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Affordable Connectivity Program 

Train-the-Trainer Module

How to submit an online ACP application
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This train-the-trainer module is intended for ACP Grant recipients 
to provide tips and guidance on how to help households complete 

the ACP application.

For the purposes of this presentation, grantees and staff whose role is to help applicants submit the 

ACP application will be referred to as ACP Navigators.
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Outreach Materials:

▪ Acceptable Documentations 
Guide

▪ List of local ACP Providers

▪ ACP Flyer

Materials & Tools

Equipment:

▪ Wi-fi or alternative internet 

connection

▪ Scanner or alternative device 

to scan and upload documents

The following are suggested materials and tools that are recommended to have on hand when assisting an 
applicant with the ACP application, whether on a case-by-case basis or during enrollment events.

Reference Materials:

▪ Applicant Reference Sheet:

❑ New Email Address

❑ ACP Username & Password

❑ ACP Application ID #

▪ ACP Reporting Reference Sheet:

❑ # of Applicants served

❑ # of Applicants approved

❑ # of Applicants hearing about 

the ACP for the first time.

Notes section:
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Visit GetInternet.gov

Notes section:
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https://getinternet.gov/
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▪ Provide a brief ACP 

overview using the ACP 

homepage or flyer.

▪ Discuss how the applicant 

intends to qualify. 

▪ The ACP Navigator should 

state their role and how they 

plan to help the applicant 

with their ACP application.

Train-the-trainer notes:

Notes section:
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▪ Provide the address where 

the applicant will receive 

internet service, even if the 

address is temporary. 

▪ It may be more effective to 

copy this information from 

another document such as 

the applicant’s license.

▪ Make sure the information & 

spelling is correct.

▪ There will be “fix this” 

hyperlinks throughout the 

application to be brought 

back to other areas of the 

application to make 

corrections.

Train-the-trainer notes:

Notes section:
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▪ Confirm if the applicant 

presently have access to their 

emails.

▪ It may be necessary to help 

the applicant create an email 

account. 

▪ Encourage the applicant to 

safely store this new 

information for future 

reference. Use the 

“Applicants Reference 

Sheet”

Train-the-trainer notes:

Notes section:
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• Note: The applicant MAY be asked to provide proof, if 

the SSN does not match.

• If the applicant does not have proof of their SSN, the 

applicant can return to this page to “fix this” 

information by selecting the option to provide other 

official documentation such as a copy of their license.

Train-the-trainer notes:

Notes section:
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• Confirm that the applicant has the document available to be 

uploaded into the application. 

Train-the-trainer notes:
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• Enter the applicant’s name 

exactly as shown on their 

official document.

• The applicant may have multiple 

names, such as:

o two first names

o two middle names

o hyphenated last name

o etc.

• If the application indicates an 

error with the applicant’s name, 

the applicant can return to this 

page to “fix this” information. 

For ex: Consider removing or 

adding parts of the applicant’s 

name.

• The applicant may also be asked 

to upload their identification 

document, such a license as 

proof.

Train-the-trainer notes:

Notes section:
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Applicants, without the necessary eligibility documents to submit in the ACP application, may be 

able to access those documents online. For ex: In some areas, it may be possible to download 

documents from the applicants online SNAP account, to be uploaded to their ACP application. Just 

make sure the document has the necessary details required to prove ACP eligibility.

Train-the-trainer notes:

Notes section:
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▪ The applicant should verify if their 

information is accurate or require 

corrections.

▪ Click “Edit” for the ability to correct the 

applicant’s information.

Train-the-trainer notes:

Notes section:
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• The applicant’s username can be their 

email address.

• The applicant’s password can be the 

same password used for their email 
address, as long as their ACP account 

password meet the listed 

requirements.

▪ Before moving forward with the 
application, the applicant should verify 

and safely store their username and 

password to ensure future access. 

Train-the-trainer notes:

Notes section:
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▪ To correct the applicant’s address, 

click on the “fix it” hyperlink.

▪ If the address is correct, go to the 

map provided and drag the blue 

icon to the closest location that 

represents the applicant’s address. 

This will populate a latitude and 

longitude description.

Train-the-trainer notes:

Notes section:
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▪ Which ever program is 

selected, the applicant will 
be prompted to upload 

supporting documentation 
as proof. 

▪ Directions will be provided 
each time the applicant is 

prompted to upload 
documents.

SNAP

Train-the-trainer notes:

Notes section:
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▪ Directions for proof of eligibility will include: 

• Details each document should have, 

• common documents used and 

• common mistakes to avoid

This same information can be downloaded in English 

and Spanish at www.GetInternet.gov. Look for the 

Acceptable Documentation Guide.

Uploading Documents:

If possible, use a scanner to upload documents into the application. 

However, applicants can use a smart device (such as a cell phone) to take 

a photo of their documents to upload into the application. 

