions to which you previously agreed, please click here:Terms and Conditions

Click “Accept” to affirm your compliance with the above and continue to the form

Click *Reject” to continue to the form for review and/or data entry but not electronic certification, orto print, sign, and mail a
hardcopy cerification.

allow for data entry and certification directly to USAC. If you
reject the Terms and Conditions you will be allowed to data enter
information on the form, but USAC will require a hardcopy for
processing.
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Step 4.

@

When all required data has been entered click on the Submit or
Certify button (the Certify button is only available to Company
Officers with an E-File account) to electronically validate the data
that was entered. The Form 499A — Confirmation Message page
will be displayed.

USAC

Paget

2011 FCC Form 499-A Telecommunications Reporting Worksheet (Reporting Calendar 2010 Revenues)

>>> Please read instructions before completing <<<
‘Annual Filing — due April 1, 2011

20
**For Data Entry Only. Do Not Print this Form **

Page 8

Block 6: CERTIFICATION: to be signed by an officer of the filer

G01. 499 Filer ID NEW - to be assigned by USAC

602. Legal name of filing entity

hich types of reporting entities are required to file for which purposes. Any entity claiming to be exempt from one or more contribution requirements should so certify
entities meet the de based on information provided in Block 4, even if you fail o 5o certify, below.]

[ nanea [ NP Administration

604. Please indicate whether the reporting entity is
[ state or Local Government Entity [ 1R.C.§501 or State Tax Exempt (see instructions)

605. [ 1 certify that
request nondisc

th
sclo:

and that public disclosure of such infort tantial harm to the competitive position of the company. |

1 certify that 1 am an officer of the above-named reporting entity as defined in the instructions, that | have examined the foregoing report and, to the best of my knowledge, information and
belief, all statements of fact contained in this Worksheet are true and that said Worksheet is an accurate statement of the affairs of the ab d company for the previ year. In
addition, I swear, under penalty of perjury, that all requested identification registration information has been provided and is accurate. If the above-named reporting entity is filing on a

ing i 1l of the revenue for the consolidated entities for the entire year and that the filer adhered to and continues to meet the conditions set

i basis, | certify th
forth in Section II-C of the inst

6 Sgnawre e For Data Entry Only. Do Not Print this Form™ =+~

607. Printed name of officer

First ame niddle niial ostame
608. Position with reporting entity
609, Business elephons number of offcer ) e

610. Email of this person || Required if available — not for public release || |
611 Date 22812011

612. Check those that 2pply
O original April 1 filing for year © New filer, registration only O Revised filing with updated registration O Revised filing with updated revenue data

& mail checks with this form. Send this form to: Form 499 Data Collection Agent ¢/o USAC 2000 L Street, NW. Suite 200 Washington DC, 20036
For additional information regarding this contact: Worksheet information: (888) 641-8722 or via email: Form499@usac.org

ge4 PageS Pagef Page7 Preview Form

PERSONS MAKING WILLFUL FALSE STATEMENTS IN THE WORKSHEET CAN BE PUNISHED BY FINE OR IMPRISONMENT UNDER TITLE 18 OF THE UNITED STATES CODE, 18 U.S.C. § 1001

[Previous Page | [ Click here to Preview and Submit the form |

If there are errors displayed in a pop-up window when the
Submit or Certify button was clicked, correct the errors and enter
any missing data. Data fields with errors or missing data will
be highlighted. Once complete click on the Submit or Certify
button.

Only a Company Officer with access to the E-File Application will
have the Certify button available to him or her. Authorized Users
will only be able to submit the Form 499 to a Company Officer for
review.
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Step 5.  With the Form 499A — Confirmation Message window open, click
on Click Here to open the form for printing or Close to close the
window.

USAC

Form 499A - FILING INCOMPLETE--SIGNED COPY NEEDED

Filing Year: 2010
Operation Status: Successful Submission; Signed Capy
Needed

Thank you for submitting your 499 worksheet to the Form 499 Data Collection Agent (DCA).
Your filing is not complete. You must print your submission, have an officer of your company sign it, and mail it to:
Form 499 Data Collection Agent

2000 L St NW, Suite 200
Washington DC 20036

Please note: USAC cannot accept your filing until you have mailed in the signed form. Failure to do so could result in fines or fees.

Click Here to return to your 499 submission and print your completed form.

Step 6. If the officer of the company listed on the form does not have an
account, the officer must sign the form and mail it to the USAC
address listed on the form. Once the hardcopy has been submitted

If the Company Officer listed on an electronically data entered
& Form does not have an E-File account, all Forms will be required
to be mailed to USAC at the address listed on the Form.

and processed, USAC will e-mail the Company Officer his or her
password for future use in the E-File Application, at which time
the E-File Application may be used.
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3.2.1. FCC Forms 499A Pending Certification

After the data entry portion of the FCC Form 499A is completed, the
data is placed into “Pending Officer Approval” status until the form is
reviewed and certified by the Company Officer listed on the form. To
certify one or more FCC Forms 499A, the Company Officer will need
to follow these steps after he or she has logged into E-File.

Step 1.  From the Information Center, click on Form 499A, under Pending
Certifications header which is located in the left menu.

Information Center

Company Name  TaxID
Seraen Shot Company 992999999 IDeactiate ]

rrrrrrrrrrrrrrrrr
999999999

fentitements | Deactivate

Form498SPIN  Company Name Tax 10
143033045 Scrsen shot Company 999999999 [entilements] agents] Deacivate]

JonnDoe

Step 2. From this page, the Company Officer may click on the link under
the Form 499 column to review and change any information and
then continue certifying the individual form as outlined above.

Pending Certifications: 499A
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Step 3. If the Company Officer is ready to certify, he or she may click in
the box next to each Filer ID or in the box below the check mark
to select all of the forms in that section. To review and make any
necessary changes to the forms, the Company Officer may click on
the link under Form 499 column to see the individual form.

USAC

Pending Certifications: 499A

G Formass Company Name. Filing Last Updated By Status
e Sereen Shot Company. 2008 Ssc_john _doe_cpGusac.com  Pending Offcar Approval
G1/1572008)
Line 4120 @ Line 2155 @ Line 4200 @ Line 4238 Line 4234 @
$0.00 $2,678,9500.00 5000 s0.00 $0.00
Line 423¢® Line 511a®
50.00 50.00

Jage from the FCC Formi(s) 435-A selected above. By cartifying your form(s) slectronicaly, you are mal

Jectronically sioned the selected form(s). You are reminde that an
signature, you are affirming that you have the authonty to maks

1 you cick the box

1 you do not clck the box above, you must file the form(s) in hardzopy.

At least one form must be selected for this certification process to
be activated.
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Step 4. Review the certification and terms and conditions language below
the section. Click in the box to the left of the terms and conditions
to affirm compliance.

USAC

Pending Certifications: 499A

Forms are separated into different sections by certification language.
When you select a form in one section that is pending certification,

@ the other sections will be removed. You may return to the pending
certification page later to review and certify any forms, including
forms that were in the sections that were removed, that were not
certified.
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Step 5. Once the box next to the terms and conditions is checked, the

certify button will be activated. If you are ready to certify the
selected form(s), click on the certify button. A confirmation page
will be displayed showing the form(s) certified and will also
contain a link to the Information Center page and the pending
certification pages if more forms are awaiting certification.

USAC_

Certifications: 499A

3.3. FCC Form 499Q

In this section, you will find information and procedure for completing
the FCC Form 499Q, Telecommunications Reporting Worksheet. After
reviewing section:

Account holders will be able to enter FCC Form 499 data

Account holders will be able to run a system check to verify that the
entered data is able to be submitted

Company Officers will be able to certify the FCC Form 499 online

Company Officers will be able to mail the completed and signed form
to USAC (if necessary)

The FCC requires USF contributors to file two different versions of the
FCC Form 499. The FCC Form 499A is to be filed annually in April.
The FCC Form 499Q is filed quarterly in February, May, August and
November.

