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OLDC ASSIGNMENT DELEGATION USER GUIDE

About this Guide

The Online Data Collection (OLDC) Assignment Delegation User Guide was developed to
assist with the administrative roles of creating new users, assigning job types and report
types, assigning additional roles, copying permissions, deleting users, and managing
passwords for staff.

Guide Components

This guide contains the following sections:

e Topic 1: Add New User

e Topic 2: Edit Permissions

e Topic 3: Copy Assignments
e Topic 4: Delete User

e Topic 5: Password Administration
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OLDC Assignment Delegation Training

Introduction

OLDC is a role-based system, which means that permissions can be customized to meet the needs of
each person. All users are given a Job Type (a title in the system such as Grant Director) which
consists of a group of roles (assigned permission). For example, the Data Entry Job Type contains the
roles create, edit, validate, revise, and attach documents to report forms. Other Job Types have fewer
capabilities, but are often assigned additional roles. For example, the Grant Director has the Certify
role but is also sometimes given the Submit role.

The Assignment Delegation module allows a person with the appropriate roles to create new accounts
or modify existing ones. Each account must have at least one program, grantee organization, and Job
Type assigned. This can be achieved through the “Edit Assignments” or the “Copy Assignments”
section. The “Edit Assignments” section allows the administrator to assign programs, grantee
organizations, and Job Types to a new user while the “Copy Assignments” section provides the
capability to copy all permissions from an existing user to a new user. Each option is fully discussed in
this manual.

TIPS
For more information about Job Types and Roles, see Appendix A: Job Types and Roles.

Add New OLDC Account
Persons with the appropriate roles have the capability to add new OLDC users. OLDC Leads may
create the following types of accounts:

e Federal Leads: Create any Federal user (new and existing employees), contractors, or non-
Federal users.

e Contactor Leads: Create accounts for existing Federal employees, contactors or non-Federal
users.

e Grantee Leads: Create non-Federal users.

Before creating a new user, search the “Edit Current User” list to ensure a person does not already
have an OLDC account.

OLDC Leads should use the Person Search before creating a new Federal or contract user to ensure
the person does not already have an ID in Secure Sign-In.

DEFINITION

Existing Federal:

Employee has already been registered in the ACF payroll system. GATES PAs are able to see the record in
“Staff & Roll Assignments” and OLDC Leads can search and find the record using the “Person Search”.

New Federal:

Employee has not been registered in the ACF payroll system. Their record does not appear in GATES “Staff &
Roll Assignments” or in the OLDC “Person Search”.

Publish Date (10/26/12) Student Guide 1
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Add Existing User (Federal or Contractor)

Staff with Secure Sign-In access to GATES will use the same ID and password for OLDC. They do
not receive e-mail notification when their OLDC account is created. Instead, the OLDC button appears
under the GATES button in Secure Sign-In. The OLDC Lead who created the account receives e-mail
confirmation of account creation.

Existing Federal users without GATES access receive e-mail notification when their OLDC account is
created. The OLDC Lead also receives an e-mail confirming account creation.

To add an existing Federal or Contract user to OLDC, complete the following steps.

1. From “OLDC Home”, click User/System Settings.

S . M Name: Anna-Lisa Walters Help / FAG
() _/ On-Line Data Collection LestLogintiofosfor oirzaii3EH End OLDC
OLDC Home

Report Form Entry —
)/ On-Line Data Collection

Grant Application Farmn
Analytical Reports

Welcomel If this is your first tire,
User / System Settings please feel free to make use of our
training resources. For any guestions
End OLDC wisit our dynamic database of questions
and answers. Many functions throughout
_Privacy this application, contain links that
provide context-sensitive help.
Accessiiity
Help / FAQ
News & Tips
Weh | Privacy and Security Notice | Freedom of Information Act | Disclaimers

2. The “User/System Settings” screen displays. Under “System Settings”, click Assignment
Delegation.

Help / FAQ
End OLDC

.
s

OLDC Home  User / System Settings.

) On-Line Data Collection

User Settings

User Preferences personal settings - report form navigation

Wiew Assignments Review roles and responsibilities

View Grant Settings Review grant related dates including deadiines, due dates, and extensions,

System Settings
Passward Administration Reset passwords for users.
Grant/ Prograrm Preferences Choose the number of required signatures
Grant / Program Settings and Limits Edit report dates and set acceptance level
HHS | ACF
© Version 3.0-8

nnnnnnnn

Ve Accessihiity | Privacy an d Security Nstice | Freedom of Information Act | Disclsimers
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3. The “Roles and Assignments” screen displays. Under the Add New User section, click the Person
Search button.

OLDCHome  User/System Seftings  Roles and Assignments

Roles and Assignments
Current Users: Search or Select a name:
o Click "Edit Assignments” to assign job type, to increase or decrease the Programs, Grantees and/or Grartts, to assign reports based on the type of report (.e. Expenditure)
and to increase or decrease the actions available for this user.
+ Click “Delete User” ta rermove the user fram the OLDC system permanently
o Select a name and click "Copy Assignments” to copy assignments from ancther user to the selected user.

New Users: To create a new user, fill out the required fields indicated by an asterisk ™ First Name, Last Name, Email Address and User Type.

« To add a new user from the grant contacts list, click "Person Search”. From the follawing screen, select a name. This name will be added inserted into the "Add New User”
fields. Click "Add User’ to camplete this process.

Edit Current User Add New User
Search
Users Mame. g - Middle Last
Current 12117 (1121) ~ i
Users: | AddUser Test Senthil (SADDUSERTEST) Iitle.
Adm1, Gatesaltic (GATESOLDCADMT)
Adim 1, Qldc (LDCADM1) ACOIBSS. gy Sireet Name Type: | Street Type: v
Adm?. Getesalde (GATESOLDCADM2)
Acim?, Oldc (OLDCADM2) Other

Adm3, Olde (OLDCADM3)
Adm4, Olde (OLDCADM4)

AcimS, Dlde (OLDCADMS) e State: | State ¥ Zig:
A, O1dc (OLDCADME)! ol -

aku, uak (UAKU)

Anclerson, John (JANDERSON)

asdad, adads (AASDAD) Teleghone: ¢ ) i Ext

4_Offcial. Dads (A_OFFICIAL)

Black. Andy (ABLACK) User Type:* [ SalectUsar Typs v

Burtsev, Oleg (OBURTSEY) v

Edit Assignments Copy Assignments

Hig | ACF

4. The “Person Search” screen displays. The first step in finding a user is to enter search criteria. The
criteria section provides several possible options. You may enter one of the following:

e User ID (if known)
e First Name AND Last Name
e Select Program
+ Grantee (optional) — Grantee can only be selected after Program
e Zip Code
e City AND Postal code
e E-mail Address

TIPS

If you enter criteria in a row containing more than one text box that is separated by the word AND (for example,
First Name AND Last Name), both text boxes must be completed for the search to proceed.

