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Online Form 497

• FCC Form 497 Overview
• Establishing User Entitlements for Online Forms 497 and 525

• Process
• New Service Providers
• Current E-File Users
• Authorized User vs. Authorized Agent
• Creating Entitlements
• Helpful Tips and Common Questions

• Completing Form 497
• Process
• Overview and Validations
• Helpful Tips
• Filing a Single Form 497
• Filing Multiple Forms:  Bulk Upload

• Certification
• Future Upgrades

Overview
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ESTABLISHING USERS FOR 
FORMS 497 AND 525
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Establishing User Accounts

Go to https://forms.universalservice.org

Sign in here if you 
have used E-File in 
the past, or if you 
have received a 

USAC assigned User 
ID and password

Sign in here if your  
company is new to 

E-File



www.usac.org
5

Establishing User Accounts—New Service 
Providers

New Service Providers must complete a Form 498
•New ETCS

•Companies without SPINS must complete the form and mail a copy to USAC.  
USAC will provide a user ID and password.

•Companies with outdated Form 498s (officers were not updated on Form 498, form 
was last updated prior to 2004), companies with SPINs who have never used E-File

•Companies with SPINS must complete the form and fax it to USAC.  USAC will 
provide a user ID and password. 



www.usac.org
6

Establishing Users—Current E-File Users

If 497 and/or Online 
Form appears in your 

Information Center 
STOP, your 

entitlements are 
current. 
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Officer/General 
Contact sign into E-

File

Establish Existing 
User

Update User 
Entitlements in the 
Information Center

Assign appropriate 
SPIN(s)

Notify User of new 
Entitlement

Establish New User Create New User

Determine if he or 
she is an Authorized 
User or Authorized 

Agent

Assign appropriate 
SPIN(s)

Reset Password

Notify user of User 
ID and password 

Establishing User Accounts—Process 
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498 General Contacts or Officers must establish user entitlements for FCC 
Forms 497 and 525

•Authorized Users (company employees) can enter data, save data, and certify form
•Authorized Agents (consultants) can enter data and save data

Establishing User Accounts—Authorized 
Users vs. Authorized Agents
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498 General Contacts and/or Officers establish 497 and/or 525 users and 
entitlements

•Select “Authorized Users” to view current Users and modify entitlements

Establishing User Accounts—Existing Users
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Existing Authorized Users
•Information Center-Authorized User will display all authorized users 
established by you
•Select “Entitlements” to add Authorized Users and Authorized Agents 
that will have access to the Form 497 and/or 525

Establishing User Accounts—Existing Users
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All Assigned and Available HCLI 497 and/or 525 SPINS will display 
•Check the HCLI 497 SPINs you want to assign
•Select “Assign”

Establishing User Accounts—Existing Users



www.usac.org
12

You will receive a confirmation message if the assignment was successful.

Establishing User Accounts—Existing Users

Officers and General Contacts must notify users about 
the Entitlement change
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You will receive a failure message if the assignment was not successful.

Establishing User Accounts—Existing Users

•Select “OK” to return to the “Information Center-
Authorized Users” page
•Select the back arrow to return to the previous 
page
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498 General Contacts and/or Officers must set up 497 and/or 525 users and 
entitlements

•Select “New User” to establish new accounts

Establishing User Accounts—New Users
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•Enter the new user’s email address
•Select “Search”

Establishing User Accounts—New Users
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•Only check “HCLI 497 Agent”  and/or “HCLI 525 
Agent” if the user is an agent (consultant), 
otherwise leave it blank
•Select “Next” once all required fields are 
completed

Establishing User Accounts—New Users
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•Check the SPINS for which you want to assign 
the user
•Select “Save” on the bottom of the page

Establishing User Accounts—New Users
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You will receive a confirmation message if the assignment was successful.

Establishing User Accounts—New Users

Return to Authorized Users 
Information Center to set 
passwords
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Establishing User Accounts—New Users

•Select “reset pwd”
•Select “OK” to reset password for the selected user
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You will receive a confirmation message with the new password.

Establishing User Accounts—New Users

Officers and general 
contacts must provide 
users with User IDs and 
passwords.
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E-File
• Do not share your User Name and Password
• A User Guide and FAQs are available
• Users will be locked out after 3 failed Log In attempts

I don’t know my password
• Officers & General Contacts—Call 888-641-8722 (prompts 

#3, #1, #2) and USAC will reset your password over the 
phone

• Other Users—The Officer or General Contact must reset 
your password

My company has a new officer
• Complete a new Form 498 and fax it to 888-637-6226

Establishing User Accounts—Helpful Tips 
Common Problems

21
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LIVE DEMO—E-FILE

https://forms-test.usac.org/spc�
https://forms-test.usac.org/spc�
https://forms-test.usac.org/spc�
https://forms-test.usac.org/spc�
https://forms-test.usac.org/spc�
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COMPLETING ONLINE FORM 
497
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Authorized User 
signs in to E-