An Authorized User and/or Company Officer may data enter an FCC
Form 499Q). An officer of the company must certify the Form. The form
may be submitted either (1) via hardcopy (printed, signed and mailed to
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USAC) or (2) via the E-File Application. Once received, form data is
process by USAC.

A Company Officer or Authorized User can complete the FCC Form
499Q electronically as follows:

Step 1.  Once you log in to the E-File Application, click on Create New
Form under the Contributors header. If this menu option is not
available, you will need to click on Contributors first.

USAC

Existing users may log in below

E-File Sign In

New users, please select from the options below:

The E-File login page should not be bookmarked in your Favor-
ites directory. The E-File login process will not properly function
when the page is selected from a Favorites menu.
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Step 2. Once logged in click on Create New Form, under the Contributor
menu on the left side of the page.

Step 3. With the Form 499 — Create New Form page displayed, select
the FCC Form 499Q for the filing period that is to be completed
from the dropdown menu. Then enter the Filer ID this form will
be applied to.

Information Center USAC —

Form 499 - Create New Form

- Contributors

- Create New Form

- Search Forms

- 499G Bulk Submission
+ Pending Certifications
- Download Forms
+ Authorized Users
+ My Account
+ FAQs

- Terms and Conditions

Once the revision period for an FCC Form 499Q or 499A has end-
ed that Form will no longer be available in the dropdown menu

E-FILE APPLICATION USER MANUAL
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Step 4.

E-FILE APPLICATION USER MANUAL

Once you click on Submit, a pop up window will be displayed
showing the Terms and Conditions. Accepting the Terms
and Conditions will allow an Authorized User to complete the
data entry and submit an electronic version to an authenticated
Company Officer to review, certify and submit the Form to USAC.
Accepting the Terms and Conditions as a Company Officer will
allow for data entry and certification directly to USAC. If you
reject the Terms and Conditions you will be allowed to data enter
information on the form, but USAC will require a hardcopy for
processing.

E-FILE

Terms and Conditions User: Jane Doe

If you are signing a form using an electronic signature, you are reminded that an electronic signature is equivalent to your
handwritten signature on the form. Your use of the electranic signature to affirm these certifications means that should they
prove untrue, you will be held to the same enforcement standards as those who affirm the cerifications in writing. Also, by using
the electronic signature, you are affirming that you have the authority to make these certifications and represent the entity
featured in this form. By logaing into your account using your User ID and password and clicking the “certify” button at the end of
the form, you have submitted your electronic signature to the form.

To see a copy ofthe Terms and Conditions to which you previously agreed, please click here:-Terms and Conditions
Click “Accept” to affirm your compliance with the above and continue to the form.

Click “Reject” to continue to the form for review and/or data entry but not electronic cerification, or to print, sign, and mail a
hardcopy certification

If there are errors displayed in a pop-up window when the
“Click here to Preview and Submit the Form” or “Click here
to Preview and Certify the Form” button is clicked, correct the
errors and/or enter the missing data, then click again on the button
when complete. Data fields with errors or missing data will be
highlighted.

#+++++=Data Entry Purpose Only. Ploase Do Not Print this Form:
Firat: [First
o

e
I —

Jego
fiest@test com

10302009
9

100 not mail checks with ths for s form o Form 4 u 4, W Sute

ERSONS WILLFULLY MAKING FALSE STATEMENTS N THE WORKSHEET CAN BE PUNISHED BY FINE OR IMPRISONMENT UNDER TITLE 18 OF THE UNTED

o
STATES CODE, 18U S.C. §1001
Previen Forn | |_Save Form | | Gick here to Preview and Cerly the form
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Step 5.  Once complete click on the “Click here to Preview and Submit the
Form” or “Click here
to Preview and Certify
the Form” button. If
no errors are found,
system displays the
OMB approved FCC
Form 499Q in PDF.
Click Certify.

[ WO ® eeer v B -

50.00 $0.00 $0.00 1

50.00 $0.00 $0.00

50.00 ‘Column (o) and (c) not requested

50.00 for Lines 117 and 118

$0.00 $0.00

$0.00 $0.00

Tamae

'52.17,54.711 and 64,604
Jove-named reportng ontty, that | have oxamined the ferogang repert and o the best of my knowiedge,
that sad the afar's of

152010
ing [ ] Rovised fing [ravisons due wiin 45 days ol rgial fing deadine]

FOM4S05 unkrssenice o
usc

Step 6. With the Form 499Q — Confirmation Message window open click
on Click Here to open the form for printing or Close to close the

window.
USAC E-FILE
i i
Form 499Q - FILING INCOMPLETE--SIGNED COPY NEEDED User: Jane Doe
Filer 499 ID: 805033 Filing Year: 2010
Filing Month: February
Revision Seq: 2 Operation Status: Successful Submission; Signed Copy Needed

Thank you for submitting your 499 worksheet to the Form 499 Data Collection Agent (DCA).
Your filing is not complete. You must print your submission, have an officer of your company sign it, and
mail it to:
Form 499 Data Collection Agent

2000 L St NW, Suite 200
Washington DC 20036

Please note: USAC cannot accept your filing until you have mailed in the signed form. Failure to do so could result in
fines or fees.

Click Here to return to your 499 submission and print your completed form.

If the officer of the company listed on the form does not have an
account, the officer must sign the form and mail it to the USAC
address listed on the Form. Once the hardcopy has been submitted
and processed, USAC will e-mail the Company Officer his or her
password for future use in the E-File Application, at which time
the E-File Application may be used.

3.3.1. FCC Forms 499Q Pending Certification

After the data entry portion of the FCC Form 499Q is completed, the
data is placed into “Pending Officer Approval” status until the form is
reviewed and certified by the Company Officer listed on the form. To
certify one or more FCC Forms 499Q, the Company Officer will need
to follow these steps after he or she has logged into E-File.
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Step 1.

From the Information Center, click on Form 499Q, under the

Pending Certifications header which is located in the left menu.

oy

Holping Koo dmericans Commeved

Information Center
- Contributors

- Create tew Form

- Sesroh Forms

4990 Bulk Submission

- Service Providers

- High Cost & Low Income
497 Online Form
525 Online Form
- Pending Certifications.
-Form 4390
~Form 4398
Form 438
- Download Forms

- Authorized Users

~Pending Users
- My Account
- Change Password
~LogOut
-FAQs
General E-file FAGS,
-E Certifcation FAQS.
e
e

Form 498 FAGs

Form 453 FAGs
- EFile User Guide

- Terms and Conditions

Step 2.

Weicome Jane Doe

Information Center

My Account | Log Out

fraes ]
= GenerslE-Fie FAQ's
- E-Centtcation FAS
= EFlle Fom 498 Fa0's
= EFlle Fom 499 FaQ's
e User Guise

Contributors
Form 499 Filer ID mpany Name Tax D
47 Screen Shot campany

fentitements ]

Form 498 SPIN ny Name.

14303364 Screen Shot Company 999999999 [Deactivate ]

|Schools & Libraries
Form 498 SP) mpany Name

143033645 Screen Shot campany 999999999 [entitlements } {Deactvate ]

[High Cost & Low Income
Form 498 SPI! pany Name
143033645 Screen Shot Company 999999999

H H
2 2
g g
EH E
H
Fl Fy Fy
% % %
El El El

fentitements] [agents] [Deacivate]

em

Full Name

S5 jon doe agenti@.. John Doe resetpwa] fentitements |
ssc john doe aui@usa. John Doe Ireset pwd] [entitiements |

From this page, the Company Officer may click on the link under

the Form 499 column to review and change any information and
then continue certifying the individual form as outlined above.