Partial Name Search - The Name search only searches for the first letter of the first name and the first three
letters of the last name.

You many complete as many fields as you feel necessary (for example, Program and Zip Code)
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5. Once search criteria are entered, click the Person Search button.

B |
OLDC Home  User/System Seings  Roles and Assignments  Person Search

Person Search

Step 1
Enter Search Criteria in at least 1 of the rows. Then press "Parsan Search” button for results

Select Program: || ~

Select Grantee: 3 (Optiona“
Gite AND rostal code:|  v|

Email Address: ‘

PETEEa [ et |

Step 2
"Select” the person to add and press the *Select Person” button.

Select: Last Name. First Name. MI: Location: Email Address:  UserID: User Type:

TIPS

Click the Refresh Screen button to clear any criteria currently on the form. Click the Help button for more
information about using the Person Search.

6. Under Step 2, all possible results display. To select a user, click the check box next to their name
and click the Select Person button.

SEARCH SUCCESSFUL

EustMame: ([0, | AND LastName:[mier |
Select Program: v

Select Grantee: & oronan
e AND Ppostal code: v

Email Address: |

AT R

Step 2
"Select” the person to add and press the "Select Person” button.

Select: Last Name. First Name Location: Email Address: UseriD: User Type: »~
M
Wilier, Arthur, & Washington/DC arthur.miller@acf.hhs.gov AMILLER1 Contractor —
O Millero1, Arthur, ¢ arthur.miller@acf.hhs.gov AMILLERO1 Contractor
O Millero2, Arthur, ¢ arthur.miller@acf.hhs.gov AMILLERO2  Contractor
O Millero3, Arthur, ¢ arthur.miller@acf.hhs.gov AMILLERO3  Contractor
(=l - |

I Select Person

TIPS

In Step 2, only one user’s name can be selected at a time.
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7. The “Roles and Assignments” screen displays. The new user’s name and e-mail information
appear in the “Add New User” section. Click the Add User button.

OLDCHome  User/System Sefings  Roles and Assignments

Roles and Assignments

Current Users: Search o Select a name
+ Click "Edit Assignments" to assign job type, to increase or decrease the Programs, Grantees andfor Grants, to assign reports based on the type of report (i.e. Expenditure)
and to increase or decrease the actions available for this user.
+ Click "Delete User” to remave the user from the OLDC system permanently.
« Select a name and click *Copy Assignments” to copy assignments from anather user to the selected user

New Users: To create a new user, fill aut the required fields indicated by an asterisk *: First Name, Last Mame, Email Address and User Type.

» To add a new user from the grant contacts list, click "Person Search”. From the following screen, select a name. This name will be added inserted inta the "Add New User"
fields. Click "Add User" to complete this process.

Edit Current User Add New User

Searcn
Users: MAIE: gy » Arhur | widle: [ | Last. * [Miller |
Current F rthur (AMILLERSTAGE) T
Users: | iiller_Dev. Athur C. (MILLER:_DEV) Tt [Grants nalyst ]
Mothkupelly, Preeth (PMOTHKUPALL
Mothkupally-Test Preethi (PMOTHKUPALLY_TEST) AQUESS: pymber [ | Street Name [ | Type: [ Street Type: ¥
Nerayanan, Kannan (KNARATANAN)
OLDC, User (UOLDC) Otner. | ]
one, Participant (ONEF)
one, UserT (UONE) ¢
one suser (AONE) e [ ameeee v ]
ane. tester (TOME) ol
Palaniappan. Yii (YPALANIAPPAN) Emall* antur.miller@act fihs gov ]
Palaniappanbl. Vi (PALANIAPPANG0) et
Public, John 0. (JPUBLICZ) Telephong: ] Ed
Raobit Hany (RABBITH) ¢ )
Rabbit Roger (RRABEIT) User Type: *
Frangasamy!, Shva (SRANGASAMY1) ~
e

HHS | ACF

8. A pop-up message displays. Click OK.

Microsoft Internet Explorer x|

& new user has been added. The user is selected in the Current User lisk,

i
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Add New User (Federal, Contractor, or Grantee)

OLDC Leads with the appropriate permissions may create new user accounts.

Prior to creating a new account from the “Add User” section, search the “Edit Current User” list and
the “Person Search” to ensure the customer does not already have an existing account.

To create a new OLDC account, complete the following steps:

1. Navigate to the “Roles and Assignments” screen, “Add New User” section.

Roles and Assignments
Current Users: Search or Select a name

o Click "Edit Assignments” to assign job type, to increase or decrease the Programs, Grantees andfor Grants, to assign reports based on the type of report (i.e. Expenditure)
and to increase or decrease the actions available for this user

# Click "Delete User" to remove the user from the OLDC system permanently

s Select a name and click "Copy Assignments” to copy assignments from another user to the gelected uger.

New Users: To create a new user, fill out the required fields incicated by an asterisk = First Name, Last Mame, Email Address and User Type.

» Toadd a new user from the grant contacts list, click "Person Search”. From the following screen, select a name. This narme will be added inserted into the "Add Mew User”
fields. Click "Add User" to complete this process.