Note: An application error may appear, if the uploaded document is unclear 

or lacks the information needed.

Remember to delete any of the applicant’s personal information that may 

have transferred to the Navigators device.

Train-the-trainer notes:

The Acceptable 

Documentations Guide

Notes section:
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The next few slides to follow 
are recommendations on 

how to share proof of some 
of the other qualifying 

programs.  
Or visit GetInternet.gov to download the 

Acceptable Documentation Guide

Notes section:
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Medicaid

Notes section:
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SSI

Notes section:
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Federal  Pell Grant

Notes section:
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Free/Reduce Breakfast/Lunch
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▪ Encourage the applicant to 

read the statement.

▪ If the applicant agrees, the 

applicant MUST type in their 

own signature. No one else 

can type in their signature on 

the applicant’s behalf.

▪ The typed-in signature must 

be the same as the name 

shown above the signature 

line.

Train-the-trainer notes:

Notes section:
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▪ The application is under review and 

contact take 15 minutes or up to 2 days. 

▪ Once the review is completed, 

notification of the application status 

will be sent to the provided email 

address.

▪ The application status can also be 

accessed by visiting the applicants 

“account homepage”.

▪ If available, the applicant can wait a 

few moments at the enrollment site for 

an update on their status. If the 

application status indicates an 

“incomplete”, the applicant may be 

provided further guidance on site. 

Train-the-trainer notes:

Notes section:
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▪ Refresh your screen to display any updates on the 

application status.

▪ An “Incomplete” status indicates there is a correction or 

further information is needed in the application. Click on 

“incomplete” for details on how to correct or upload 

additional information in the application.

▪ A “Qualified” status indicates the application has been 

approved. The applicant should move forward with 

selecting a participating provider. Note the “Application 

ID” and “Expiration Date”.

Train-the-trainer notes:

Notes section:
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Emphasize to Applicant: 

▪ The sign-up date - The 

applicant has up until this 

date to choose a provider 

and begin receiving the 

benefit, otherwise their 

approval status will 

expire.

▪ Next steps: The applicant 

can choose a provider by 

visiting the list of internet 

providers in the area who 

are participating in the 

ACP. 

▪ Provide the Application # 

to the internet provider.

▪ Congratulations! The 

application has been 

approved.

▪ If possible, the applicant 

may want to take a photo 

of this page with their 

phones, for future 

reference.

▪ Remember: Notification 

of the application status 

has also been sent to the 

provided email address.

Train-the-trainer notes:Train-the-trainer notes:

Notes section:
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This concludes the ACP application process! 

REMEMBER, approved applicants MUST contact a participating provider to begin receiving the 
discounted internet service and/or device.

Notes section:
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▪ If hosting an enrollment 

event, there may be 

some providers in the 

room, however, it is still 

important to show the 

applicant the full list of 

ACP providers. 

▪ At GetInternet.gov, click 

on “Find an internet 

company” or 

“Companies near me” 

for the full list of 

participating providers in 

the area. 

Train-the-trainer notes:  Remind Applicants:

▪ The ACP Navigator does not 

represent the internet provider 

and can not choose a provider or 

service for the applicant.

▪ It is the applicant’s choice as to 

which provider and service they 

choose.

 

▪ Shop around! Choose the right 

provider and service that will 

best meet the household needs.

▪ No splitting the benefit! The 

ACP benefit can only be applied 

to one participating provider.

Train-the-trainer notes:

Notes section:
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▪ Check the “Companies Near Me” list often 

for updates.

▪ Click to download the list.

▪ “Yes”, in the “Discounted Device” column 

indicates that a service provider offers a 

discounted laptop, desktop computer or 

tablet. To get this discount, you must pay 

more than $10 and no more than $50 

toward the purchase price. The device must 

be purchased through the provider.

▪ “Yes”, in the “$0 with ACP” Column 

indicates that a service provider offers one 

or more plans that are covered in full by the 

ACP discount and by choosing one of those 

plans your monthly cost for service is $0.

Train-the-trainer notes:

Notes section:
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Resources

• ACP website
https://www.fcc.gov/acp-grants 

• Online application instructions are available in English and 9 other languages        
https://www.affordableconnectivity.gov/wp-content/uploads/Online-ACP-Application-Instructions.pdf       

• FCC’s Grant Program website                                                                                   
https://www.fcc.gov/acp-grants 

• Access downloadable ACP Outreach Materials
https://www.affordableconnectivity.gov/community-resources/

• Visit the Grantee Engagement Hub to share and download useful grantee materials. 
https://www.fcc.gov/acp-grants-management

• Questions about the ACP Application? Email ACProgram@usac.org

• ACP Support Center is available by email at ACPSupport@usac.org or phone (877) 384-2575 seven 
days a week from 9 a.m. – 9 p.m. ET. 

Notes section:
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