U S Advinttive Company

Helpng Koop Ariricrs Countred

Information Center
+ Contributors.
+ Service Providers
+ Schools and Libraries
+ High Cost & Low Income
- Pending Certifications
~Form 49330
~Form 4398
Form 438
- Download Forms

+ Authorized Users

- Terms and Conditions

User: Jane Doe

Pending Certifica

My Account | Log Out

To certify one or more forms, you may either select the forms individually by dlicking on the Filer ID link under the column entitled Form 499 (allowing you to view the
entire form) or you may certify through this page. F i in separate sections based on the certfication language associated with 2 particular form. You may
Rave to scrll down the page to view all forms avaiable fo certiication.

To certify one or more forms through this page, select the form(s) you choose to certify by checking the box to the left of the Form 498 column. You may select all forms in
the section by clicking the box below the check mark in the heading of the table. Upon selecting one or more forms to certify in one section, the other sections wil be
removed from the screen. As described below, you will be able to return to the Pending Certifications page at a later time to certfy the remaining pending forms, Once the
form(s) you choose to certify are selected, you must review the certfication language and the terms and conditions below and click the box to the left of the terms and
conditions. You then may click the certify button at the bottom of the page to certfy the selected forms. After cerlifying a section, a screen will appear listing the forms that

rified. This screen wil allow you to return to the Information Center page or the Pending Certfications page where you ms 55 the remaining
pending form(s).

Form 499 Company Name Filing Last Updated By Status

Screen Shot Company February 2008 Ssc_john_doe_cp@usac.com

(11/28/2008)

&) 25883 Pending Officer Approval

Line 1200 @ Line 120 @
$300.00 $900.00

CERTIFICATION LANGUAGE

The following is the certification language from the FCC Form(s) 499-Q selected above. By certifying your form(s) electronically, you are making this certification on each
form that i selected to be certified.

Test 2008 May Q language
TERMS AND CONDITION!

Dy logging into your account and clicking the “certify” button at the bottom of this page, you have electronically signed the selected form(s). You are reminded that an
electronic signature is the same as a handwritten signature on the form(s). Also, by using an electronic signature, you are affirming that you have the authority to make
these certifications and represent the entity featured in the selected form(s).

To see a copy of the Terms and Conditions to which you previously agreed, please dlick here: Terms and Conditions

1f you click the box above, you are affirming your compliance and may file the form(s) electronically.

1f you do not click the box above, you must file the form(s) in hardcopy.
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Step 3.

If the Company Officer is ready to certify, he or she may click in
the box next to each Filer ID or in the box below the check mark
to select all of the forms in that section. To review and make
any necessary changes to the forms, the Company Officer may
click on the link under the Form 499 column to see the individual

form.

Pending Certifications: 499Q

er select the forms individually by clicking on the Filer ID link under the column entitled Form 433 (allowing you to view the
i in separate sections based on the certification language associated with a particular form. You may

2 to certify by checking the box to the left of the Form 498 column. You may
Upon selecting one or more forms to certfy he

pending form(s).

v "
Form 499 Filing Last Updated By Status

825893

ssc_john_doe_cp@usac.com _ Pending Officer Approval
(11/2872008)
Line 1200 @ Line 120 @
$900.00 $900.00

CERTIFICATION LANGUAGE

The following s the certification language from the FCC Form(s) 499-Q selected above. By certifying your form(s) electronically, you are making this certfication on each
form that is selected to be certiied.

Test 2009 May Q language

TERMS AND CONDITIONS

it and clicking the "certify" button at the bottom of this page,

ou have Ily signed the selected form(s). You
by using an electroni

, you are affirming that you have th

viously agreed, pleas:

c here: Terms and Conditions

1f you click the box abov affirming your compliance and may file the form(s) electronically.

1f you do not click the box above, you must file the form(s) in hardcopy.

At least one form must be selected for this certification process to

be activated.
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Step 4. Review the certification and terms and conditions language below
this section. Click in the box to the left of the terms and conditions
to affirm compliance.

Pending Certifications: 499Q

Last Updated By Status

- Terms and Conditions 25893 Screen Shot Company February 2005 Ssc_john_doe_cp@usac.com  Pending Officer Approval
(1/2672008)

Line 1200 @ Line 120 @
$900.00 $900.00

CERTIFICATION LANGUAGE

The following is the certification language from the FCC Form(s) 465-Q selected above. By certifying your form(s) electronically, you are making this certification on each
form that i selected to be certified.

Test 2009 May Q language

TERMS AND CONDITIONS

‘e selected form(s). You are reminded that an
fiirming that you have the authority to make

Forms are separated into different sections by certification language.
When you select a form in one section that is pending certification,

@ the other sections will be removed. You may return to the pending
certification page later to review and certify any forms, including
forms that were in the sections that were removed, that were not
certified.
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Step 5. Once the box next to the terms and conditions is checked, the
certify button will be activated. If you are ready to certify the
selected form(s), click on the certify button. A confirmation page
will be displayed showing the form(s) certified and will also
contain a link to the Information Center page and the pending
certification pages if more forms are awaiting certification.

USAC

Confirmed Certifications: 499Q
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3.4. FCC Form 472

FCC Form 498 Company Officers, General Contacts and entitled
Authorized Users may access the School and Libraries Division (SLD)
Online Forms function through the E-File Application.

Step 1. To access the SLD Online Forms function you must be logged
into the E-File Application. The information on the Information
Center page will vary because it is customized based on the
permissions and entitlements associated with your account.

UsaC pi

Existing users may log in below

« New Contributor

Use caution while entering your User ID and password. Failure
to enter a valid User ID and password combination within three

& attempts will result in the User ID being locked. The USAC Cus-
tomer Service group must then be contacted at 1-888-641-8722 to
reactivate the User ID.
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Step 2.  After the Information Center appears click on the 472 Online
Bear option from the left side of the menu. The Service Provider
Home Page will be displayed.

Step 3. The menu options for the 472 Online Bear are listed across the
top. There is a help feature in the upper right corner of the form.

I -

USAC

Universal Service Administrative Company

Information Center

Helping Keep Americans Connccted

+ Contributors

. - Home O Certify BEAR © Bulk Download © Bulk Upload @ Terms and Conditions @ Return to Portal
+ Service Providers

- Schools and Libraries Service Provider Home Page
- 472 Online Bear
- Online Item 21

+ High Cost & Low Income

+ Pending Certifications

- Download Forms

+ Authorized Users )
+ My Account = Company. Al Rights Reserved.
+ FAQs

- Terms and Conditions

User instructions related to the Service Provider functions can be

@ found by placing the cursor over the “Need Help?” message in the
upper right corner of the Service Provider Home Page and select-
ing “Using Online BEAR”.
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3.5. Online Item 21

Step 1. To access the Online Item 21 function you must be logged into the
E-File Application. The information on the Information Center
page will vary because it is customized based on the permissions
and entitlements associated with your account.

Us

Existing users may log in below

Use caution while entering your User ID and password. Failure
to enter a valid User ID and password combination within three

& attempts will result in the User ID being locked. The USAC Cus-
tomer Service group must then be contacted at 1-888-641-8722 to
reactivate the User ID.

E-FILE APPLICATION USER MANUAL
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Step 2.  After the Information Center page appears, click on the Online
Item 21 option from the left side of the menu. The Search Online
Item 21 page will be displayed and will allow Authorized Users to
search and view information related to Funding Request Numbers
(FRNs) where applicants have named the Authorized User’s
company as the service provider.

