
 

 

 

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.  

 

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. 
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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 and follow 
the prompts. 

 

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

 

3. 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. 
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Update the SF-424M Form  

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

○ Program Name: “Community Services Block Grant” 

○ 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 
SF-424M. 

 

5. Review the Form Selection screen to find the upcoming Reporting Period and click 
the Revise (  ) symbol under the Actions column.  
This will open the SF-424M Form screen. 

 

6. On the SF-424M Form screen, complete all required items marked with an asterisk  
( * ) as follows:  

○ 1.a. Type of Submission: Plan 

○ 1.b. Frequency: Other, and then specify what year you’re reporting for in the 
text box. 

○ 1c. Entry not required or allowed. 

○ 1.d. Version: Update  

○ 2, 3, 4a, 5, 6. Entries not required or allowed. 
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7. Complete all required items marked with an asterisk ( * ) for items 7-9 and 13 as 
follows:  

○ 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.”  

○ 8a. Type of Applicant: As applicable, enter either “I” for “Indian/Native American 
Tribal Government (Federally Recognized)” or “J” for “Indian/Native American 
Tribal Government (Other than Federally Recognized)” or “K” for “Indian/Native 
American Tribally Designated Organization.” 

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

○ 10, 11, 12. Entries not required or allowed. 

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

 

8. Complete all required items marked with an asterisk ( * ) for items 17-18 as follows: 

○ 14, 15, 16. Entries not required or allowed. 

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

○ 18. Signature Attesting to Truth of Statements: Click “I 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.) 
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9. After all items are complete, the message “Attach supporting documents as 
specified in agency instructions ” will appear under item 18.  

 

Attach Report 

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

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

   

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. 

 

Validate Report & Address Any Errors 

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

 

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

 

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. 

 

Certify Report 

18. On 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.) 

 

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

 

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

 

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. 

 

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 CSBG Annual Report! You will see the 
report now listed in the Report Status History section of the Report Form Status page. 
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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 current Reporting Period and click 
the “Report Form Status” symbol under the Actions column. This will open the 
Report Form Status screen that shows your submission details. 

 

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

 

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. 

 
5. Make required changes. 

 
6. Recertify. (Review steps 18 to 21 above.) 

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

● Niki Frazier: Nikita.Frazier@acf.hhs.gov 
● Jacinta Mutonga: Jacinta.Mutonga@acf.hhs.gov  
● Monique Alcantara: Melania.Alcantara@acf.hhs.gov  


