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Create a New EPC User

Note: Only the Account Administrator can create a new user
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Log In
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Log In

① Navigate to 
https://forms.universalservice.org/portal

② Log into One Portal with your username  
(your full email address) and One Portal password
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Log InLog In

③ Complete the steps as prompted to obtain and enter a one-time verification code

④ Once you have successfully logged into One Portal and are viewing its dashboard, 
access EPC by clicking on the gray block for “E-Rate Productivity Center (EPC)”
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Log InThe EPC Landing Page will display
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Manage Users
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Manage Users

① Click on the “Manage Users” link on your landing page
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Manage Users

② Check the check box next to 
the name of your organization

③ Then click on the “CREATE A NEW USER” button
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④ Complete the fields with name and contact information for the new user

Manage Users

⑤ Select the permissions 
you want to give this user 
for each specific form and 
activity or use the “Apply 
All” selection to apply the 
same permission to all 
forms and activities at once

⑥ Click on the 
“CONTINUE” button
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⑦ Review the information on the Confirm User Details page

Manage Users

⑧ Click on the “SUBMIT” button to confirm the information
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⑨ Click on the “Yes” button in the pop-up window to proceed

Manage Users
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Next Steps
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The new user will receive an email invitation to sign in to EPC, create a password, and 
accept the terms and conditions.

Once the user accepts the terms and conditions, they will have access to the 
functionality that the role you assigned to them permits.

The user must accept the terms and conditions before you can modify their role or 
assign them additional roles, such as Account Administrator or General Contact. 

Next Steps
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