Step 3. The web links across the top of the Online Item 21 page will
take you to USAC’s website and the Information Center page of

E-File.

Information Center
+ Contributors
+ Service Providers
- Schools and Libraries
- 472 Online Bear
- Online Item 21
+ High Cost & Low Income
+ Pending Certifications
- Download Forms
+ Authorized Users
+ My Account
+ FAQs

- Terms and Conditions

E-FILE APPLICATION USER MANUAL

Home > Schools and Libraries > ftem 21

Search Online Iltem 21

Please select a SPIN along with any of the following options to retrieve an Item 21.
143032627

seIn

unding vear
Date item 21 Submittd Oniine rrom | = E=Y
b e [
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3.6. FCC Form 497

FCC Form 498 Company Officers, General Contacts and entitled
Authorized Users may access the High Cost & Low Income Division
Online forms function through the E-File Application.

Step 1. To Access the High Cost & Low Income Division function you
must be logged into the E-File Application. The information on
the Information Center page will vary because it is customized
based on the permissions and entitlements associated with your
account.

USAC

Existing users may log in below

UserID:

Use caution while entering your User ID and password. Failure
to enter a valid User ID and password combination within three

& attempts will result in the User ID being locked. The USAC Cus-
tomer Service group must then be contacted at 1-888-641-8722 to
reactivate the User ID.

Step 2.  After the Information Center page appears click on the 497 Online
Form option from the left side of the menu. The Form 497 Search
page will be displayed. For assistance with the form, instructions
from the form appear when the cursor hovers over a field.
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3.7. FCC Form 525

FCC Form 498 Company Officers, General Contacts and entitled
Authorized Users may access the High Cost & Low Income Division
Online forms function through the E-File Application.

Step 1. To Access the High Cost & Low Income Division function you
must be logged into the E-File Application. The information on
the Information Center page will vary because it is customized
based on the permissions and entitlements associated with your
account.

USAC

Existing users may log in below

UserID:

Use caution while entering your User ID and password. Failure
to enter a valid User ID and password combination within three

& attempts will result in the User ID being locked. The USAC Cus-
tomer Service group must then be contacted at 1-888-641-8722 to
reactivate the User ID.

Step 2.  After the Information Center page appears click on the 525 Online
Form option from the left side of the menu. The High Cost 525
page will be displayed. For assistance with the form, instructions
from the form appear when the cursor hovers over a field.

© 2007-2011 Universal Service Administrative Company. All Rights Reserved

pg. 79



3. 8. Bulk Submission

This section contains information and procedures for creating the pipe
delimited text files that are used in the Bulk Submission process. The
Bulk Submission process allows for multiple form data in a single file
and transmit that data to USAC so your forms can be populated in a faster
and more efficient manner.

3.8.1. FCC Form 498
In creating the FCC Form 498 Bulk Submission text file, the file needs
to adhere to the following specifications:
* One row of text in the data file must equate to one form record.

* Each row (record) must contain data, which is consistent with the field
format descriptions listed in the table below.

» The pipe separator for that field must still be provided, even if no data
is provided for a field.

* Do not include column headings in the upload file.

Each record in an E-File Form 498 Bulk Submission input file must
@ contain 181 pipes (vertical bars) to serve as separators for each re-

cord’s 182 fields, regardless if there is data for all fields in the file.

Fields without data must be represented by two adjacent pipes.

* The Company Officer signature date must be entered in a valid date
format.

@ Date fields must contain data in the mm/dd/yyyy format.

» All bit fields must contain a 1 (true) or O (false).

Some data export tools convert BIT Data to “True” or “False”.
BIT fields in the E-File Bulk Submission input files must contain
a ‘613’ Or a ‘60,’.

E-FILE APPLICATION USER MANUAL
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e Phone and fax number fields must include a dash as the fourth
character.

@ Phone and Fax numbers must be formatted as xxx-xxxx.

* The Federal Employee Identification Number (Block 3, Field 18) must
be Formatted as 11 digits with dashes (xxX-XX-XXXX).

» Use caution when using spreadsheet applications such as Microsoft®
Excel to create the E-File Bulk Submission upload file. Fields
containing numbers, such as ZIP Codes, with leading zeros may drop
the leading zero resulting in invalid data.

Ensure fields containing numeric data with leading zeros, such as
ZIP Codes, retain the leading zero.

* If the Schools and Libraries Support Mechanism disbursement
payments offset (Block 13, Field 117) value is 1 (true), then you must
also include your 499 Filer ID.

* Leaving the ACH and bank account information blank will be viewed
as a change in how your disbursements will be sent to you.

ACH and Bank Account information is required to ensure future
payments are made using Electronic Funds Transfer (EFT).

© 2007-2011 Universal Service Administrative Company. All Rights Reserved

pg. 81



The following table lists all the fields that should be included in each
single row (record) of the 498 Bulk Submission file.

