Navigate to the Schools and Libraries Website:

http://www.sl.universalservice.org
Click the “Apply Online” link (top link, right nav)

This will take you to the online forms page where column three houses the 486.
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Do you think your school or library is eligible for SLD discounts? Check the Reference Area of
this web site for detailed program application information. In this area you can file an
application or continue with an incomplete application.

Caution: Do not use your browser 'Back' and 'Forward' buttons to navigate through
this Web Site. The ‘Enter key also should not be used. Use only the buttons located on
the SLD Web Pages.

The "Greate Form 471" button below takes you to the format of the online Form 471
used in previous funding years. For guidance on how to navigate through the online
Form 471, please see our Eorm 471 Online Navigation Guide.
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Next, please click the “Form 486 PDF” button.  You receive the following message:
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Welcome to the online FCC Form 486,

When corpleting this form you wil be asked to supply the name of the certified technology plan approver
that approved your Technolagy Plan. You should pick the approver from the pull down list_ If you do not
see the name of the approver or if you used more than one approver because you had multiple technolagy
plans, select "Other” and enter the names of the certiied technology plan approver(s) in the box provided
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…so choose Continue button.
This next screen gives you the chance to print the instructions for the 486 form.  Read through the page by scrolling down.
[image: image3.png]2l 486 PDF rosoft Internet Explorer =8| x|
Ele Edt Viw Favotes Ioos Hep E
& Back - D A 4| Qeeach [ilFavaites JMeda 4

Address [ €] hip:/7204 76,131 36/FY3_FormdB6/456_FDF_Instnuctions asp o] oo | Liks

Google - <] @pseachwen - GxSeachie | @ | € - | fdopions ) -

ing Instructi

PLEASE READ: Important Instructions for Filing Form 486 PDF Online

1. The minimum system requirements for filing this form are
a. Adobe Acrobat Reader version 5.0 (Download a free copy)
b. Browser: Interet Explorer 5.5 or Netscape 6.2

2. Ifyou are operating from behind a firewall, you will get an error message when you
tryto start a new form. Contact your network administrator for assistance

3. Use the Tab key to move forward in the form, and Shift+Tab to move backward. Do
not use the scroll bars unless you cannot see the cursor. Entering data ot of Tab
sequence may result in the deletion of other data you have erttered. (Note that the Tab
key also moves one at atime through the butions that appear on each page.)

4. Type your entry in each field normally, then hit the Tab key. Your entry will illthe
boxes correctly after you move to the next field

5. After you enter your Entity Number in Block 1, the system will populate the rest of
your entity contact information automatically. You cannot edit this information online;
instead, you must follow the web guidance on Contact Information Changes. If the
system does not populate this informeation autornatically, you may be operating from
behind a firewall. Contact your network administrator for assistance

6. We need the information from your CIPA certifications in order to successfully

process your Funding Request Number (FRN) erttries. That means that you will Tab

from ltem 6 (Early Filing and CIPA Waiver Requests) to liern 11 (CIPA certifications)

and then back to ltem 7 (Service Information) E
E10ore © neret





At the bottom of the page, choose Continue.
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6. We need the information from your CIPA certifications in order to successfully
process your Funding Request Number (FRN) erttries. That means that you will Tab
from ltem 6 (Early Filing and CIPA Waiver Requests) to liern 11 (CIPA certifications)
and then back to ltem 7 (Senvice Informeation).

7. In tem 7, you enter your FRN in Colurn B first, then Tab to Colurnn E and enter the
associated SPIN. When you Tab again, the system populates Colurnns A, C, and D
from information you provided on Form 471 and moves to Column F, Senvice Start
Date

8. We encourage you to save your work periodically by clicking the "Save” button at
the bottor of each page of the form

9. To print a copy of your form, use the "Print" button at the bottom of any page. Do
not use your browser's print function

10. Remember that you must certify your form either online or on paper after you click
the "Submit" button at the bottom of the certification page

NOTE: If you click "Submit" and then return to an online Form 486, you will see the data
from your submitted form in a read-only format. You must click "New" to clear the data
and start a new form

rative Company, All Rights Reserved





Adobe Acrobat will launch.

Depending on your version of Acrobat, you may receive the following dialog box:
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Choose OK to continue.

You are now at Page 1 (of 7) of the online form.  
WARNING #1:  DO NOT USE THE VERTICAL SCROLL BAR UNLESS ABSOLUTELY NECESSARY.  Use the Tab (key) instead.  I’ll try to give you tips as we go along when it is and is not appropriate to use the vertical scroll bar.
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Do Not Wiite In This Area

FCC Form 486: To he completed by the Billed Entity
Please read instructions before completing

Receipt of Service Confirmation Form

Schools and Libraries Universal Service

Retrieve

Estimated Average Burden Hours: 15 hours
For Subsequent Submissions: 1.5 hours

[ Signatures Y Comments Y Thumbnais Y Bookmarks

Applicant’s Form Identifier

(Create your own code to identify THIS Form 486.)