Edit Current User Add New User
Search
Users Hame: gig - Middle: Last
Current (12,1717 (1121) ~ Tite:
users: | sddUser Test, Senthil (SADDUSERTEST) e
Adm1, Gatasolde (GATESOLOCADM)
Adm1. Olde (OLDCADM1) ALUESS e Straet Mame Type: | Street Type: v
Adm2, Gatesoldc (GATESOLDCADME)
Adm?, Olde (OLDCADM?Z) Other:
Adm3, Olde (OLDCADM3)
Admd. Olde (OLDCADM4) city )
Adm, Oldc (OLDCADMS) State: | State V] Zip.
Admb, Olle (OLDCADME) Ermail *
Ak, uak (UAKU) ma|
Anderson, John (JANDERSON)
asdad adads (AASDAD) Telephone: [ ) ] Ext
A_Official, Dads (A_OFFICIAL
Black, Andy (ABLACK) User Types ™ | Select User Type v
Burtzev, Oleg (OBURTSEY) vl

HHS | ACF

2. Type the user’s First Name.

3. Type the user’s Middle Initial (optional).

4. Type the user’s Last Name.

5. Type the user’s Title (only required if person needs signature authority).
6. Type the user’s Address (optional).

7. Type the user’s Telephone (optional)

8. Type the user’s E-mail address.

TIPS
Verify e-mail addresses are correct as new user account information is sent via e-mail.
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9. Select the User Type (Federal and Contract staff only).

IMPORTANT!

Only Federal staff is able to see the Federal option in the User Type drop-down menu.

Grantees do not see the User Type drop-down menu as they are only able to create other Grantees
(Non-Federal).

10. Click the Add User button. A Rules of Behavior warning message appears. Click OK.

11. The “A new user has been added” message box appears. Click OK.

Microsoft Internet Explorer x|

L "_'., & new user has been added. The user is selected in the Current User list,
L

TIPS
OLDC automatically creates new User IDs and Passwords:

The Grantee (Non-Federal) - User ID convention is Last Name+First Initial (for example John Smith would be
SMITHJ)

The Federal and Contract - User ID convention is First Initial+Last Name (John Smith would be JSMITH).

Publish Date (10/26/12) Student Guide 7
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Edit Assignments

Once a new user is added to the system, the next step is to assign a program, grantee organization, and

and Job Type. A Job Type is an OLDC title that contains a group of permissions called Roles. There
are currently ten Job Typest in OLDC:

Grantee Only Federal Only

Data Entry Person Regional Office Grants Officer

Authorized Official Regional Office Grants Specialist

Grant Director Central Office Grants Officer

Grant Administrator Central Office Grants Specialist

View-Only Auditor

TSee Appendix A for more detail on Job Types and Roles

Assign Program and Job Type

After a new user is created, their name automatically appears selected at the top of the “Edit Current
User” box. To grant or edit permissions, complete the following steps.

1. Select the user’s name from the “Edit Current User” box.

Roles and Assignments

Current Users: Search or Select a name

« Click "Edit Assignments” to assign job type, to increase or decrease the Programs, Grantees and/or Grants, to assign reparts based on the type of report (i.e. Expenditure)
and to increase o decrease the actians available for this user.

« Click "Delete User" ta remuve the user from the OLDC system permanently.

o Select a name and click “Copy Assignments” to copy assignments from another user to the selected user.

New Users: To create a new user, fill out the required fields indicated by an asterisk * First Name, Last Name, Email Address and User Type.

« To add a new user from the grant contacts list, click "Person Search”. From the following screen, select a name. This name will be added inserted into the “Add New User"
fields. Click "Add User' to complete this process,

Edit Current User Add New User

Search
Users Name gy = Middle Last:
ck (JFROST) e
Users Z, Winstan (WGONZALEZ) Tie.
G_Admin, Dads (G_ADMIN)
G_Director, Dads (G_DIRECTOR) AOUIESS. o Strest Name Type [SteetType: »
G_v/iew, Dads (G_VIEW)
Has293, Paul E. (HAS299) Cther
Huey, Baby (BHUEY]
internal, Olde (OLDZ. INTERNAL
Junk, Junk(JJ(UNKn ! Cibe State: | State v Zip:
Kaushik. Saket (SKAUSHIK) cmal
Kesavadas, Chenthil (CKESAVADAS)
Kudaravalli, Krishnamohan (KKUDARAYALLY
Kuruvilla, Jacab (JKURUVILLA) Telepnone: ¢ ) Ext
m, h (HM)
il Arthur C. (AMILLERH) USEr TVDE * [ Select User Typs ©

AGE)
I it Asrignments | adduser | rarson saacch |

TIPS

Names in the Edit Current User list are sorted alphabetically by last name.
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2. Click the Edit Assignments button.

Program Level Assignments

3. The “Assign Programs” screen displays. For new users without any previous assignments, the left
side bar is blank. As permissions are added, the assignment “tree” grows allowing the OLDC
Lead to navigate permissions directly from the side bar.

Name: Gatesolde Testy Help £ FAGQ

2: LastLoginitfoafoltzrotios PM End OLDC

ies

OLDG Home User ! Bystern Settings Roles and Assignments Edit Assignments

_)__J On-Line Data Collection

Current Assignments: Assign Programs
User: Lewis99, Nick (NLEWIS99]
i ! )_ Select to assign Job Type and click Refresh List button. (Note: changing any previously selected
= Programs — options on the page will I0se unsaver data )

Job Type: | SelectaJob Type 'I

Refre|

== Side bar “Assignment
Tree”

Gira ector
Grant Administrator
R/0 Grants Specialist

4. Select a Job Type from the drop down list and click the Refresh List button.

5. The “Program List” displays. Assign at least one Program from the list (multiple programs may be
selected at one time). The Programs list provides the option to choose All grantees or Select
grantees.

a. Choosing a checkbox under the All grantees column assigns all grantees available to the
OLDC Lead for a Program (i.e. the OLDC Lead for Region V is able to assign all Region V
grantees at once).

b. Choosing a checkbox under the Select grantees column allows the OLDC lead to assign
individual grantees.

c. To Unassign a Program, click the Unassign checkbox next to a Program.

TIPS

If multiple Programs need to be assigned, but not all Programs require the same Job Type, select the first group
of Programs and click Save. Next, change the Job Type from the “Assign Programs” screen and select the
second group of Programs. Click Save. Continue as necessary.

Only Programs already assigned to the person creating the permissions are available. If the desired Program is
not available for selection, please contact the ACF Regional Grants Office, Central Office Lead, or
app_support@acf.hhs.gov.
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6. Select the Primary Contact checkbox next to the appropriate program if the user’s name should
display under the Contacts section of the “Report Form Status” screen for a particular Program or
if they should have the Certify capability.