Form Field Element Name Form Field [Block Data Definition Required
Identifier  |Number
SPIN N/A varchar(9) Yes
Form 499 Filer ID varchar(6) No
Company Name 1 1|varchar(60) Yes
Name Company DBA or FKA 2 1jvarchar(60) Yes
Street Address 3 1jvarchar(60) Yes
F—J Address Line 2 4 1|varchar(60) No
< City 5 1jvarchar(30) Yes
:) State R 1lchar(2) Yes
Z Zip Code 7 1\varchar(10) (#### or Yes
HHHHHE-HRHEHE)
GC First Name 8 2lvarchar(30) Yes
GC MI 8 2char(3) No
GC Last Name 8 2lvarchar(30) Yes
Qd GC Title 9 2lvarchar(10) Yes
GC Phone Area Code 10 2char(3) (###) Yes
- GC Phone Number 10 2char(8) (HH#-H#HiHHE) Yes
W GC Phone Ext 10 2lvarchar(6) No
:) GC Fax Area Code 11 2char(3) (###) Yes
GC Fax Number 11 2char(8) (HH#-H#HiHHE) Yes
Z GC Street Address 12 2lvarchar(60) Yes
O GC Address Line 2 13 2varchar(60) No
— GC City 14 2varchar(30) Yes
[—4 GC State 15 2lchar(2) Yes
<< GC Zip Code 16 2lvarchar(10) (###Ht or Yes
U HHHHHE-HHHEE)
S GC E-mail Address 17 2varchar(60) Yes
] |Federal Tax D 18 3varchar(11) (##-#-#) |Yes
'ﬁ » Corporation* 19 3lchar(1) No
al Partnership* 19 3char(1) No
< Other* 19 3lchar(1) No
DUNS 20 3lvarchar(9) Yes
|- HC Remittance Company Name 21 4fvarchar(60) No
b—] HC Rem First Name 22 4jvarchar(30) No
— HC Rem Ml 22 4{char(3) No
[—rr" HC Rem Last Name 22 4fvarchar(30) No
S8
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Form Field Element Name Form Field [Block Data Definition Required
Identifier  |Number
HC Rem Title 23 4ivarchar(10) No
HC Rem Street Address 24 4jvarchar(60) No
HC Rem Address Line 2 25 4ivarchar(60) No
HC Rem City 26 4ivarchar(30) No
HC Rem State 27| 4{char(2) No
HC Rem Zip Code 28 4divarchar(10) (###Ht or No
HHHHHE-HHHEE)
>_1 HC Rem Phone Area Code 29 4ichar(3) (###) No
< HC Rem Phone Number 29 dichar(8) (HH##-H#HH#HHE) No
HC Rem Phone Ext 29 4jvarchar(6) No
:) HC Rem Fax Area Code 30 4ichar(3) (###) No
Z HC Rem Fax Number 30 dlchar(8) (- No
HC Paper Statement 4fbit** No
HC Remittance Bank 31 4ivarchar(60) No
HC Account Number 32 4jvarchar(14) No
HC Bank ACH Number 33 4fvarchar(9) No
Qd HC Rem Contact E-mail 34 4ivarchar(60) No
[ HC Co First Name 35 5lvarchar(30) No
Ve HC Co MI 35 5lchar(3) No
D HC Co Last Name 35 Svarchar(30) No
HC Co Title 36 5varchar(10) No
Z HC Co Street Address 37 5varchar(60) No
HC Co Address Line 2 38 Slvarchar(60) No
O HC Co City 39 5varchar(30) No
—  |Hccostate 40 5lchar(2) No
L HC Co Zip Code 41 Slvarchar(10) (##### or No
< HHHHHE-HHEHE)
U HC Co Phone Area Code 42 Slchar(3) (###) No
— HC Co Phone Number 42 Slichar(8) (#H-##HH) No
’_1 HC Co Phone Ext 42 Slvarchar(6) No
Q" HC Co Fax Area Code 43 Slchar(3) (###) No
Q‘ HC Co Fax Number 43 Slichar(8) (#HH-#HH) No
<< HC Co E-mail 44 5jvarchar(60) No
L] LI Remittance Company Name 45 6jvarchar(60) No
D LI Rem First Name 46 6|varchar(30) No
- LI Rem M| 46 6lchar(3) No
[_L4 LI Rem Last Name 46 6jvarchar(30) No
\
S8
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Form Field Element Name Form Field [Block Data Definition Required
Identifier  |Number
LI Rem Title 47| 6lvarchar(10) No
LI Rem Street Address 48 6|varchar(60) No
LI Rem Address Line 2 49 6|varchar(60) No
LI Rem City 50 6lvarchar(30) No
LI Rem State 51 6/char(2) No
LI Rem Zip Code 52 6lvarchar(10) (###Ht or No
- 1)
>_1 LI Rem Phone Area Code 53 6|char(3) (###) No
< LI Rem Phone Number 53 6lchar(8) (HH#-H#itH#HE) No
LI Rem Phone Ext 53 6|varchar(6) No
:) LI Rem Fax Area Code 54 6|char(3) (###) No
Z LI Rem Fax Number 54 Blchar(8)  (#H-#itHH) No
LI Paper Statement 6bit™* No
LI Remittance Bank 55 6|varchar(60) No
LI Account Number 56 6lvarchar(14) No
LI Bank ACH Number 57| 6lvarchar(9) No
Qd LI Rem Contact E-mail 58 6|varchar(60) No
(- LI Co First Name 59 7lvarchar(30) No
Ve LI Co Ml 59 7|char(3) No
:) LI Co Last Name 59 7lvarchar(30) No
LI Co Title 60 7|varchar(10) No
Z LI Co Street Address 61 7|varchar(60) No
LI Co Address Line 2 62 7|varchar(60) No
Q LI Co City 63 7|varchar(30) No
r LI Co State 64 7|char(2) No
l<< LI Co Zip Code 65 7varchar(10) (##HHHE or No
- 1)
U LI Co Phone Area Code 66 7|char(3) (###) No
— LI Co Phone Number 66 7lchar(8)  (Ht-#Httt) No
’_1 LI Co Phone Ext 66 7|varchar(6) No
Q" LI Co Fax Area Code 67| 7|char(3) (###) No
Q‘ LI Co Fax Number 67| 7\Ichar(8)  (HHH#-#HHH) No
<< LI Co E-mail 68 7lvarchar(60) No
L] RHC Remittance Company Name 69 9varchar(60) No
D RHC Rem First Name 70 Yvarchar(30) No
e RHC Rem MI 70 9char(3) No
| S - RHC Rem Last Name 70 9varchar(30) No
\
S8
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Form Field Element Name Form Field [Block Data Definition Required
Identifier  |Number
RHC Rem Title 71 9varchar(10) No
RHC Rem Street Address 72 9varchar(60) No
RHC Rem Address Line 2 73 9varchar(60) No
RHC Rem City 74 9varchar(30) No
RHC Rem State 75 9Ichar(2) No
RHC Rem Zip Code 76 9varchar(10) (###Ht or No
HHHHHE-HHHEE)
>_1 RHC Rem Phone Area Code 77 9char(3) (###) No
< RHC Rem Phone Number 77 9char(8) (#H#-H####H#) No
RHC Rem Phone Ext 77 9varchar(6) No
:) RHC Rem Fax Area Code 78 9char(3) (###) No
Z RHC Rem Fax Number 78 olchar(8) (#HH-#itHH) No
RHC Paper Statement 9bit™* No
RHC Remittance Bank 79 9varchar(60) No
RHC Account Number 80 9varchar(14) No
RHC Bank ACH Number 81 9varchar(9) No
Qd RHC Rem Contact E-mail 82 9varchar(60) No
(- RHC Co First Name 83 10jvarchar(30) No
Ve RHC Co MI 83 10[char(3) No
:) RHC Co Last Name 83 10jvarchar(30) No
RHC Co Title 84 10varchar(10) No
Z RHC Co Street Address 85 10jvarchar(60) No
RHC Co Address Line 2 86 10jvarchar(60) No
Q RHC Co City 87| 10varchar(30) No
r RHC Co State 88 10[char(2) No
l<< RHC Co Zip Code 89 10|varchar(10) (####Ht or No
HHHHE-HHHEE)
U RHC Co Phone Area Code 90 10|char(3) (###) No
— RHC Co Phone Number 90 10Ichar(8) (##H-H#HHHE) No
’_1 RHC Co Phone Ext 90 10jvarchar(6) No
Q" RHC Co Fax Area Code 91 10|char(3) (###) No
Q‘ RHC Co Fax Number 91 10Ichar(8) (##H#HH-H#H#HHE) No
<< RHC Co E-mail 93 11|varchar(60) No
L] SL Remittance Company Name 93 11fvarchar(60) No
D SL Rem First Name 94 11|varchar(30) No
e SL Rem MI 94 11|char(3) No
[_L.4 SL Rem Last Name 94 11jvarchar(30) No
\
S8