Form 486 Application /

(To be inserted by Fund Administrator)

Block 1: Billed Entity Information

1. Name of Billed Entity

L) T 10f7 » W @sxiiin O

Security Code: 0

© Interet




Please type an Applicant Form Identifier number in the top box (look for the blinking cursor – this is a technical not emotionally charged phrase ; )  Here is a sample of how some districts decide their Form Identifier:
Begin with the number 6 (for Form 486)

Next, type the number 1 (this number will increment with each successive 486 filed – since this is the first one for the district, we use the number 1.)
Let’s now type 05, for the funding year that we’re in – I know some folks may want to use 08, since this is the eighth year of the program, but I like to use the vernacular used by the SLD – this funding year is known as Year 2005.
Finally, we’ll add our Entity Number: 131271

Here the final number: 6105131271

Whew!

Press the Tab key and type your Entity Number.  

As you press the Tab key again, you should notice that the form has automagically prefilled the appropriate data for your Entity.  Your cursor is now in the drop down box for “funding year.”  Sometimes, the data in the drop down does not pop up; feel free to click the drop down arrow, and choose wisely (2004-2005 for this year).
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continued….
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Press the Tab key four times.  This action navigates through the four command buttons at the bottom of page 1 of 7.

Press Tab again.  This fifth tab will now give you your security code.  
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PRINT this page.  Choose Ok.

*Warning #2:  You may receive an error message:

[image: image17.png]Adobe Acrobat
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The best advice is to stop and place a call to the Client Service Bureau (CSB) using their toll-free number, 888-203-8100.  Feel free to call your State E-Rate Coordinator too, Jeannene Hurley, 517-241-0898, or send an e-mail, hurleyj@michigan.gov.

Moving on to Page 2 of 7, we want to “Copy Information From Page 1.”  Click the command button to allow the system to fill in the appropriate boxes.  You may edit this information – PLEASE, use the Tab key to navigate through the form.  (You may use Shift+Tab to move “backward.”)  When your cursor lands on the area for phone, fax, or e-mail, you must check at least one of those boxes as your preferred method of contact.  Use the Tab key to slowly navigate through the choices; when you land on the appropriate box, press the Spacebar to allow the system to enter the “X” in the box.

*Warning #3:  The space available in the e-mail address field is, in some instances, too small; only 30 characters.  You may want to choose another mode of contact if your e-mail address is lengthy.
Press Tab four times, again moving beyond the four command buttons at the bottom of the page.
Moving on to Page 3 of 7, Block 2, 6a:  Early filers only.  In some instances, especially for those of you filing for Priority One services (Telecommunications and/or Internet) your services start July 1 of the appropriate funding year.  
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DO NOT CHECK BOX 6a UNLESS YOU MEET ALL OF THE FOLLOWING CRITERIA:

IF your services start on or before JULY 31

AND IF you have received your FCDL
AND IF “all relevant certifications in Block 4 can be accurately made”
AND IF Form 486 is postmarked on or before July 31 of the Funding Year
You will, most likely, Tab through the items on Page 3 of 7.

Tab four times through the New, Print, Save and Retrieve command buttons.  In a logical world, the next section you would fill in should be Block 3, Item 7.  Unfortunately, as far as e-Rate is concerned, you are instead taken to Block 4, Page 5 of 7 and then 6 of 7.   Choose Ok to continue.  (Eventually, you’ll be escorted back to the Block 3 area.)
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On to Block 4, Section 8, Certifications and Signature.  Although you do not see it right off, there is a drop down box just under the paragraph in Section 8 – please click with your mouse “in an area” under that paragraph, and the drop down box should appear.  Then, click the drop down arrow itself and choose your Technology Plan Approver - “Michigan Department of Education – MDE.”
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9. T certify that the services listed on this Form 486 have been, are planned to be, o are being provided t0 all or some of e eligible
entites idenified n the Fom 471 application(s)cited above. 1 certify that there are sighed contracts covering all of the services
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Comments & _attachments

10, Tunderstand thatthe discount level used for shared services is conditional. for future years, upon ensuring that the most
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Press the Tab key four times through the New, Print, Save and Retrieve command buttons.

On to Block 4, Section 11,FOR A BILLED ENTITY WHO IS THE ADMINISTRATIVE AUTHORITY:  if you are a district or school, please choose between a, b or c:  use the Tab key to navigate through choices, then use the spacebar (or mouse click) to display an “X” in the box.

