ADMINISTRATION FOR

CHILDREN 2 FAMILIES

TRIBAL TRAINING & TECHNICAL AssISTANCE PROGRAM

FY2020 CSBG Annual Report
OLDC Submission
Step-by-Step Instructions

Before You Begin
An Important Reminder: Save Often!

Saving often will ensure that you do not lose any information entered into the system.

View /Add Attachments

OLDC will time out after 30 minutes of inactivity. Clicking on page titles and action
buttons (such as saving) will count as ‘activity.” (Please note that filling in form fields
without saving or clicking a corresponding blue action button (e.g. Save, Validate,
Submit, Certify) does not register as activity within the system.)

The timeout warning message will display if you have been inactive for too long. If you
have left the screen and miss the message without saving, unsaved input will be lost.
Clicking “OK” will count as activity and return you to the form.

@ TIMEOUT Waming Message -- sent at 7:09 PM GMT

There has been no activity on your OLDC session for 30 minutes (e.g.,
Save, Validate, Submit, Certify). Click on the OK button to continue
your online session. To end your connection to OLDC without saving,
click Cancel.

If you don't respond to this warning within 20 minutes from the time
above, the session will be stopped as a security measure, in case your
PC is unattended. Any data not saved will be lost.




Access the OLDC System

1. Visit GrantSolutions.gov and confirm access. Update password if needed. If you have

new staff or account changes are needed, complete an OLDC Access Form and submit
to Niki Frazier, OCS Senior Records Specialist at nikita.frazier@acf.hhs.gov. If you forgot
your password, click “Forgot username or password?” from the log in screen.

If you are a recipient participating in the Login.gov pilot, please ensure you are using the latest version of Mozilla Firefox or

Microsoft Internet Explorer (IE) web browsers when accessing the system

GrantSelutions Username:

GrantSolutions Password:
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GrantSolutions Updates

Downtimes for security and system

r every Thursday
from 9 PM ET until approximately 1 AM
ET on Friday

Next Planned Downtime: August 20
2020

Current Issues

3 known issues

2. Enter the OLDC Portal. Choose “OLDC” on the upper right of the screen to open the

OLDC Home page.
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On the OLDC Home page, click on “Switch Home Page (Enhanced)”. This will enable

your view of the OLDC Dashboard. Then, click on “Report Form Entry” which will open
the Form Selection screen.

Report Form Entry
Repert Data Upload
Report Form Data Export
User ! System Settings
Privacy

Accessibility

Help / FAQ

News & Tips

End OLDC

C_ On-Line Data Collection

Welcome! If this is your first time, please feel
free to make use of our training resources, For
any questions visit our dynamic database of
questions and answers. Many functions
throughout this application, contain links that
provide context-sensitive help.



https://home.grantsolutions.gov/home/
https://csbgtribalta.com/wp-content/uploads/2018/03/OLDC-Access-Form-8.2016.pdf

Update the SF-424M Form for Fiscal Year 2020

4. On the Form Selection screen, select the following from each drop-down menu:

o Program Name: “Community Services Block Grant”
o Grantee Name: “Tribe or Tribal Organization Name”

- Report Name: “Mandatory Grant Application (SF-424 - M)” - Choose this
because the CSBG Annual Report will be uploaded as an attachment to the
FY2020 SF-424M.

OLOC Home Form Selection

Form Selection

Program Name:  c.ject a Program Name

Grantee Name: | geject 3 Grantee Name

Report Name: Select a Report Name

5. Review the Form Selection screen to find the Reporting Period for “10/01/2019 —

09/30/2020” and click the Revise ( O ) symbol under the Actions column.
This will open the SF-424M Form screen.

Show[15 v Search:

entries | | 1 H 1 L] b
Reporting Period # Report Status # Actions ¥
10/01/2021 - 09/30/2022 +
10/01/2020 - 09/30/20241 Submitted Ow &S @
10/01/2019 - 09/30/2020 Submitted witNEE——— [ | 8 @

6. On the SF-424M Form screen, complete all required items marked with an asterisk
( *) as follows: (Note: Entries not required or allowed for items 1c, 2, 3, 4a, 5, 6.)
o 1.a. Type of Submission: Plan

o 1.b. Frequency: Other, and then specify “2020 Annual Report” in the text box.
o 1.d. Version: Update

7. Complete all required items marked with an asterisk ( * ) for items 7-9 and 13 as
follows: (Note: Entries not required or allowed for items 10, 11, 12.)
o 7. Applicant Information: Ensure that the pre-filled items are correct and enter
additional information if desired (e.g. middle name, title, fax number). Select
“United States” on the drop-down menu and enter “Telephone number.”



o 8a. Type of Applicant: Choose “I ” for federally recognized Tribe or “J “ for state-
recognized Tribe.

o 9. Name of Federal Agency: Enter “ACF/OCS” if it is not pre-filled.

o 13. Congressional District: If you do not have a congressional district, enter the
state abbreviation.