© 2007-2011 Universal Service Administrative Company. All Rights Reserved

pg. 85



Form Field Element Name Form Field [Block Data Definition Required
Identifier  |Number
SL Rem Title 95 11fvarchar(10) No
SL Rem Street Address 96 11fvarchar(60) No
SL Rem Address Line 2 97| 11fvarchar(60) No
SL Rem City 98 11jvarchar(30) No
SL Rem State 99 11[char(2) No
SL Rem Zip Code 100 11fvarchar(10) (####Ht or No
HHHHHE-HHHEE)
>_1 SL Rem Phone Area Code 101 11|char(3) (###) No
< SL Rem Phone Number 101 11[char(8) (HH##-##HHE) No
SL Rem Phone Ext 101 11|varchar(6) No
:) SL Rem Fax Area Code 102 11|char(3) (###) No
Z SL Rem Fax Number 102 11[char(8) (HH##-##HHE) No
SL Paper Statement 11bit** No
SL Remittance Bank 103 11|varchar(60) No
SL Account Number 104 11|varchar(14) No
SL Bank ACH Number 105 11fvarchar(9) No
Qd SL Rem Contact E-mail 106 11fvarchar(60) No
(- SL Co First Name 107 12varchar(30) No
Ve SL Co MI 107| 12lchar(3) No
:) SL Co Last Name 107, 12varchar(30) No
SL Co Title 108 12varchar(10) No
Z SL Co Street Address 109 12varchar(60) No
SL Co Address Line 2 110 12varchar(60) No
Q SL Co City 111 12varchar(30) No
r SL Co State 112 12|char(2) No
14:«; SL Co Zip Code 113 12varchar(10) No
SL Co Phone Area Code 114 12/char(3) (###) No
Q SL Co Phone Number 114 12char(8) (##H-#HHHE) No
e SL Co Phone Ext 114 12char(6) No
A SL Co Fax Area Code 115 12lchar(3) (##) No
A SL Co Fax Number 115 12char(8)  (#H-#itit) No
g SL Co E-mail 116 12jvarchar(60) No
< Payment Offset 117 13lbit** No
| S Business Code 1*** 14|char(4) Yes
] Business Code 2*** 14|char(4) No
. Business Code 3*** 14|char(4) No
[—rl-‘ Business Code 4*** 14|char(4) No
S8
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Form Field Element Name Form Field [Block Data Definition Required
Identifier  [Number
Business Code 5*** 14char(4) No
Auth Con Officer First Name 15varchar(30) Yes
Auth Con Officer Ml 15|char(3) No
Auth Con Officer Last Name 15varchar(30) Yes
Auth Con Officer Title 15varchar(10) Yes
Auth Con Officer E-mail 15|varchar(60) Yes
SAC 8lint(6) No
Is Competitive? 8lY/N No

@ If a SPIN is associated to multiple SACs, each SAC can be listed at
the end of the bulk submission file, as indicated above.
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keskosk

Corporation, Partnership or Other must be 1 (yes), the other two
fields must be 0 (no). This data corresponds to the Corporate
Structure data in Field 19 of Block 3 on the FCC Form 498
form.

*#%  Although BIT fields accept any non-zero value for “True,” for
consistency and simplicity this Requirements Specification and
the Technical Guide specify 1 as the “True” value. If the field is
blank the value is defaulted to 0 which is “False”.

***  Business Code information must be entered as a 3 or 4 character
code as listed in the following table:

Code Description

CAP Competitive Access Provider/Competitive Local Exchange Carrier

CEL Cellular/PCS/SMR

COX Coaxial Cable

DAT \Wireless Data

ISP Internet Service Provider

IXC Interexchange Carrier

LEC Incumbent Local Exchange Provider

LRES Local Reseller

NTP Non-Traditional Provider

OSP Operator Service

PAG Paging/Messaging

PAY Payphone Service Provider

PRE Pre-Paid Card

PRIV Private Sector Provider

SAT Satellite

SMR SMR Patch

TEN Shared Tenant Service Provider

TRES Toll Reseller

\VOIP \VoIP Provider
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a. Loading the Input File

In this section, you will find information and procedures on how
to load the E-File Bulk Submission pipe delimited text file. After
reviewing this section, an Authorized User, General Contact or
Company Officer will be able to successfully upload the Form
498 Bulk Submission text file.

Step 1. To upload a Form 498 Bulk Submission text file, proceed to the
E-File Sign In page and enter your User ID and Password. The
Information Center page will then be displayed. The information
on this page will vary because it is customized based on the
permissions and entitlements associated to your account.

Step 2.  Click on the 498 Bulk Submission option from the menu on the
left side of the page. This will display the Form 498 — File Upload

page.

USAC

Information Center

Form 499 Filer ID ompan lame Tax ID
827847 Screen Shot Company [entitiements ]

143033845 Screen Shot Company

143033645 Screen Shot Company 999999999 [entitiements ] Deactivate ]

High Cost & Low Income
Form 498 SPIN Company Name.
143033845 Screen Shot Company 999999999 [entitements] [sgents] [Deaciivate]

Ireset pwd] [entitiements |
Ireset pwd] [entitiements |

Use caution while entering your User ID and password. Failure
to enter a valid User ID and password combination within three

@ attempts will result in the User ID being locked. The USAC Cus-
tomer Service group must then be contacted at 1-888-641-8722 to
reactivate the User ID.
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Step 3.

Information Center
+ Contributors
- Service Providers
- Newr Spin
- 495 Bulk Submission

+ Schools and Libraries

+ High Cost & Low Income

+ Pending Certifications
- Download Forms

+ Authorized Users

+ My Account

+ FAQs

- Terms and Conditions

Use the Browse utility to locate and designate which file is to be

uploaded. Once you’ve selected the file you want to upload click

on the Upload button. The Form 498 — Bulk Submission Search
Page will be displayed.

USAC ~

Form 498 - Bulk Submission

Please click here to upload new file.

If a file is rejected because the file is improperly formatted,
a message will be displayed which may assist in determining the
cause of the rejection. Ensure all required columns are included
as indicated in the “Required” column from the table above. If
data is not required for a field, the pipe (vertical bar) must still be
present as a placeholder for that field.

Form 498 - File Upload
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Step 4.

Step 5.

The Form 498 — Bulk Submission — Search/Status Page allows
you to display a list of all uploaded records. This list displays the
SPIN and status of each record as well as the date the record was
uploaded.

By clicking on a record from the list, you can display a record in
form format, verify the date on the form and submit the form with
the same options the form would have as if completed through the
regular electronic submission process. If the record has errors,
the errors may be corrected in the same manner the errors would
be corrected if the form had been completed individually.

USAC

Form 498 - Bulk Submission

ssssssssssssss

Submit Selacted Delote Selacted

The Form 498 — Bulk Submission — Search/Status Page also
allows you to search and display a list of records based on the
SPIN or Process Status. To display a record with a specific SPIN,
simply type the SPIN to be displayed, in the SPIN field and click
on the Search button. To display records with a specific status,
select the desired status from the dropdown list and click on the
Search button.

The Validate button performs a data validation on all selected
records displayed on the Search/Status Page and refreshes the
Submission Status and Comments columns.
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The Form 498 — Bulk Submission — Search/Status Page can
also be used to Submit or Delete individual records or groups
of records by clicking in the check boxes next to each record or

Form 498 - Bulk

Please click here to upload new file.

P

Submission Status v
Search | validate

1 Results Found - [ Page 1/1]

you can click on the Select All check box in the header to select
all the records. Once a record or group of records is checked, an
Authorized User may click the Submit Selected button to commit
the record(s).

Form 498 - Bulk Submission

Please click here to upload new file.

Validate
1 Results Found - [ Page 1/1] Submit Selected Delete Selected
I T T T ey e
1e3022627 e, 127212008 Panding Valdaton

Prev Next

up-to
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General Contacts will submit the information to the authenticated
Company Officer that is listed in the bulk submission file.
Certain changes in data will require a hardcopy FCC Form 498
to be signed by the Company Officer then mailed to USAC at the
address listed on the form.

Similarly, after you have made your selections clicking on the
Delete Selected button will remove the selected record(s) from
the E-File Bulk Submission process.

Data on forms submitted using the Bulk Submission process are
validated in the same manner as the data on forms completed
online or received by USAC in a paper version.

Forms submitted using the Bulk Submission process must be
certified individually in the same way as the form would have
been certified if the form had been completed online.

@ Once a record has been submitted, the check box next to that re-
cord will be removed.

All records submitted using the E-File Form 498 Bulk Submission
& process, which still appear in the Form 498 — Bulk Submission
Search Page will be overwritten when you upload another file.
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3.8.2. FCC Form 499Q
Like the FCC Form 498 file, the FCC Form 499Q is a pipe delimited
text file. It is essential that the format adheres to these specifications:
* One row of text in the data file must equate to one form record.

* Each row (record) must contain data, which is consistent with the field
format descriptions listed in the table below.