7. Select the Notify on Submit checkbox next to the appropriate program if the user should receive
e-mail notification when a report form is Submitted or Unsubmitted.

k; > On-Line Data Collection L1 n :r(‘]\uldrun Families L”;T;;;ﬁ:}l:c/:;ﬁos.-o3pn —Lgild foiﬁg

OLDC Home User i Systemn Settings Roles and Assignments Edit Assignments

Current Assignments:

User: Lewis99, Nick (NLEWIS99]

1
+ Programs

Assign Programs

Select to assign Job Type and click Refresh List button. {(Note: changing any previously selected
options on the page will lose unsaved data.)

Job Type: | RO Grants Specialist *

Make changes to the Program list and click "Save". Wwhen selected changes include required or
optional steps a new screen will load. Click "Reset” to restore to default settings.

Grantees Prima

an Select UnAssign Programs: Assigned Contact Su-hm Job Type
~ r I~ |Adoption Assistance = ~ r CI0 Grants Officer =4
~ Adoption Incentive Payment |

BASIC CENTERS [ |

Chafee (formerly ILP)

Child Abuse and Meglect State Grant - Part 1

Child Care and Development Fund Mandatory
Enatching

4 i

8. When assignments are complete, click the Save button if a checkbox was selected from the All
column, or click Next if a checkbox was selected from the Select column.

mi=iizli=linlis|
amAama

@A aaamAia
@ aAamin

O ajaiaa

A A AT

— Child Care Development Fund Discretionary

9. If the All grantees checkbox was clicked in the Program list, the “Assign Programs” screen
refreshes and the Job Type column in the Programs list is filled. New users (who do not already
have access to Secure Sign-In) receive two e-mails, the first containing user ID information and
the second with a temporary SSI password.

Grantee Level Assignments
10. If any Select grantees checkboxes were selected, the “Assign Grantees” screen displays.

OLDC Home Uger/ System Settings Roles and Edit

Current Assignments:

User: Lewis99, Nick (NLEWIS99)
[l ) Select to assign Job Type and click Refresh List button. (Note: changing any previously selected
=l Programs options on the page will lose unsaved data.)

Assign Grantees

4 Child Support Enforcerment

# Child Welfare Sacial Services Job Type: | RO Grants Specialist =

Select one ar multiple Pragrarms from the Program list and click the "Refresh Grantee List" button to
load or update the Grantee list

Select Programs: (select one or muttiple)
r Adoption Assistance

r Adoption Incentive Payrment

r Child Abuse and Neglect State Grant- Part1

Refresh Grantee List
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11. In the Programs list, select one Program to add grantees. Click the Refresh Grantees List button.

User: Lewis39, Nick (NLEWIS99]

i
= Programs =

Select to assign Job Type and click Refresh List button. (Note: changing any previously selected
) options on the page will Iose unsaved data )
4 child Support Enfarcement

= Child Weltare Social Services Job Twpe: | RO Grants Specialist x

Select one or multiple Programs from the Program list and click the "Refresh Grantee List" button b
Ioad or update the Grantee list

Select Programs: (Select one or multiple)
¥ Adoption Assistance

[~ |Adoption Incentive Payment

- Child Abuse and Meglect State Grant- Part 1

- Make changes to the Grantee changes include required or
= optional steps a new screen will load. Click "Reset" to restore to default settings
4 ! —"—I Grants ] Grantee(s): y Primary Notify on

an select UMASSION by b i State Territory Tribe other A5 coniacy  submit B
- - = Maine [1 016000001 AB] = = =
r r -] Massachusetts [1 046002284 K5] = -] =
[ [ - Mevw Hampshire [1 026000618 B3] [l - [l
(| (| 1] Rhode Island (1 056000522 C6] = 1] L
r r - Wermont [1 036000274 AB] [l - [l

12. All available grantees display in the Grantee list. The same options are available as from the
Programs list. Click the All checkbox to the left of a program to assign by Region or grantee, or
click the Select checkbox to assign by individual grants.

13. Once assignments are complete, click the Save button if an All checkbox was selected, or the Next
button if a Select checkbox was selected.

14. 1f the All grants checkbox was clicked in the Grantee list, the “Assign Programs/Grantees” screen
refreshes and the Job Type column in the Grantee list is filled. Select other Programs as necessary
to make assignments.

Grant Level Assignments
15. If any Select grants checkboxes were clicked, the “Assign Grants” screen displays.

0LDC Home User i System Setiings Roles and Assignment Edit

Current Assignments: Assign Grants

User: Lewis39, Nick (NLEWIS39)

Programs — ( Program Mame: Adoption Assistance J
B Child Support Enforeement

£ Child Welfare Social Services
Select to assign Job Type and click Refresh List button. (Note: changing ary previousty selected

options on the page will lose unsaved data )

Joh Type: | R/0 Grants Specialist

Select a Grantee from the Grantee list and click the "Refresh Grant List" button to load or update the
Grant list

Select Grantees: (select one)
Fitter by: All State Territory Tribe Other

2 Wermont[1 036000274 A8

Refrash Grant List

16. Select one Grantee by clicking the checkbox and then clicking the Refresh Grant List button.
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17. Select one or multiple grants, and click the Save button.
18. The “Assign Grants” screen refreshes and the Job Type column in the Grant list is filled.

Report Access

It is possible to assign or unassign specific report forms to a user. For example, a user may be assigned
the CSE 157 Program Performance Report form for a grant while another user is responsible for
completing the CSE 34A and 396A.

It is not necessary to modify report access if a user should be assigned all reports for a program.

TIPS

By default, users are automatically assigned to all available reports (availability of reports depends on reports
already assigned to the OLDC Lead) when assigned to a Program.

To assign or unassign specific reports, follow these steps:

1. From the “Roles and Assignments” screen, select an account to modify and click Edit
Assignments.

2. The “Assign Programs” screen displays. From the left side bar, click Programs.

Current Assignments Assign Programs
User: Frosl, Jack (FROST.]

| = Select to assign Job Type and click Refresh List button. (Mote: changing any previousty selected
JPrograms ™= options on the page will lose unsaved data.)

