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Deactivate or Reactivate
an EPC User

Note: Only the Account Administrator can either deactivate 
a user or reactivate a user who has been deactivated
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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 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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Deactivate a User
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Deactivate a User

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

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

③ Then click on the “ADD AND REMOVE EXISTING USERS” button
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④ A list of users for your organization will appear. Review each user’s status under 
the column “Active” and then click the link for the name of the user to be deactivated 
(only active users can be deactivated).

Deactivate a User
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Deactivate a User

⑤ On the user’s profile screen click on the “Related Actions” link
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Deactivate a User

⑥ Click on the “Deactivate User” link
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Deactivate a User

⑦ Enter a reason explaining why you are 
deactivating this user in the “Notes” field

⑧ Then click on the “SUBMIT” button
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Deactivate a User

⑨ Click on the “YES” button in 
the pop-up window to proceed
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Reactivate a Deactivated User
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Reactivate a User

① If you know the name of a deactivated user previously associated 
with your organization, navigate to the “Records” tab

② Click on the “Users” block
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Reactivate a User

③ Use the “STATUS” drop down menu to select “Inactive”
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Reactivate a User

④ Enter the name of the user in the search 
box and click on the “SEARCH” button

⑤ Then click on the name link 
for the user to be deactivated
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Reactivate a User

⑥ On the user’s profile screen click on the “Related Actions” link
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Reactivate a User

⑦ Click on the “Reactivate User” link
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Reactivate a User

⑧ Enter a reason explaining why you are 
reactivating this user in the “Notes” field

⑨ Then click on the “SUBMIT” button
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Reactivate a User

⑩ Click on the “YES” button in 
the pop-up window to proceed
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