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About This Guide

The Online Data Collection (OLDC) Assignment Delegation User Guide was developed to assist users 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 Lesson 1: Introduction
e Lesson 2: Add a New Account
e Lesson 3: Edit Assighments
e Lesson 4: Copy Assignments
e Lesson 5: Delete User

e Lesson 6: Password Administration



Lesson 1: Introduction

The Online Data Collection (OLDC) system is role-based and 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 sometimes given the Submit role.

The Assignment Delegation module allows the OLDC Grant Administrator to create new accounts or
modify existing ones. Each account must have at least one program and one Job Type assigned. This can
be achieved through the “Edit Assignments” section or the “Copy Assignments” section. The “Edit
Assignments” section allows the administrator to assign programs 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.
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Lesson 2: Add a New Account

Add New User

OLDC Grant Administrators may create new user accounts. To create a new OLDC account, complete the

following steps:

1. Login to Secure Sign-In.

Welcome to i
Secure Sign-In

A

Pop-up Blockers and OLDC:

account maintenance, a
Please turn off any pop-up

blockers or "Allow pop-ups”
for this site. OLDC will not
display if you have a pop-up
blocker.

Team at app_support@

will either refer your iss

Did you know that OLDC has | | involved. The Helpdesk
capabilities to assist users

Sl (Single Sign-In) is the security gateway to supported applications. It provides user

questions about existing user accounts, possible training or have difficulty using 551 for
login then please feel free to contact the Helpdesk at 1-866-577-0771 or e-mail the

depending on the support agreement with the application owner and by the program
office on a program by program basis. It is always best, if you have questions on the

Did you know applications to contact your program office {or regional office) first for assistance. They

and programs, by agreement. If you have any suggestions as to how you would improve Login Help
. s . e L s "

pplication access control and user authentication. If you have

username |

Passwors ||
Lioon]

ue to the proper place or ask you to contact the support office Forgot Login Info?
covers support for about 50% of our users for the applications

acf.hhs.gov. Applications are supported on an individual basis

" I3

2. Click the OLDC button.

United States. Department of

HHS Home | Questions? | Contact HHS

Health -~ Human Services

Personal Information Please choose Application then press the Application Button.
Change Password System alerts and announcements are displayed below the
Change Challenge Question Application Launch table.
Log Off ——SeieetAppiivetionr—
Privacy
Accessibiliy

Help / FAQ

Current User awalters1
Current Environment: Training
Last Login: 08/30/12 10:00:20 AM

Alerts & Announcements

| Site Map | Accessibility | Privacy Policy | Freedom of Information Act | Disclaimers

The White House | FirstGov

Publish Date (9/7/2012)

Student Guide



OLDC (Online Data Collection) Assignment Delegation

Family Violence Prevention and Services (FVPS) Courseware Version 2.0

3. Click User/System Settings.

2
'. Administeation for Children - Families  ame: AnnaLisa Walters Helo/ EA
Last Login:o8/30/12 10:00:19 AM End OLDC

. ~ On-Line Data Collection

Report Form Entry

-~ On-Line Data Collection
Analytical Reports @

User / System Settings

Welcome! If this is your first time,

End OLDC please feel free to make use of our
training resources. For any guestions
Privacy visit our dynamic database of questions
and answers. Many functions
Accessibility throughout this application, contain
links that provide context-sensitive help.
Help/ FAQ
Mews & Tips

4. Under System Settings, click Assignment Delegation.

User Settings
User Preferences perscnal settings - report form navigation.
View Assignments Review roles and responsibilities.

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

System Settings

Assignment Delegation #ssign job types and delegate roles to users.

ASSWOT ministration Reset passwords for users.

Web | Privacy and Security Notice | Freedom of Informatien Act | Disclaimers oLoc
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5. The Assignment Delegation screen displays. To ensure the user does not already exist in the system,
enter their last name followed by their first name in the “Edit Current User” search 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 reperts based on the type of repert (i.e. Expenditure) and to increase or decrease the actior
available for this user.

