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To accommodate all attendees, real-time closed captions will be present 
during this presentation. We apologize in advance for any transcription 
errors or distractions. Thank you for your support. 
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DISCLAIMER
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• The audience will remain on mute.

• If your audio or slides freeze, restart the webinar.

• A copy of the presentation is in the ‘Handouts’ 
section of webinar panel.

• Enter questions at any time using the 
‘Questions’ panel.
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Housekeeping
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Please be aware that this webinar is being recorded.

A copy of the recorded webinar, along with a copy of the presentation will 
be available on the Service Provider’s ‘Webinars’ webpage within two 
days.

Future webinars are also posted on the webpage as well as their 
registration link. At the beginning of each quarter, all webinars scheduled 
for that quarter will be posted.
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Webinar Recordings

https://www.usac.org/service-providers/learn/webinars/
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Meet Our Presenter

Amy Kavelman
Senior Telecom Industry Analyst | Contributor Operations 

Ms Kavelman is a member of the 499 team that analyzes revenue reported on the 
FCC Form 499-A.  She has worked at USAC for 14 years.
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• Introduction

• Webinar Format

• E-File Messaging

• Questions

• Assistance Resources
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Agenda
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• Office Hours will be held monthly.

• Brief presentation of a common topic at the beginning

• Open the floor to questions from attendees
• Attendees type their question in the ‘Questions’ box in the GoToWebinar panel
• USAC staff will repeat the question so everyone can hear
• USAC staff will answer the question, keeping identify of the asker private
• If question contains specific company information, USAC staff will follow-up with 

an email, keeping the question private.
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“Office Hours” Webinar Format
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E-File Messaging
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• A communication tool that will allow anyone with E-File access to send 
and receive secure messages about information pertaining to their 499 
Filer ID.

• Message tool that will capture and save your correspondence with 
USAC analysts in a secure location.

• Direct messages that include details as well as updates from company 
users and USAC analysts.

E-File Contributor Messages Tool 

What Is It?

Presenter Notes
Presentation Notes
The E-File Contributor Messages Tool provides service provider users with a tool to communicate securely regarding revenue reporting on FCC Forms 499 while capturing and saving all of that correspondence in one secure location.  



Next, lets discuss some changes that you will see.
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• When USAC analysts send issues or have general questions about 
revenue reported on the FCC Form 499-A, the analysts will post a 
message in E-File Contributor Messages.
• USAC will send an automatic notification email to the preparer of the 499-A 

when the new message is posted.

• This notification email may also be sent to company officers that have a 
registered user ID for that service provider when applicable.

• Instead of responding through email, company users can now view 
issue details and respond directly in E-File.

E-File Contributor Messages Tool 

Presenter Notes
Presentation Notes
Currently, whenever an issue is identified, USAC sends the service provider a generic e-mail indicating there is a message from USAC to reply via e-mail to Form499@usac.org inbox. With Messages, the generic message will be sent notifying the preparer and /or officer that a message has been posted within E-File. 

The notification will be sent to all officers and/or preparers that have the “499 Processing” box checked.

 Please note that names will not be populated in the “Send To” field.
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What’s In It for Me?
• No more encrypted messages. E-File Contributor Messages creates a 

secure location to resolve issues involving detailed financial 
information.

• Archived communications. Company users will now have a single 
archive of communications sent and received to USAC about FCC Form 
499-A issues.

• Convenient way to respond. Service providers will have access to view 
FCC Form 499-A issues and respond directly via the tool.

E-File Contributor Messages Tool 

Presenter Notes
Presentation Notes
Here are the benefits to the service providers or as I always ask, “What’s in it for me?”


In so doing, Communication that previously occurred using e-mail will be performed directly in E-File.  

By communicating securely with USAC using E-File Contributor Messages, granular, detailed financial information can be more easily discussed.


Lets continue by talking about how effective the tool will be when responding to 499-A issues
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Who To Contact?
• Contributor Messages. Use this contact for Forms 499 issues and 

topics found in the drop down when composing a message.

• Customer Service Center. Use this contact for general questions e.g., 
login issues.

E-File Contributor Messages Support 

Presenter Notes
Presentation Notes
Here are the benefits to the service providers or as I always ask, “What’s in it for me?”


In so doing, Communication that previously occurred using e-mail will be performed directly in E-File.  

By communicating securely with USAC using E-File Contributor Messages, granular, detailed financial information can be more easily discussed.


Lets continue by talking about how effective the tool will be when responding to 499-A issues
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Profile Notification Options

Ensure that your profile has the 
notifications on.
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Annual Form Issues

Presenter Notes
Presentation Notes
Lets talk about responding to Form 499-A issues.



Available for Public Use

15

Log In

Notification of 499-A Issues

Presenter Notes
Presentation Notes
With E-File Contributor Messages, the user will be notified that they have a message from USAC and the user will have the ability to log into E-File directly by clicking the log in button. 

Also you will see directions on how to access the service providers area then messages to view your correspondence from USAC.
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E-File Messages Tab
Username

Retrieve 499-A Issue Message

Presenter Notes
Presentation Notes
With the Contributor Messages Tool, users will see a new tab labeled Messages upon logging into E-File

If a new message has been sent to the service provider, the user will see a number displayed next to the messages tab. The service provider will then click on the messages tab to access contributor messages

Other information that can be accessed from this screen as well:

Payments
More Forms
Account
Company Name
Form
Form Status
PDF View
Form Action
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Username

Message Inbox

Presenter Notes
Presentation Notes
Now you are in the new E-file Contributor Messages. Once in this screen the service provider will be able to view messages within 2 views, Inbox and Archives.