7. APPLICANT INFORMATION
. Legal Name: MACHIS LOWER CREEK I
* b, Employer/ Taxpayer dentification Number (EINITIN): | 163083685801 s DUNS: 136798639
 strent 1: 54 PRIVATE ROAD 1312 ] Streatz:
* City: ELBA ] County:
* stat; A ) Province;
* Country: |E= Sl | *Zip [ Postal Gode: 323
: 1
J
nd contact information of person 1o be contacted on matters involving this application: )
| Mary| X Smh ]
" Telephone Number:  JFax Humber “ Email;
] tostigomail com
5 |
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" 8. Name of Federal Agency:

Complete all required items marked with an asterisk ( * ) for items 17-18 as follows:
(Note: Entries not required or allowed for items 14, 15, 16.)

o 17. Federal Debt Statement: Choose correct response, “Yes” or “No.” If “Yes” is
selected, provide an explanation in the text box

- 18. Signature Attesting to Truth of Statements: Click “/ Agree.” (Note: Entries
for sub-items 18a-e should not be entered at this time. The data will fill
automatically after the report has been certified.)

Aumen an additional list of Prog j Districts if needed.

14, FUNDING PERIOD: ‘15 ESTIMATED FUNDING:

a Start Date: b.End Date: * a_Federal ($): b. Match ($):
1010112020 [ o9n0@o2] 50 50

* 16.15 SUBMISSION SUBJECT TO REVIEW BY STATE UNDER EXECUTIVE ORDER 12372 PROCESS?
available to e State UNder the EXecutive Order 12

Process for Review on :

17.1s The Applicant Delinguent On Any Federal Debt?
OYES

_INO
|Explanation:

18a. Typed or Printed Name and Title of Authorized Certifying OHicial 18c. Telephone (area code, number and extension)
18d. Email Address
18b. Signature of Authorized Certifying Official 18+, Date Report Submitted (Month, Day, Year)




9. After all items are complete, the L@lessage “Attach supporting documents as
specified in agency instructions ” will appear under item 18.

18b. Signature of Authorized Certifying Official

Attach supporting documents as specified in agency instructionsl. 0 | G ———————

Attach Report

10.To attach the FY2020 CSBG Annual Report, click on the paperclip ( 0 ) symbol that
appeared under item 18. This will open the File Attachment pop-up screen.

11.0n the File Attachment pop-up screen, click “Choose File”. This will open another
pop-up window showing the files available on your computer.

Local Attachmen

Manage Attachments

Cell Level Attachments

Attach supporting documents as specified in agency
instructions.

Choose File ID file chosen

Cell Level Attachments Form Level Attachments

Show [10_ ~ | entries

Search: |

Cell File Uploaded Upload Uploaded

Location Date Status By Actlons
Mo data avadable in table

Showing 0 to 0 of 0 entries Praviois  Nex

12.0n the pop-up window, browse the computer files and select the correct document.
Then click the “Open” button. The File Attachment pop-up screen will then reappear

showing the selected file.

& Recent Plac

e

© Open =)
= L____ e e —
@L/v b Libraries » Documents » Sample Docs - [ 4[] s Samgple D )
Organize = New folder 1 @
¢ Favorites Documents library
Ml Desitop mpte Doc:
& Downloads Dat

) Sra25. deex
] state plan.docx

ile name:  state plan.docx

v [AFies

fanes L,
Lo B |




13.Confirm that the document is listed and click the “Attach File” button. OLDC will
then perform a virus scan of the selected document as it uploads it to the system, which
may take several minutes. The File Attachment pop-up screen will refresh automatically
and display an attachments table with your document listed. Click the “Close” button at
the bottom of the File Attachment pop-up screen to return to the Report Form screen.

Local Attachment: Choose File state plan.docx

Attachments for
_ocation: | File Name: [ D eceived:

Validate Report & Address Any Errors

14.0n the Report Form screen, click the “Validate” button. This will generate a report
status and messages log.