* The pipe separator for that field must still be provided, even if no data
is provided for a field.

 Field data, which are auto-populate in the manual process of complete
the FCC Form 499Q will continue to be completed by the E-File
Application during the Bulk Submission process.

* Do not include column headings in the upload file.

Each record in an E-File Form 499Q Bulk Submission input file

@ must contain 58 pipes (vertical bars) to serve as separator for the
records 59 fields, whether or not there is data for all of the fields.
Two adjacent pipes will represent fields without data.

* Dates must be entered in the mm/dd/yyyy format.
» All bit fields must contain a 1 (true) or O (false).

Some data export tools convert BIT Data to “True” or “False”.
BIT fields in the E-File Bulk Submission input files must contain
a ‘613’ Or a ‘60,’.

¢ Numeric fields into which no value is entered must be set to 0.

e Phone and fax number fields must include a dash as the fourth
character.

@ Phone and fax numbers must be formatted as xxx-xxxx.
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* FCC Registration Numbers (FRNs) must include dashes as the fifth
and tenth character.

FCC Registration Numbers (FRNs) must be formatted as xxxx-
XXXX-XX.

» Use caution when using spreadsheet applications such as Microsoft®
Excel to create the E-File Bulk Submission upload file. Fields
containing numbers, such as ZIP Codes, with leading zeros may drop
the leading zero resulting in invalid data.

Ensure fields containing numeric data with leading zeros, such as
ZIP Codes, retain the leading zero.

* The company’s legal name (field 102), tax identification number (field
103) and the name the company is doing business as (field 104) are
populated from previously provided data based on the Filer ID of the
record.

* Gross-billed revenue from all sources (field 118) will be calculated and
auto-populated by summing the total carrier revenue (field 115(a)),
total end-user revenue (field 116(a)) and all other revenue (field 117).
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The following table lists all the fields that must be included in each single
row (record) of the FCC Form 499Q Bulk Submission file.

Form Field Element Name Form Block |Column Data Type Required
Field
Identifier
Filer 499 ID 101 1lchar(6) yes
Holding Company Name 105 1jvarchar(50) no
varchar(12)
FCC Registration Number1 (FRN1) 106 1|(FHHHE - - 1) yes
varchar(12)
] FCC Registration Number2 (FRN2) 106 1|(BHH-HHHE ) no
< varchar(12)
:) FCC Registration Number3 (FRN3) 106 1|(BHHH-HHH 1) no
varchar(12)
Z FCC Registration Number4 (FRN4) 106 1((FHHHE - - 1) no
varchar(12)
FCC Registration Number5 (FRN5) 106 1|(FHHHE-HHHH - 1) no
Headquarters Address1 107 1jvarchar(50) yes
Headquarters Address2 107 1jvarchar(50) no
M Headquarters Address3 107 1jvarchar(50) no
[r I i Headquarters City 107 1jvarchar(40) yes
W) Headquarters State 107 1jvarchar(2) yes
:) Headquarters ZIP 107 1jvarchar(5) yes
Headquarters ZIP plus 4 107 1\varchar(4) (####) no
Z Headquarters Country Name 107 1jvarchar(20) no
Contact First Name 108 2varchar(40) yes
O Contact Middle Initial 108 2varchar(1) no
= Contact Last Name 108 2lvarchar(40) yes
[_‘ Contact Phone Area Code 109 2varchar(3) (###) yes
<< Contact Phone Number 109 2varchar(8) (H##-###) yes
( ) Contact Phone Ext 109 2lvarchar(6) no
— Contact FAX Area Code 110 2varchar(3) (###) no
’—1 Contact FAX Number 110 2varchar(8) (H##-###) no
Q" Contact E-mail 111 2lvarchar(50) yes
Q‘ Billing USF Contact First Name 112 2varchar(40) yes
< Billing USF Contact Last Name 112 2varchar(40) yes
Billing USF Contact Address1 112 2lvarchar(50) yes
-
] illin ontac ress varchar no
Billing USF Contact Add 2 112 2 har(50)
N Billing USF Contact Address3 112 2varchar(50) no
[_L4 Billing USF Contact City 112 2lvarchar(40) yes
illing ontact State varchar yes
A Billing USF Contact Stat 112 2 har(2)
B
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Form Field Element Name Form Block |Column Data Type Required
Field
Identifier
Billing USF Contact ZIP 112 2varchar(5) yes
Billing USF Contact ZIP plus 4 112 2varchar(4) (####) no
Billing USF Contact Phone Area Code 112 2varchar(3) (###) yes
Billing USF Contact Phone Number 112 2varchar(8) (#H#-#iHH) yes
Billing USF Contact Phone Ext 112 2varchar(6) no
Billing USF Contact FAX Area Code 112 2varchar(3) (###) no
Billing USF Contact FAX Number 112 2varchar(8) (#H#-#iHHt) no
,_J Billing USF Contact E-mail 112 2varchar(50) no
< Filing Due Date* 114 3|date (mm/dd/yyyy) yes
:) Historical Total Revenue for 115(a) 3inumeric(9) yes
telecommunications provided to other
Z universal service contributor for resale
as telecommunications
Historical Interstate Revenue for 115(b) 3jnumeric(9) yes
telecommunications provided to other
universal service contributor for resale
as telecommunications
Qd Historical International Revenue for 115(c) 3numeric(9) yes
(- telecommunications provided to other
W universal service contributor for resale
as telecommunications
:) Historical Total Revenue for end-user 116(a) 3inumeric(9) yes
telecommunications revenues
Z Historical Interstate Revenue for end- 116(b) 3Inumeric(9) yes
O user telecommunications revenues
Historical International Revenue for 116(c) 3numeric(9) yes
et end-user telecommunications revenues
[ Historical All other goods and service 117 3inumeric(9) yes
<< Revenue Amt
( ) Projected Gross Billed End-User 119(b) 3jnumeric(9) no
— Interstate Revenues
,_] Projected Gross Billed End-User 119(c) 3numeric(9) no
ol International Revenues
Q Projected Collected End-User Interstate 120(b) 3jnumeric(9) no
Revenue
: Projected Collected End User 120(c) 3jnumeric(9) no
L] International Revenue
] Nondisclosure Indicator (1 = yes to 121 4bit no
requesting nondisclosure of the revenue
L [ information, 0 = no
\ Officer First Name 123 4ivarchar(40) yes
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(Revised))

Form Field Element Name Form Block |Column Data Type Required
Field
Identifier
Officer Middle Initial 123 4ivarchar(1) no
Officer Last Name 123 4ivarchar(40) yes
Officer Position Description 124 4jvarchar(40) yes
Officer E-mail Address 125 4fvarchar(50) yes
Officer Signature Date 126 4{date (mm/dd/yyyy) yes
Filing Type Code (1 (Original) or 2 127 4int yes

Notes:

Filing Due Date should be:

- 02/01/yyyy for the February 1 filing,
- 05/01/yyyy for the May! filing,

- 08/01/yyyy for the August 1 filing, or

- 11/01/yyyy for the November 1 filing

© 2007-2011 Universal Service Administrative Company. All Rights Reserved

pg. 98



E-FILE APPLICATION USER MANUAL

a. Loading the Input File

This section reviews information and procedures for loading the
FCC Form 499Q Bulk Submission. After completing this section,
Authorized Users, Preparers and Company Officers will be able
to upload the FCC Form 499Q Bulk Submission text file.

Step 1.  To upload a Form 499Q Bulk Submission text file, proceed to the
E-File Sign In page and enter your User ID and Password. The
Information Center page will then be displayed. The information
on this page will vary because it is customized based on the
permissions and entitlements associated to your account.