If you are filing as a consortia lead, please choose between d and e; and IF you choose letter d, you must then choose between f and g.  Whew.  Again, use the Tab key to navigate through choices, then use the spacebar (or mouse click) to display an “X” in the box.
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Atiachments

11, FOR A BILLED ENTITY WHO IS THE ADMINISTRATIVE AUTHORITY.
T certiy that as of the date of the stat of discounted services
the recipient(9) of srvice epresented i the Funding Request Number(s)on this Form 486 has (have) complied with the
requirements of the Childrens Interet Protection Act, 3 codified t 47 U.S.C. § 254(2) and ()
‘pursuant o the Childrens nteret Protecton Act 25 codifed at 47 U.S.C. § 254(1) and (1, the recipient(s) of service
represented n the Funding Request Namber(s) on this Form 486
(FOR SCHOOLS and FOR LIBRARIES IN TEE FIRST FUNDING YEAR FOR PURPOSES OF CIPA) i (1¢)

‘undertaking such actions, including any necessary procurement procedues to comply with the requirements of CIPA for the
next funding year, but has (have) not completed all requirements of CIPA for sis Sinding year

(FOR FUNDING YEAR 2003 ONLY: FOR LIBRARIES IN THE SECOND OR. THIRD FUNDING YEAR FOR
PURPOSES OF CIPA) 1 (are)in compliance ith he requirements of CIPA under 47 U S.C, § 254() and undertaking such
actions, including any necessary procurement procedsies, o comply with e requirements of CIPA under 47 US.C. §
25402 forthe next funding year.

the Children's Tntemet Prfection Act, a5 codiffed at 47 U.5.C. § 254(1 and ), does ot apply because the recipien(s) of
service represented in the Funding Recquest Number(s)on this Form 4861 (are) recefving discount services only for
telecommnications services

FOR A BILLED ENTITY WHO REPRESENTS ONE OR MORE ADMINISTRATIVE AUTHORITIES "

@ Tcertiy as the Billed Enity for the consortium that  have collected duly completed and signed Forms 479 from all eligible
‘members of the consortium.

Tcertiy as the Billed Enty for the consortium that the oxly services that have been approved for discounts under the
universal service support mechanism on bebalf of eligble members of the consorfium are telecommumications services, and
therefore the requirements of the Children's Internet Protection Act, s codified at 47 U.S.C. § 254(1) and (), do not apply.

For Fun

g Vears after Funding Year 2001: 1f you checked Item 11d above, check ONE of the boses below:

K Tcertiy that some or all of he eligble consortium members checked Fora 479 Tiem 6 or ltem 6e to seck
CIPA Waiver, and upon request Som the Administrator I can provide this information; OR

Teers

that o elgible consortium members checked Form 479 liem 64 or ltem e o seck a CIPA Waiver.

‘The certification langusge above is not intended to fully set forth or explain all the requirements of the safute.

1 See the Form 486 Tostucion forTem 1, "Special Noesfor Blld Esiies Who Represent One or More Adinistative
Auboritis”

g|(EH|o-] e

% |- ® 14 4 [ o7 b ©

=RI=]

Dane.

@ Unknown Zone





Press the Tab key through the New, Print, Save and Retrieve command buttons.
The next Tab should take you BACK to Page 4 of 7, Block 3, Service Information, Section 7.

The system skips Columns A, and the cursor is blinking in Column B, waiting for data entry.  Please type your first FRN.

Press the Tab key.

Please type the Service Provider Identification Number (SPIN).
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If you enter an invalid FRN, you may have some issues:
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If you receive this message, press Ok, but then you may have a problem with Adobe.  Best advice – you may have to start over.  Be sure you have the right FRN ; )

Once you’ve entered the correct FRN and SPIN, Tab to enter the correct Funding Year Service Start Date – remember, this date must be after the start of the funding year, July 1.
The format for entering the date is mmddyyyy, no spaces, dashes, slashes, e.g.: 07012005

Continue entering data for all the FRNs for this Billed Entity.

At any point in this session, you may click on the Save command button – you know, like if the superintendent calls and needs you in the office, RIGHT AWAY…or something like that.  Remember, saving means you are saving the data to the SLD SERVER – not your own server or desktop computer.

If you need to save this document to your own server or desktop computer, use the Acrobat toolbar. 

Click the Save icon on the toolbar

Choose Save As A Copy

Navigate to the appropriate folder

You should, of course, Print the data document.

You must, of course, SUBMIT the data.

Once the data has been entered and submitted, you may then use the vertical scroll bar to move around the document.
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Weird errors…
 1.  I have encountered this error and have found the only resolution is to, ah, start over.  The document, of course, is on the SLD server; your PC is never going to find it on your local or network drives.  Choose No, begin again:  sigh.
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. The file you are attempting to open contains comments or form data that are





2. I’ve received this message, sometimes, the second time through the online filing process.  Be sure you always print this box.


Michigan Department of Education
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