View/Add Attachments Validate Print

15.Review the Report Status on the upper right of the screen.

o If the Report Status is “Saved -- Validated”, there are no errors, and the form
is ready to be certified and submitted.

- If the Report Status is “Validated with Warnings”, the report form is saved
and validated, even though there are some warnings listed in the message log.
These warnings are allowable, however, and the report may still be certified
and submitted.

- If the Report Status is “Saved with Errors”, it cannot be certified or
submitted. The errors listed in the message log must be corrected and the
report re-validated.

|~ ) On-Line Data Collection




16.Review the error messages and make all required changes. Use the “Go to Error’ link
to jump to the field on the screen in question. Use the “Long Description” link for more
detailed information about the issue.

17.Re-validate the Report Form. Confirm that the report status is now “Saved -- Validated”
or “Validated with Warnings”. If there are still errors, continue to correct errors and re-
validate until the report status is either “Saved -- Validated” or “Validated with Warnings”.
When the report is successfully validated, the Report Form screen will then reappear, and
the report is ready to be certified.

View /Add Attachments Validate Print

Certify Report

18.0n the Report Form screen, click the “Certify” button to continue. (Note: Only a
person with the appropriate role is able to electronically certify the report form in OLDC.)

View /Add Attachments Validate Print

19. A pop-up message will appear saying: “You have the ability to sign in the signature
area by pressing the Click to Sign button. This will complete your Certify process
and officially sign this form.” Click “OK” to continue.

20.Click the “Click to Sign” button that appears under item 18b.

18a. Typed or Printed Name and Title of Authorized Certifying Official 18c, Teleph
18d. Email
18b. Signature of Authorized Certifying Official 18e. Date R

Attach supporting documents as specified in agency instructions. &

m View fAdd Attachments § Validate m

21.When the form is successfully signed, it displays a “Certified” status on the Report
Progress bar.

Report Progress




Submit Report

22.The report form is now ready to be submitted. (Note: Only a person with the

appropriate role is able to submit the report form in OLDC). Click the “Submit’ button to
officially send the report to ACF.

| Report Status: Certified J

Repaort Progress
Validated

23. A pop-up message will appear saying: “This will officially submit your report. Do
you wish to continue?” Click “OK” to continue.

24.The Report Form Status screen will reappear and a pop-up message will display:
“We have received your report. This page shows all reports we have received along with
attachments.” Click “OK”.

25.Congratulations! You have submitted your FY2020 CSBG Annual Report! You will
see the report now listed in the Report Status History section of the Report Form Status
page.



Making Edits After Submission

If edits are needed after submission:

1. On the OLDC Dashboard, click on “Report Form Entry”. This opens the Form
Selection screen where you will select your “Program Name: Community Services
Block Grant”, “Grantee Name: [Name of Tribe or Tribal Organization]”, and “Report
Name: Mandatory Grant Application (SF-424 - M)”.

2. Review the Form Selection screen to find the Reporting Period for “10/01/2019 -
09/30/2020” and click the “Report Form Status” symbol under the Actions
column. This will open the Report Form Status screen that shows your submission
details.

Show !15_*! Search: e

entries | 2 " - H <
Reperting Period # Report Status ¢ Actions #
10/01/2021 - 09/30/2022 +
10/01/2020 - 09/30/2021 Submitted D Lotk a @
10/01/2019 - 09/30/2020 Submitted “m =2 ®

3. On to the Report Form Status screen click “Unsubmit Report.” This will open the
Report Form screen that shows the Report Progress bar.

Report Form Status
Report Submissions: Report Status: | Status Date: —Remantdctian e
Submitted \ 08114/2020 | | HTMLPrintForn v (Y

4. In the Report Progress section, click “UnCertify”. This will allow you to edit the SF-
424M report form and/or delete and re-upload the edited attachment.

| Report Status. Certified J

Report Progress
Validated

5. Make required changes.
6. Recertify. (Review steps 18 to 21 above.)

7. Resubmit. (Review steps 22 to 25 above.)




Help is Available

Please remember that help is available anytime from the CSBG Tribal T/TA team at
TribalTA@luxcg.com or (301) 244-3557.

For OLDC technical questions, contact:
e Niki Frazier: Nikita.Frazier@acf.hhs.gov
e Monique Alcantara: Melania.Alcantara@acf.hhs.gov
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