File

Authorized User 
accepts Terms 
and Conditions

Authorized User 
enters 497 data

Authorized User 
saves 497 data

Authorized User 
certifies 497

Process—Authorized User
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Process—Authorized Agent

Authorized Agent 
signs in to E-File

Authorized Agent 
accepts Terms and 

Conditions
Authorized Agent 
Enters 497 Data

Authorized Agent 
saves 497 data

Authorized Agent 
notifies Authorized 
User that the 497 
has been saved

Authorized User 
reviews and 
certifies 497
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Go to: https://forms.universalservice.org/usaclogin/login.asp

Sign in here if you 
have used E-File in 
the past, or if you 
have received a 

USAC assigned User 
ID and password

Contact your 
company’s officer 

or general 
contact if you 

don’t have a user 
ID

Overview and Validations
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New Users must change 
their passwords the first 
time  they log into E-File

Overview and Validations-1st Time E-File Users
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Users will receive a 
confirmation message for 

a successful password 
change

Go back to E-File 
homepage

Overview and Validations-1st Time E-File Users
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Read and 
accept/reject full 

Terms and 
Conditions

Overview and Validations-1st Time E-File Users
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Select 497 Online Form
from the Information 

Center

Overview and Validations
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Users must Accept or Reject the Terms and 
Conditions each log in

•Accept will lead to the online 497
•Reject will return back to the E-file 
homepage

Overview and Validations
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Bulk Upload  is 
available to users 

that submit data for 
multiple SPINS 
and/or SACs

Online 497 
defaults to 
single form 
submission

Carriers must submit 
separate forms/bulk 

uploads for each month

Overview and Validations



www.usac.org
33

•Online 497 displays a list of SACs related to the selected SPIN
•Carriers can submit new or revised forms for any month during the Administrative Window 
•Filing Status lists whether there is currently No Filing, a Saved form, or a Certified form
•Submission Type tells you if a form was submitted Online, Offline, or N/A
•View/Print displays PDFs of forms submitted online 

Overview and Validations
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Selecting Save both saves data and identifies 
errors

Users can save the form at anytime and move on 
to another page, or Exit to 497 Search page 

Online 497 
pre-populates 
select fields

Overview and Validations
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Online 497 runs 
calculations

Layout is similar to 
paper 497

Online 497 
identifies and 
explains errors

Overview and Validations
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Help language appears when you 
hover over a field

Overview and Validations
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Online 497 displays 
Totals on each page

Overview and Validations
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Outstanding 
errors will 

appear when 
user selects 

Certify Only Authorized 
Users can view 
the Certify page 
(Agents cannot 
certify forms)

After selecting Certify, Authorized 
Users should Exit to 497 Search
After selecting Certify, Authorized 
Users should Exit to 497 Search

Overview and Validations
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•Carriers that submit forms for more than one 
SPIN/SAC combination can use the 497 Bulk Upload

feature
•USAC will provide formatted spreadsheet for upload

•Carriers can only submit data for one month on a 
spreadsheet

Overview and Validations
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Online 497 will notify 
users of failed bulk 

upload

View Details provides a 
text file detailing:

Errors and warnings by 
row and column

Online 497 rejects spreadsheets with errors

Overview and Validations
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Online 497 uploads error-free spreadsheets

Online 497 will notify 
users of successful 

bulk upload

Displays file name and 
upload details

Select 497 Search to 
certify online submissions

Overview and 
Validations
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Online 497 uploads error-free spreadsheets

All forms submitted via 
Bulk Upload are displayed

Select 497 to certify forms

Overview and Validations
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Form Submission
• ETCs began using the Online 497 with their August 

2009 submissions
• New ETCs must submit their first 497 via mail, fax or 

email
• Only submit one copy (do not fax or mail copies of 

forms submitted online)
• Bulk upload will only accept error-free submissions

Validations
• .01-.49 rounds  .50-.99 rounds 
• Authorized Users should review data submitted by 

Authorized Agents

Completing the 497—Helpful Tips

43
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LIVE DEMO—SINGLE FORM
LIVE DEMO—MULTIPLE FORM

https://forms-test.usac.org/spc�
https://forms-test.usac.org/spc�
https://forms-test.usac.org/spc�
https://forms-test.usac.org/spc�
https://forms-test.usac.org/spc�
https://forms-test.usac.org/spc�
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FUTURE UPGRADES
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Bulk Certify

• Carriers can 
certify multiple 
forms at once

E-File

• Modifying 
Authorized 
Agent/Authorized 
User status will 
be easier

Future Modifications

46
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QUESTIONS AND ANSWERS
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Contact us

Form498@bcd.univer
salservice.org

lifilings@usac.org

tdavis@usac.org
lifilings@usac.org

48
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