Job Type: | G/O Grants Specialist >

Make changes to the Program list and click "Save”. When selected changes include required or
optional steps a new screen will load. Click "Reset” to restore to default settings

Grantees Primary Notify on
Al Select Contact  Submit

- r [T |Abstinence Education Grant Pragram [l [l r =
r - [~ |Abstinence Education ol ol ]
- r I~ |Adoption Assistance [l [l r

Unassign Programs: Assigned «Job Type

3. Select the desired program from the side navigation.

At this point, one of two screens displays depending on the level of assignments:

e The “Customize Report for Program Level assignments” screen for Program Level
assignments

e The “Assign Grantees” screen for Grantee and Grant Level assignments

Turn to the appropriate section for assigning Report Specific permissions.
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Program Level Assignments

The “Customize Report for Program Level assignments” screen displays if a user is assigned to all

available grantees for a Program.

a. The “Customize Report for Program Level assignments” screen displays.

b. Assign or Unassign desired reports by clicking the appropriate checkboxes.

c. Select a Job Type from the list and then click the Refresh Action List button.

TIPS

Please note that selecting a Job Type at this point does not change the job Type assignment, but instead
highlights the default roles associated with the Job Type in the Action List.

OLDC Home User ) System Settings

Current Assignments:

User: Frost, Jack (FROST.J)
Programs =
Q Child Care and Development Fund |

L)l Grantees

Roles and Edit

Customize Report for Program Level assignments

( Program Mame: Child Care and Development Fund hMandatory & Matching J

Select one or multiple Reports from the Report list and click the "Refresh Action List" buttan to load or

update the Action list. Selecting Job Type displays default Actions for the Job Type highlighted inyellow.

Assign  UnAssign Report Type Assigned Select Job Type to view default roles:
I |selectal = 0 view Only User =
r I |Program Performance Form F ¢ |Data Entry Person
r I~ |Expenditure (Tribes Only) F |-  |Authorized Official Ll

d. The “Action List” list displays below the Report list. If no further changes to permissions
are necessary, click Save and then End OLDC.

If roles should be changed according to report type, turn to the section Action List on page

17.

Grantee Level Assignments

The “Assign Grantees” screen displays if a user is assigned to a sub-set of grantees for a Program (i.e.
a region, state, tribe, territory, or organization).

a. The “Assign Grantees” screen displays. Click the desired Program from the left side bar

navigation tree.

Current Ascighments
User: Frost, Jack (FROSTJ)

1
= Programs

.

+ Abstinence Education

Assign Grantees

Select to assign Job Type and click Refresh List button. (Note: changing any previously selected
options on the page will lose unsaved data.)

4 Adoplion Assistance Job Type:[Selecta Joh Type =
+ Child Care and Development Fur
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b. The “Assign Grantees” screen displays. From the navigation tree, click Grantees.

Current Assigniments Assign Grantees

User: Frost, Jack (FROSTJ,
Imﬂfﬂms = ( Program Name: Child Care and Development Fund Mandatory & Matching J
# Abstinence Education

TJA!'JEF\UEI’V Assistance
L s ovsloprent Fund | Select to assign Job Type and click Refresh List button. (Mote: changing any previously selected
d options on the page will lose unsaved data.)

Joh Type:[Selecta Job Type =

c. The “Customize Report for Grantee Level assignments” screen displays. Select one or
multiple (can select an entire region) grantees and click the Refresh Report List button.

Current Assignments: Customize Report for Grantee Level assignments

User: Frost, Jack (FROST.)
i -
jﬁ'“u'ﬂms — ( Program Mame: Child Care and Development Fund Mandatory & Matching J
+ Adoption Assistance
=/ Child Care and Development Fui
Lcrantees

Select one or multiple Grantees from the Grantee list and click the "Refresn Report List" button to load

or update the Report list
41 Region 01 " P
Select Grantees: (select one or multiple)
Filter by: All State_Territory Tribe_ Other
Icd Houltan Band of Maliseet Indians [1 010374069 A1) ;‘
Icd INDIAN TOWNSHIP PASSAMAQUODDY [1 010346598 AZ)
| MASSACHUSETTS [ 046002284 D]
W | MEAostookMicmacs [1 010385385 A1) o

I Refresh Report List I

d. Allavailable reports display below the grantee list. Assign or Unassign desired reports.

e. Select a Job Type from the list and then click the Refresh Action List button.

TIPS
Please note that selecting a Job Type at this point does not change the job Type assignment, but instead

highlights the default roles associated with the Job Type in the Action List.

Lurrent Assignments: Customize Report for Grantee Level assignments
User: Frost, Jack (FROST.)
i Prora 2] ( Program Name: Child Care and Development Fund Mandatory & Matching J
rAunmmnAumm:l
I Child Care and Development Fur
Select one or multiple Grantees from the Grantee st and click e "Refresh Report List! button to oad

A crantees

4 Reglon 01 or update the Report list

Grantess: (select one or multiple)

| s.'-'em, Filier by: All State. Teritory. Tribe. Other
| " | CONNESTICUT 1 066000798 E4)
| = | Houlton Band of Malisest ndians [1 010374068 A1)
| ® | DN TOWNEHIP PASBAMAGUODDY [1 010346598 A2]
I L
Select one or multiple Reports from the Report list and click the "Refresh Action List' button ta load or
L Upeiate e ACtion 1St Seleeting Jon Type dispiays detault Acions for the Job Type GHighied N yellow
= _l—l Ass I“n UnAssign Report Type Assigned Select Jub Type (o view default roles:
= [selsctan = (= ©|view anly User =

©  |Data Entry Persan
| muthorized omeral L

=
| | ™ |Expendire crrines oni | =
[

f. The “Action List” list displays below the Report list. If no further changes to permissions
are necessary, click Save and then End OLDC.
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TIPS
To see the default roles associated with a Job Type, select the Job Type from the list and click the Refresh
Action List button. The Action List displays with the default roles highlighted in yellow.

If roles should be changed according to report type, turn to the section Action List on page 17.

Grant Level Assignments

The “Assign Grantees” screen displays if a user is assigned to a sub-set of grantees for a Program (i.e.
a region, state, tribe, territory, or organization).

a. The “Assign Grantees” screen displays. Click the desired Program from the left side bar
navigation tree.