» Click "Delete User" to remove the user from the OLDC system permanently.
= Select a name and click "Copy Assignments” to copy assignments from another user to the selected user

New Users: To create a new user. il 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 Mew User” fields. Click "Add User” to complete thi
process

Edit Current User Add New User

Search Users

jones, anna Name
First * Middle Last
Current USers: | CoakleyZ, Brooke (BRCOAKLEY2) 4
Edelman, Peter R (PEDELMAN) Title
Freemangs, Latonya (LFREEMANSS)
FVPS, TEST (FVPST)
Intemal. Eavs (EAVS_INTERNAL) AOUIESS. pymper Street llame Iype | Street Typs: v
Internal, Olde (OLDC_INTERMAL) o
KK2, KK (KKK2) ~
KIKM2. KKMT (KKIM2K)
Neswssi, Testing30 (TNEWSSI) City. State. | Stale ¥ Zip.
Peel, Patricia (PEELF)
Randall98, Shervonne (SRANDALLIS) Email *
Robinson33, Antonio (ARCBINSONS3)
Roused9. Richard (RROUSES3) Telephone
Stewartd9, Lawanne (LSTEWART99) \ ) 1 Ext
TEST. FYPS (TESTP 2 [ i veer | pereon semrcn |

[y Y — P Y —— m

Once confirmed the person does not yet have an account, begin completing the information in the “Add
New User” section on the right side of the screen.

6. Type the user’s First Name.

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

o

Type the user’s Last Name.
9. Type the user’s Title (only required if person needs signature authority).
10. Type the user’s Address (optional).

11. 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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12. Type the user’s Telephone Number.

13. Click the Add User button.

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
process

Edit Current User Add New User

Search USers: fjone, anna

Name

Jone |

Anna Iliddle | ‘LE!_ST :

First: *

Current Users | pegl, Patricia (PEELP) ~

Randall99, Shervonne (SRANDALLSS) Tifle:
Robinson38, Antonio (AROBINSONSS)

Roused9, Richard (RROUSESS) B Address
Stewart98, Lawanne (LSTEWARTSS)
Test, Avail (DBTEST)

TEST.FVPS (TESTF)

Trainee100, Training (TRAINEE100) i
Trainge21, Training (TRAINEE21) City. [Rockville | state: MO zip [20883 || |
Trainee2Z, Training (TRAINEEZZ)
Trainee23, Training (TRAINEE23) Email * |ema|\@ema|l.com |

Trainee24, Training (TRAINEE24)
T .25, Training (TRAINEE2E) p
rainee, raining ( ) Telephone: | Ext-l:l

Directar ‘

Mumber ‘1234 |Streel Mame |HBDDV ‘m| Shoals V|

Other | |

Trainee26, Training (TRAINEEZE)
Trainee27, Training (TRAINEEZ7)
Trainee28, Training (TRAINEEZS) b

Edit Assignments Copy Assignments Delete User

Person Search

Add User

14. The Secure Sign-In security message appears. Click OK.

. IMPORTANT: The actions vou are now taking will add a new user that will be trusted to access this 551 svstem and gain access to assigned applications, This is a
\__*\/ government owned system and is for the express use for government business and may contain sensitive information. It is your responsibilicy to make sure you
give access ta only those individuals that shauld be autharized to complete their required kasks in accordance with HHS Rules of Behavior |
htbp:f feman hhs, gov fociofpolicy/hhs-ocio-2010-0002,001s_hhs_rules_of _behavior.html ), and Federal Law, If vou discover attempts to improperly gain rights to
access this system, please report it ko the help desk at app_supporti@ack.bhs.gow or call 866.577.0771. They will, in turn, report it to the OIS Security Officer for
inveskigation.

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

Microsoft Internet Explorer x|

L E & new user has been added, The user is selecked in the Current User list,
L

Publish Date (9/7/2012) Student Guide 6



» To add a new user from the grant contacts [ist. click "Person Search™ From the following screen, select a name. This narme will be added inserted into the "Add New User™ fields. Click "Add U
process

Edit Current User Add New User

Search Users |

Name

First._* Middle Last
\ \ | | Last | |

Current Users’ | Fyps, TEST (FVPST) ~
Internal, Eavs (EAVS_INTERNAL) Title: |Director |

Internal, Oldc (OLDC_INTERMAL) =

KKM2, KKMT (KKM2K) oth

Newssi, Testingd (TNEWSS)) Other | |

Peel, Patricia (PEELF)

Randallgg, Shervonne (SRANDALLSS) City. |

Robinson39, Antonio (AROBINSONSS)

Rouse39, Richard (RROUSESS) Email: *

Stewart39, Lawanne (LSTEWARTSY)

Test, Avail ([DBTEST) .

TEST, FVPS (TESTF) Teeonone: ([ [ [ Jea[ ]

Trainee100, Training (TRAINEE100)

T T e @ [ nsavmer |
Dot vz

| stater [State | 7ip:| L]

|ema|\@ema\\ com |

TIPS
OLDC automatically creates new User IDs and Passwords:

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

The new user does not receive the e-mails with their User Name and Password until a program and Job
Type are assigned.