The Inbox lists all messages to/from USAC. Those messages will stay in this list until archived by the user.
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Username

Message Archive

Presenter Notes
Presentation Notes
The Archives allow for service providers to move messages into the Archive area when that message no longer needs to be viewed within the inbox. The user will still have the availability to see archived messages as they are listed. We will talk about some troubleshooting tips as it relates to Archives later in the presentation.
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Initiating a Message

Available For Public Use 

Presenter Notes
Presentation Notes
Our next topic will be initiating a general message.
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Select the Compose button

Initiating a Message

Username

Presenter Notes
Presentation Notes
With E-File Contributor Messages, the service provider user will send a general message by selecting the Compose button under the Messages tab.
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Initiating a Message
Select a Category

Presenter Notes
Presentation Notes
After selecting the Compose button, a message window will populate and the user will have the ability to select the company to which the message pertains and a message category. Once that’s completed the provider will fill in the subject line and message details, then click send.  Be sure to complete all the steps, otherwise the user will be unable to send the message.


That’s initiating a message, lets move to the action that will more likely be used the majority of the time, responding to a general message.
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Initiating a Message
Type in the Subject

Presenter Notes
Presentation Notes
After selecting the Compose button, a message window will populate and the user will have the ability to select the company to which the message pertains and a message category. Once that’s completed the provider will fill in the subject line and message details, then click send.  Be sure to complete all the steps, otherwise the user will be unable to send the message.


That’s initiating a message, lets move to the action that will more likely be used the majority of the time, responding to a general message.
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Initiating a Message
Compose the Message

Presenter Notes
Presentation Notes
After selecting the Compose button, a message window will populate and the user will have the ability to select the company to which the message pertains and a message category. Once that’s completed the provider will fill in the subject line and message details, then click send.  Be sure to complete all the steps, otherwise the user will be unable to send the message.


That’s initiating a message, lets move to the action that will more likely be used the majority of the time, responding to a general message.
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Initiating a Message
Select Send

Presenter Notes
Presentation Notes
After selecting the Compose button, a message window will populate and the user will have the ability to select the company to which the message pertains and a message category. Once that’s completed the provider will fill in the subject line and message details, then click send.  Be sure to complete all the steps, otherwise the user will be unable to send the message.


That’s initiating a message, lets move to the action that will more likely be used the majority of the time, responding to a general message.
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Responding to a Message

Presenter Notes
Presentation Notes
Similar to initiating messages, responding to a message is a simple click process. 

Today, USAC is unable to speak about dollars and cents per OGC regulations via e-mail. We talk in generalities. We send the issue specific to individuals. If we want to speak to another individual, we are unable to respond without researching filer ids. As you will see, Contributor Messages allow for the service provider to not only respond to the message but talk specifics based on the nature of the USAC issue message. We also, reduce delay time in having to research user ids.
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Responding to a Message
Select the Message Link

Presenter Notes
Presentation Notes
After selecting the Compose button, a message window will populate and the user will have the ability to select the company to which the message pertains and a message category. Once that’s completed the provider will fill in the subject line and message details, then click send.  Be sure to complete all the steps, otherwise the user will be unable to send the message.


That’s initiating a message, lets move to the action that will more likely be used the majority of the time, responding to a general message.
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Responding to a Message
Select the Reply Arrow

Presenter Notes
Presentation Notes
After selecting the Compose button, a message window will populate and the user will have the ability to select the company to which the message pertains and a message category. Once that’s completed the provider will fill in the subject line and message details, then click send.  Be sure to complete all the steps, otherwise the user will be unable to send the message.


That’s initiating a message, lets move to the action that will more likely be used the majority of the time, responding to a general message.
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Responding to a Message
Compose the Message

Presenter Notes
Presentation Notes
After selecting the Compose button, a message window will populate and the user will have the ability to select the company to which the message pertains and a message category. Once that’s completed the provider will fill in the subject line and message details, then click send.  Be sure to complete all the steps, otherwise the user will be unable to send the message.


That’s initiating a message, lets move to the action that will more likely be used the majority of the time, responding to a general message.
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Responding to a Message
Select Send

Presenter Notes
Presentation Notes
After selecting the Compose button, a message window will populate and the user will have the ability to select the company to which the message pertains and a message category. Once that’s completed the provider will fill in the subject line and message details, then click send.  Be sure to complete all the steps, otherwise the user will be unable to send the message.


That’s initiating a message, lets move to the action that will more likely be used the majority of the time, responding to a general message.
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Questions?
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Contacting USAC
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E-File Message Portal
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Send a message to the Service Provider team directly through 
the new Message Portal in E-File!
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Contributors/Service Providers Customer Service Center 
(CSC)
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Call us at (888) 641-8722
Monday – Friday 9 a.m. to 5 p.m. ET

Email: CustomerSupport@usac.org

• Include in your email
• 498 ID/Service Provider ID Number (SPIN)
• 499 Filer ID
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Thank You!
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