Assign Grantees

Program Name: Children's Justice Act J

Select to assign Default Job Type

Default Job Type:
Autherized Official

b. Continue expanding the side bar until the Grants option is available. Select Grants.

Current Agslgunents: Customize Report for Grant Level assignments
User: Frost, Jack (FROSTJ)

lJ Programs
& Apstinence Education

- Grantees
| ot

El C‘ﬂn"Eﬂlﬁﬂtl1 0Rs000¢ Select one or multiple Grants from the Grant list and click the "Refresh Repart List" button to load or
=l Grants Update the Repart list

5

Program Name: Abstinence Education
Grantee Mame: Connecticut [1 066000798 A3]

4 Aduption Assistance Select Grants: {select one or multiple)
4 Child Care and Development Fu fe|0482CTMCHS

c. The “Customize Report for Grant Level assignments” screen displays. Select one or
multiple grants and click the Refresh Report List button.
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Current Assignments: Customize Report for Grant Level assignments
User: Frost, Jack (FROSTJ)
él‘-"mgrams = ( Program hlame: Abstinence Education J
B (P ErTy Grantee Name: Connecticut [1 066000798 Ag]
S Grantees
= Region 01
5‘3‘“""““5"‘“ 066000; Select one or multiple Grants from the Grant list and click the "Refresh Report List" button to load or
Sicrants Upiiate the Repart list
4 D4B2CTMCHS
4 adoption Assistance [ Select Grants: (select one or multiple)

# Child Care and Development Fu H 2] ‘MBZCTMCHS

Refrash Report List

Select one or multiple Reports from the Report list and click the "Refresh Action List" button to load or
updiate the Action list. Selecting Jol Type displays default Actions far the Job Type highlighted in vellow

Select Job Type (o view default roles:
Assign UnAssign Report Tyne Assigned  [viewoniy User -
| © | m [sstectm [ =
= | Data Entry Person
‘ r ‘ I |Expenditures ‘ 5
1 _';I © [rutnorized offcial =
< ,

d. All available reports display below the Grant list. Assign or Unassign desired reports.

e. Select a Job Type from the “Default Job Type” list and then click the Refresh Action List
button.

L asosnc [ 03010ccuAt =

Select one or mutple Reports from the Report list and click the "Refresh Action List® button to foad or update the Action
ist. Selecting Default Job Type dispiays default Actions for the Job Type highiighted in yeliow

= Defaul Job Type:
” o Assign UnAssion Roport Tye Assioned RI0 Grants Speclalist 2
K Hi 7] Select Al

Grant Agministrator
0 O |ewendres
Grant Director

Make changes to the Action list and click *Save*. Click *Reset" to restore to defautt settings

Ccan

Select Actions): Dotegata ASSioned
[ |Aga File Atachments [ 4
{21 Ada New Usar ®
[ |AswEdiDelete Contact Person 3]

[ cfoAcceptance ]
[91 | Cerifywith Signaturs Authority @
{71 Create New Grant Form =

Delete Existing User ]
[%]  Delote Grant Form 3]
[ |Director Certity Authorty [}
[9) | Edit Existing Orant Form ]

[ |EditExisting User

TIPS
Please note that selecting a Job Type at this point does not change the job Type assignment, but instead
highlights the default roles associated with the Job Type in the Action List.

f. The “Action List” list displays below the Report list. If no further changes to permissions
are necessary, click Save and End OLDC.

If roles should be changed according to report type, continue with the section Action List
on page 17.
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Action List

The Action list is used to add or remove individual roles. Roles are report specific and may be
assigned either by Program, Grantee, or by Grant.

To provide additional Roles:

1. Complete the steps in the section “Report Access” (Program Level, Grantee Level, or Grant
Level). The “Action List” displays.

= Defaut Job Type:
« - Assign_UnAssign Repart Type Assigned ot Dt =
Select All O |Grant Director

O Authorized Official
[0 [ Expendtures

@ | Data Entry Person v

Make changes to the Action list and click *Save". Click "Reset” to restore to default settings

- Action(s)y: i Assioned
Add File Attachments = S
T Add New User V]

Add/EditDelete Contast Person

=]

B®E

Delete Grant Farm
Director Certify Authority
Edit Existing Grant Form
Edlit Existing User

JI!!!!!!!IIE

100 ERE R

2. Check or uncheck roles to assign from the Select checkbox. If the user should have the ability to
grant roles to other users, also click the Can Delegate checkboxes.

3. Click the Save button. Once the screen re-appears, the changes are complete.
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Copy Assignments

When creating a new user, it is possible to copy the assignments of an existing user to the new user.
Copy Assignments may be used in place of Edit Assignments.

TIPS
If a user with existing permissions is selected to have assignments copied to them, the new permissions
overwrite the existing ones.

To copy assignments from one user to another, follow these steps:

1. From the “Roles and Assignments” screen, select a user to receive roles and click the Copy
Assignments button.

Roles and Assignments
Current Users: Search or Select aname
o Glick "Edit Assignments” to assign job type, to increase or decrease the Pragrams, Grantees and/or Grants, to assign reports based on the type of report (.. Expenditure)
and to increase or decrease the actions available for this user
« Click "Delete User" ta remove the user fiam the OLDC system permanentl
o Select aname and click "Copy Assignments” to copy assignments from anather user to the selected user.

New Users: Ta create a new user, fill out the required fields indicated by an asterisk *: First Name, Last Name, Email Address and User Type

 To add a new user from the grant contacts list, click "Person Search”. From the following screen, select a name. This name will be added inserted inta the "Add Mew User”
fields. Click "Add User” ta complete this process.

