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Agenda

 The purpose of the 471

 Before you start your 471

 Before you submit your 471

 Let’s go through the 471 step-by-
step
− Application
−Certifications
− Item 21 attachments
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The purpose of the 471

 Requests discounts on eligible 
services

f h− Reports information on the service 
providers and services you have 
chosen

− Provides a list of schools that will 
receive services

− Includes the discount calculation 
information including the student information including the student 
NSLP data

− Certifies your compliance with 
program rules

Before you start your 471

 Gather the information you’ll need to 
complete your form

C t t t i f ti− Current contact information
− List of all priority one services you 

currently have functioning and at what 
speeds

− List of all entities that will receive services
− List of total enrollment and eligibility of 

the NSLP
− All the contracts that you have signed 

including the total cost of all requests
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Let’s look at the 
form itselfo

To begin: 
http://www.universalservice.org/sl
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Click “Create Form 471” to 
begin the 471 process.
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Make this identifier 
something that will 
indicate the contents of 
this 471.
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Make sure you have 
selected the correct 
funding year for your 
application.

Select the correct type of 
application you’re submittingpp y g

Don’t overlook 
this section if 
you’re a 
consortium

This person should be able to 
answer questions concerning the 
application.

Take 
advantage of 
this area!

When inputting this information, know that this is the means by which 
vendors reach you for questions – don’t give out information you want 
to retain as private.  You do not have to complete all areas but only 
information you want the public to have. One MUST be checked!
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This screen is important.  Print it for saving and 
coming back into this application.

Broadband - a service or system 
requiring transmission channels 
capable of supporting rates greater 
than the Integrated Services Digital 
Network (ISDN) primary rate

A drop is defined 
as one port.
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Since all of the entities supported by 
TPESC are schools, districts, or 
consortiums, you will not complete 
Block three and should get this 
message.

You now have some options to consider in Block 4.  

You must complete a separate worksheet for each 
group of entities sharing one or more services.  If you 
are filing as a consortium, you may also need to 
include one or more worksheets for individual school 
or school district consortium members

If you filed a block 4 from a 
previous year and nothing 
big has changed, you may 
want to consider this as a 
time saving option.
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For our purposes here, we’re going to 
choose “Continue On to Block 4” instead 

of a Block 4 upload

Once you have selected your entity, you’ll then 
get to add the information about each entry.

NCES Codes can be attained 
at 
http://tpesc.esc12.net/erate
/yrlyresources.html

Or by going to the NCES 
website: 
http://nces.ed.gov/ccd/searc
h asph.asp

Texas information:

http://www.universalserv
ice org/sl/applicants/stepice.org/sl/applicants/step
05/urban‐
rural/msa/texas.asp

Now, click 
‘Add New 
Entity’.
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If you have not input the NCES code, you will 
get this dialogue box –

You’ll want to click on “Display Worksheet” to 
check for accuracy.

You have now added an entity to ‘worksheet A’.  You can have more 
entities for this worksheet or you can add more worksheets to this Form 
471.  I’d suggest you read the instructions carefully to make this section 
smooth for yourself. 
Once you have all your entities listed you’ll click on “Block 5”. 
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Now that you have all the schools (entities) listed, you’ll 
need to use Block 5 to indicate what services you’ll need.  
I’d suggest you have a copy of the Form 471 in front of you 
as you move through all four category selections.
You’ll begin by choosing what category you want to 
request funding within.

select “Search”.select “Search”.

Once you have the category, you’ll list the Service Provider Identification Number 
and select “Search”.

If you need to look up a SPIN number for a 
provider, go to this web page and search 
for the number: 
http://www.sl.universalservice.org/Forms/S
PIN_Contact_Search.asp

Once you have the correct vendor clickOnce you have the correct vendor, click 
‘accept’.
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You’ll have the entire Block 5 to 
complete for this particular Funding 
Request (FRN).  This is the top 
section of Block 5.

You’ll notice a lot of pop up screens that help secure 
accuracy for you.  Read them carefully before 
clicking your selection.
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20 a or b, but not both!

20a: only used if the FRN is 
for non-contracted services

20b: complete only if the 
FRN is for contracted 
services

Each Block 5 should be referenced with an 
associated exhibit with contract and/or billing 
documentation

Insert the attachment reference number 
for each FRN.  Make sure the 
submitted attachment matches this 
number exactly so PIA can accurately 
connect Block 5 with the 
documentation submitted.
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Caution: Unless all entities in your district 
worksheet are going to share this service, 

’ll d ddi i l k hyou’ll need to create additional worksheets 
that reference ONLY those locations that 
will share in this FRN.

How much are you asking for?
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This is the dollar figure for 
which you are asking 
reimbursements!
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Go through each field carefully and 
then, review your FRN.

At this point, you either need to add another FRN 
or, go to Block 6.

In Block 6, you’ll want to read every set of 
questions to make sure you can represent 
each question authentically.
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a, b, and c will be filled in automatically 
if you file on-line.

On line d, input ALL moneys you 
spend in technology for which 
E-Rate won’t cover.

Next, you’ll see this screen.
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Now you need to go back to the ‘on-line’ 
section of the SLD website and complete the 
certification process by selecting “Certify 
Complete”.

Once you have completed either the paper 
certification or the eCertification, your 471 
process is completed.

Contact Information

 E-Rate Support
erate@esc12 net 254-297-1123erate@esc12.net 254-297-1123

 Technology Planning
eplan@esc12.net 254-297-1275

 STaR Chart Support
starchart@esc12.net 254-297-1275starchart@esc12.net 254 297 1275
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Questions?