Information Center

|contributors
Form 499 Filer ID Company Name. TaxID
827847 Screen Shot Company

u E-File User Guide

Form 498 SPIN Company Name. TaxID
143033845 Screen Shot Company 999999999

Form 498 SPIN
143033845 Screen Shot Company 999999999 [entitiements ] Deactivate ]

High Cost & Low Income

Form 498 SPIN Company Name. Tax ID
143033845 Screen Shot Company 999999999

[entitements] [sgents] [Deaciivate]

Use caution while entering your User ID and password. Failure
to enter a valid User ID and password combination within three

@ attempts will result in the User ID being locked. The USAC Cus-
tomer Service group must then be contacted at 1-888-641-8722 to
reactivate the User ID.
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Step 2. Click on the 499Q Bulk Submission option from the menu on
the left side of the page to display the Form 499Q — File Upload

page.

Form 499Q - Bulk

Please click here to upload new file.

FilerID.
Submission Status v
Search

No Results Found

Information Center
- Contributors

- Create New Form

- Search Forms

- 4990 Bulk Submission

+ Service Providers
+ Schools and Libraries

+ High Cost & Low Income . .
Step 3. Use the Browse utility to locate and designate

which file is to be uploaded. Once you’ve selected the file
you want, click on the Upload button. The Form 498 — Bulk
Submission Search Page will be displayed.

+ Pending Certifications
- Download Forms

+ Authorized Users

+ My Account

+ FAQs

- Terms and Conditions

USAC

Form 499Q - File Upload
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Step 4.

Step 5.

If a file is rejected because the file is improperly formatted, a
message will be displayed which may assist in determining the
cause of the rejection. Ensure all required columns are included
as indicated in the “Required” column from the table above. If
data is not required for a field, the pipe (vertical bar) must still be
present as a placeholder for that field.

The Form 499Q — Bulk Submission — Search/Status Page allows
you to display a list of all uploaded records. This list displays the
Filer ID and status of each record as well as the date the record
was uploaded.

USAC

Form 499Q - Bulk Submission

rrrrrrr
ssssssssssssss

Submit Selacted Delote Selacted

By clicking on a record from the list, you can display a record in
form format, verify the date on the form and submit the form with
the same options the form would have as if completed through the
regular electronic submission process. If the record has errors,
the errors may be corrected in the same manner the errors would
be corrected if the form had been completed individually.

The Form 499Q — Bulk Submission — Search/Status Page also
allows you to search and display a list of records based on the
Filer ID or Process Status. To display a record with a specific
Filer ID, simply type the Filer ID to be displayed, in the Filer ID
field and click on the Search button. To display records with a
specific status, select the desired status from the dropdown list
and click on the Search button.

The Validate button performs a data validation on all selected
records displayed on the Search/Status Page and refreshes the
Submission Status and Comments columns.
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Step 6. The Form 499Q — Bulk Submission — Search/Status Page can
further be used to Submit or Delete individual records or groups
of records by clicking in the check boxes next to each record next
to each record or you can click on the Select All check box in
the header to select all the records. Once a record or group of
records is checked, the Authorized User, Preparer or Company
Officer may click on the Submit Selected button to transmit data
to USAC and request the Company Officer to certify the forms.
The forms will only be processed by USAC once they are certified
by a Company Officer.

Form 499Q - Bulk Submission

Similarly, after you’ve select made your selections clicking on the
Delete Selected button will remove the selected record(s) from
the E-File Bulk Submission process.

Data on forms submitted using the Bulk Submission process are
validated in the same manner as the data on forms completed
online or received by USAC in a paper version.

Forms submitted using the Bulk Submission process must be
certified individually in the same way as the form would have
been certified if the form(s) had been completed individually
online.

@ Once a record has been submitted, the check box next to that re-
cord will be removed.

All records submitted using the E-File Form 499Q Bulk Submis-
& sion process, which still appear in the For 499Q — Bulk Submission
Search Page will be overwritten when you upload another file.
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4. Internet Information

This section contains information about how the E-File Application interacts
with your web browser and computer operating system.

4.1. Browser Specs

A web browser is a program that allows you to access pages on the World
Wide Web. The USAC Web site is optimized for version 7.0 of Microsoft
Internet Explorer. If you are using an older browser, download the latest
version or contact your Internet Service Provider for more information.

4.2. USAC Web Site

The USAC Web site, www.usac.org, offers a variety of useful information
of interest to USF Contributors and Service Providers. The USAC Online
section provides access to certain forms and administrative functions
associated with the submission of those forms. Retrieval of previously
saved or submitted forms is restricted by User ID and Password.

4.3. Cookies

A cookie is a text-only string that is entered into the memory of your web
browser. If the lifetime of this value is set to be longer than the time you
spend at a site, this string is saved to a file for future reference.

A standard cookie is written to your hard drive and is used to remember
you the next time you visit a site. A session cookie resides in the web
browser’s memory and only retains information until all browsers are
closed and the session is thus ended. The USAC Web site uses only
session cookies.

4.4. Spawning New Windows

Some pages on the USAC Web site spawn a window (open a new browser
window) when they are accessed. For example, when you open a Form,
you are spawning a new window. Remember to close the new window
whenever you want to exit it and return to where you were in the USAC
Web site.

4.5. System Timeout

The E-File Application times out after it has been inactive for one
hour or more. If the system has timed out, the login screen will appear
when you attempt to resume work. Upon successful completion of the
Login process, you will be able to continue from the point the timeout
occurred.

E-FILE APPLICATION USER MANUAL
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5. Glossary

Agent

A user created by either a Company Officer or General Contact.
This account is a type of Authorized User. This person is able to
perform certain tasks such as data enter FCC Forms 497 or 525, and
certify FCC Forms 525, for the SPIN associated with him or her.
An online form certified by an Agent also requires a certification by
the carrier. The account is controlled by both the Company Officer
and General Contact who have the ability to grant and remove en-
titlements and deactivate the account. This user is referred to as an
“Agent” or an “Agent Authorized User.”

Authorized User

A user created by either a Company Officer or General Contact.
This person is able to perform certain tasks such as data entry and, in
limited circumstances, certify forms, within the E-File Application
based on the entitlement(s) provided to him or her. The account, if
created by FCC Form 498 account holders, is controlled by both the
Company Officer and General Contact who have the ability to grant
and remove entitlements and deactivate the account. An Agent is a
type of Authorized User.

Company Officer

An officer of the company able to certify certain FCC forms on be-
half of the company. The account is assigned to the company officer
who certifies the form in hardcopy. With the account, the company
officer has the authority to data enter, correct data, and certify cer-
tain forms through the E-File Application. As used in the E-File Ap-
plication User Manual, this term usually refers to a company officer
who has an existing account.

E-File Application

A web-based application that allows participants in the Universal
Service Fund to electronically enter data, verify, submit and certify
forms related to and/or required by the fund and its programs.

Entitlement

The ability of a user to see certain information and perform certain
tasks in the E-File Application. Entitlements are defined either by
the type of account a user is given or, in the case of Authorized
Users, by what entitlements the Company Officer and/or General
Contact granted to the Authorized User.

Filer ID

A unique number that is used to identify a contributor to the Univer-
sal Service Fund.
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General Contact
The person listed on page 1 of the FCC Form 498. A General Contact
is able to data enter and, in certain circumstances, certify forms.

Preparer
The contact listed in Block 2-A of the FCC Form 499A or Block 2
of the FCC Form 499Q. A Preparer is authorized to view and data
enter information that then needs to be approved and certified by the
company officer listed on the form in the E-File Application.

SPIN
Service Provider Identification Number. This number is a spe-
cific identifier given to service providers that participate in a
program(s).
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