Edit Current User Add New User
Search
Users Name' g = | e | | Last. = ]
Current|f g 1171 (1121) ~ "
Users: || AddUser Test, Senthil (SADDUSERTEST) Tite: | |
Admi, Gatesold (GATESOLDCADM) ‘ e |
Adm1, Olde (OLDCADMI) AAOIBSS. pyymber Street Name: Type: | Strest Type: ¥
Adim, Gatesoldc (GATESOLDCADM?) I
Adm, Olde (OLDCADM2) otner | ]
Adm3, Olde (OLDCADMS)
i, Ol L0 CADME ae [
Admb, Olde (OLDCADMS) S‘ﬁzi:l:l
(Adim, Olddc (OLDGADME) rmal
aku, uak (UAKL) Emall.* [ ]
, John (JANDERSON)
asdad adads (AASDAD) Telephone: i . ]
4_Official, Dadls (A_OFFICIAL) ¢ )
Black Andy (ABLACK) User Type:* [Select User Type &
Burtsev, Oleg (OBURTSEV)

HHS | ACF

2. The “Copy Assignments” screen displays. Choose a user from the Current Users list to copy their
assignments to the person selected on the previous screen.

OLDC Home  User/SystemSefings  Roles and Assignments  Copy Assignments

Copy Assignments

User Name: Miller, Arthur C. (AMILLERT)
Email arthur.miller@act hhs.gov

Choose the user below to copy their assignments to the persan selected fiom the previous screen

inston (WGONZALEZ)
G_Admin. Diadls (G_ADMIN)
G_Director, Dads (G_DIFECTOR)
G_View. Dads (G_VIE

Hasz29, Paul E. (HAS295)

Huey. Baby (BHUEY) v
L

3. Click the Copy Assignments button.

4. The message “You are about to Copy Assignments. Do you want to continue?”” appears. Click OK.

18 Student Guide Publish Date (10/26/12)



OLDC Assignment Delegation Training

Microsoft Internet Explorer,

5. The message “The Assignments for the User have been copied between selected users” appears.
Click OK. At this point, new users are e-mailed their SSI IDs and passwords.

Microsoft Internet Explorer D_<|

L] E Assignments have been copied between selected users,
[ ]

6. Click the Roles and Assignments link from the top of the screen to return to the “Roles and
Assignments” screen.
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Delete User

In OLDC, it is possible to delete a person’s access to the system. Although the account is deleted, their
record remains in the database and information about that user can be retrieved upon request. This is
necessary since actions performed by that user are tracked for historical purposes.

If a staff member permanently leaves the organization or a job, delete them from OLDC. If a staff
member takes extended leave, do not delete them from OLDC but remove their assigned Programs.

TIPS

When a user’s assignments are removed, their name still displays in the “Edit Current User” list. The
name only disappears once the user is deleted.

To delete a user from OLDC, follow these steps:

1. From the “Roles and Assignments” screen, select the user to delete from Edit Current User. Click
the Delete User button.

Edit Current User Add New User
Search
Users: Name.  ipet: +[ | utidle: | | Last: < ]
Current [req, three (TREGT) -
Users: | Ro Officer, Dads (RO_OFFICERT Tie: | ]
Specialistl, Dads (FO_SPECIALISTT)
ajan, Senthil k (SSVARAJANY AOUMBSS pymper [ | Street Name: | | Type. | Street Type: (v
MITH)
; ATHM) Other. | |
K
i

oo Preehs 1T e - P 0 0F R B

Test Senthil (TESTS) Emal

Test SenthiTest (TESTST) Emall* | J

Test TestDue. (TTEST4)

T Ten ey D (0 e

Test (TTEST3)

test uma (UTEST) Uaet Ty~

Testl, Gelesolde (GATESOLDCTESTY) v

—— o0 EZITEETTET -

HHHHHH

2. The message “Once a user has been deleted they are permanently removed from OLDC. Are you
sure you want to delete this User?” appears. Click OK.

Microsoft Internet Explorer

\_?\/ once a user has been deleted they are permanently removed From OLDC, Are wou sure you wank to delete this User?

]

3. A confirmation message appears stating the selected user has been removed from accessing the
OLDC system. Click OK.

Microsoft Internet Explorer |

& The selected user has been removed From accessing the OLDC syskem,
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Password Administration

The Password Administration section gives users with the “Password Administration” role the

capability to reset their staff’s passwords.

To reset a password, follow these instructions:

1. From OLDC Home, click the link User/System Settings

2. Under the heading “System Settings”, click the link Password Administration. The “Password

Administration” screen displays.

Password Administration

OLDC Home  UserSystem Seftings

Password Administration

Choose the user below then press the button "Password Reset’. Email notifications will be sent

Current Users

Ainston (WG ORNZA
adls (G_ADMIN)

. Dads (G_DIRECTOR)
iiew. Dads (G_VIEW)

ul E (HASZ39) v

From the “Current Users” box, click the name of the person who needs their password reset.

4. Click the Password Reset button.

5. The “Resetting the password will affect all ACF System Accounts. Do you want to reset the

password for the selected user” message appears. Click OK.

Microsoft Internet Explorer

\‘:’/I Resetting the password will affect all ACF System Accounts. Do you want ko continue ko reset the password For the selected user?

Cancel

6. The “Password has been successfully reset for the selected user and an e-mail has been sent to that

user” message appears. Click OK.

Microsoft Internet Explorer

sent ko that user,

N

The password has been successfully reset For the selected user and an email has been

The user now receives two e-mails: one advising the password was reset and the other containing the
new password. The person who reset the password also receives e-mail confirmation.
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Need Help?
Grant Partners should contact their Grants Office for assistance.
Federal staff should contact their OLDC Central Office Lead for assistance — or contact the Custom

Application Support and Training help desk by phone at 1-866-577-0771 or via e-mail at
app_support@acf.hhs.gov.

OLDC Help FAQ Site
From any OLDC screen, click the link Help/FAQ.

Existing answers to questions can be found in OLDC’s Help/FAQ searchable database section Find
Answers.

To submit a question to OLDC Technical staff, use the OLDC Help/FAQ — Ask a Question section.
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NOTES:
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NOTES:
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Appendix A: Job Types and Roles

List of Job Types

Federal Staff

Grant Partners

C/O Grants Officer - All grant information from
the Central Office Grants Specialists is reviewed
by a Central Office Grants Officer. Central
Office Grants Officers have the authority to
review and approve the grant information of a
specific program.

Grant Administrator - Person responsible for
creating User IDs and assigning roles to Grantee
staff. A Grant Administrator can create User 1Ds
and assign roles to staff members working with a
specific program or grant.

C/O Specialist - Receives Recommendations
from the Regional Grants Officers and prepares
the grant for the Central Office Grants Officer.

Data Entry Person - Person responsible for
entering grant report data into OLDC. The Data
Entry Person is able to create and edit grant
reports by default. Additional roles may be given,
including Certify, Submit, and Unsubmit.

R/O Grants Officer - The authority to review
and approve the grant information of a specific
grantee within a particular region.

Authorized Official — Person directly involved in
the processing of the grant. This might be a
Financial Officer (FO) in charge of budgeting the
grant, or a member of an audit team. An
Authorized Official has view-only and Certify
roles by default. Additional roles such as Submit
may be assigned to the Authorized Official.

R/O Specialist - The authority responsible for
processing the grant information of a specific
grantee within a particular region.

Grant Director - Manager of the grant recipient.
The default roles are View-only and Certify. The
Grant Director may be given other available
permissions if more direct control over grants is
required.

Auditor — Read and print report forms, but
cannot perform any action such as data entry.

View-Only — Read and print report forms, but
cannot perform any action such as data entry.
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List of Roles

Role

Assignment

Add File Attachments

Adds attachments to a report for submission.

Add New User

Creates new users within the organization to have
access to the OLDC system. It also defines the job
type and delegate roles.

Add/Edit/Delete Address

Allows access to the Address section of the OLDC
application. Users can add new addresses, edit
existing addresses, or delete addresses that no longer
pertain to the program or grant.

Add/Edit/Delete Contact Person

Allows access to the Contact Person section of the
OLDC application. Users can add new contacts, edit
existing contacts, or delete contacts that no longer
pertain to the program or grant.

Certify with Signature Authority

Officially signs a form for submission. This does not
submit the report form to ACF. Report forms must be
certified prior to submission. Users with both Certify
and Submit roles must certify a report form before
submitting it.

Director Certify Authority

Performs the same function as Certify with Signature
Authority. This role must be assigned to at least one
of the certifying officials for forms that require two
signatures.

Create New Grant Form

Creates a new form or report for a specific time period
pertaining to the requirements of the grant.

C/O Acceptance Review

Enables the Central Office user to “Review” a grantee
submitted report prior to C/O Acceptance and change
the status of the report to “In Review”.

C/O Acceptance

Enables the Central Officer to officially “Accept” a
grantee submitted report as the legal document.

Delete Existing User

Delete users within the organization that have access
to the OLDC system. Any defined job types and
delegations of roles to that user are also deleted.

Delete Grant Form

Deletes a form, report, or revision after it has been
created. Reports of Submitted status or higher cannot
be deleted. This role also removes all previously
entered data and any reference to the particular file or
report.

Edit Existing Grant Form

Allows editing of any report, including revisions.
Reports of Submitted status or higher cannot be
edited.

Edit Existing User

Edits the roles, job types, and delegated roles of the
users within the organization that have access to the
OLDC system.

Export Files from OLDC

For advanced users. Allows downloading of any past
or present reports from OLDC in different formats.
This role is similar to the Read Only role and will not
affect any reports or data in the OLDC application.
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Role

Assignment

Grant/Program Preferences

Allows Grant and Program level changes to how the
OLDC application process works at the user’s level.
This area contains options that affect the submission
of a specific report, such as requiring more than one
signature or approval prior to submission.

Grant/Program Settings & Limits

Defines grant-related settings that affect only grants
with which the user is associated, such as number of
signatures required.

Help/FAQs

Allows access to the features and functions of the
OLDC Help program and Frequently Asked Questions
(FAQ) database. Recommended for all users.

Import Files to OLDC

For advanced users. Allows copying of files or
reports from a local computer to the OLDC system.
This process is similar to the Data Entry role but
allows users to copy multiple reports at one time.

Management Status/Remarks

Enables the Report Status History and Remarks
section of the Report Form Status page.

Remove Address From Database

Permanently deletes addresses that no longer pertain
to the program or grant. This removes the address
from OLDC.

Reports & Queries

Creates and runs summary reports based upon the
information previously reported in OLDC.

Revise Submitted Grant Form

Creates a revision of a form or report for a specific
time period related to the requirements of the grant.
In some cases, this feature is only available upon
approval from the ACF Grant or Program Office.

R/O Acceptance Review

Enables the Regional Office user to “Review” a
grantee submitted report prior to R/O Acceptance and
change the status of the report to “In Review”.

R/O Acceptance

Enables the Regional Officer to officially “Accept” a
grantee submitted report as the legal document.

Search Contact Person

Allows access to the search function within the
contact person section of the OLDC application.
Users can search or browse other users listed, and
choose to add them to the contacts list for the program
or grant.

Submit Grant Form

Officially submits a report form for ACF approval.
This role does not certify the report. A report must be
certified prior to submission. Users with both Certify
and Submit roles must still Certify a form before it
can be submitted.

Submission Override

Allows Federal staff to submit a report form after the
due date has passed. This is a restricted role.

Un-submit Grant Form

Unsubmits a report in two cases. The first case is
after submission of a form but before the ACF Grants
or Program Offices reviews it. The second case is
upon notification from ACF Grants or Program
Offices that form changes are necessary.
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Role Assignment
View Contact Person Allows access to the contact person section of the
OLDC application. Users can browse and view
contacts that pertain to a user’s program or grant.
View Grant Settings View-only role. Allows access to a listing of
important grant related dates including deadlines, due
dates, and extensions applicable to a user’s program or
grant.
View Official Grantee Address View-only role. Allows access to the address section
of the OLDC application. Users can browse and view
addresses that pertain to their program or grant.
View Personal Roles View-only role. Reviews the roles and
responsibilities assigned to the user. These also define
the application capabilities and functions available to
the user.
View/Print Grant Form View-only role. Allows the user to view or print any
and all reports, including revisions. Reports of any
status can be viewed as well.
View Status/History Permits the user to see the History and to enter public
remarks in the Remarks section of the Report Form
Status page.
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Helpful Hints and Troubleshooting

e Edit Assignments Breadcrumb (Navigation Link): Clicking the Edit Assignments
breadcrumb returns the user to the “Assign Programs” screen (same as clicking Programs
from the Navigation Tree).

e Modifying existing Permissions: When modifying existing permissions such as Notify
on Submit or Primary Contact, make sure the correct Job Type is selected at the top of the

screen.
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