Publish Date (9/7/2012) Student Guide 7



Lesson 3: Edit Assignments

Once a new user is added to the system, the next step is to assign a program and Job Type. A Job Type is
an OLDC title that contains a group of permissions called Roles. There are five grantee Job Typestin
OLDC:

Data Entry - 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.

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.

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

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

program or grant. Contact the Support Center to assign a new Grant Administrator.

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

BE AWARE

Grant Administrators do not have the ability to create another user with the Grant Administrator Job
Type. Only Federal or Service Center staff can assign that Job Type. However, a Grant Administrator may
give all roles with delegation capability to a user with a different Job Type.

tsee Appendix A for more detail on Job Types and Roles

Publish Date (9/7/2012) Student Guide



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 assign or edit permissions, complete the following steps:

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

2. Click the Edit Assignments button.

s To add a new user from the grant contacts [ist. click "Person Search™. From the following screen. select a name. This name will be added insered into the "Add New User™ fields. Click "Add U
process.
Edit Current User Add New User
Search Users |
Hame. g0 - | nidle: | | Last *| |
Current Users' | Fyps, TEST (FVPST) el

Internal. Eavs (EAVS_INTERMNAL}) Title |D|rector |

Internal, Oldc (OLDC_INTERNAL) -

Jone, Anna (JONEA

KK2, KK1 (KKK2) AdOESS.  yymper Street [Name | ‘m
KEM2, KKM1 (KKM2K) Oth

Newssi, Testing30 (TNEWSSI) other: | |

Peel. Patricia (PEELP}

Randall99. Shervonne (SRANDALLIS) City. | | state: [ State ~] 7 | -] |

Raobinsong8, Antonio (AROBINSONS3)

Roused9, Richard (RROUSEY9) Email_ * |ema\|@emai\ com ‘

Stewart39, Lawannea (LSTEWARTS9)

Test, Avail (DBETEST) Telephone

TEST.FVPS (TESTF) ~EEDNone. |:| ) |:| :l Exi-l:l

i FE ) =

TIPS

The Edit Current User list is sorted alphabetically by last name.

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 Grant
Administrator to navigate permissions directly from the side bar.

OLDC Home User/ System Settings Roles and Assignments Edit Assignments
Current Assignments: Assign Programs
User: Jone, Anna (JONEA) . i
a Select to assign Job Type and click Load/Refresh List button. (Note: changing any previously selected options on the page will lose unsaved data.)
Job Type | Selecta Job Type v

Publish Date (9/7/2012) Student Guide 9
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4. Select a Job Type and click the Load/Refresh List button. The program displays below the previously
selected Job Type.

Assign Programs

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

Selecta Job Type @

Selecta Job Type
[P View Only User

Data Entry Person
Authorized Official
Grant Director

Job Type:

Assign Programs

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

5. All programs assigned to the Grant Administrator display. In this example, the Grant Administrator is
only assigned to the program Family Violence Prevention and Services State Grants.

Assign Programs

Select to assign Job Type and click Load/Refresh List bution. (Note: changing any previously selected oplions on the page will lose unsaved data )}

Job Type | Data Entry Person @

Load/Refresh List

e Assign for Program: Check "All" for program(s) and Press "Save” Results in user having default roles for selected job type for all reports the assigning person has
« Assign for Grantee or Grant: Check "Select” for program(s) and Press "Next”. Screen will change to the grantee assignment screen.

GmneesSI UnAssign Programs: Assigned EPrinnry Mmys'lx_m Job Type
O O || |Family Violence Prevention & Services State O O ]
Grants

Publish Date (9/7/2012) Student Guide 10



6. Click the Select checkbox under the Grantees column and click the Next button.

Roles and Assignments Edit Assignments

Assign Programs

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

Job Type:|Data Entry Person

Load/Refresh List

+ Assign for Program: Check "All" for programis) and Press "Save”. Results in user having default roles for selected job type for all reports the assigning person has
+ Assign for Grantee or Grant: Check "Select” for program{s) and Press "Mext". Screen will change to the grantee assignment screen

Grantees Primary Motify on

Al L UnAssign Programs: Assigned Contact  Submit Job Type

Family Viclence Prevention & Sernvices State

Grants

7. The “Assign Grantees” screen displays. Select the desired program and click the Load/Refresh
Grantee List button.

Assign Grantees

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

Job Type:| Data Entry Person %

Load f Refresh List

Select one or multiple Programs from the Program list and click the "Load/Refresh Grantee List" button to load or update the Grantee list

Programs: {select one or multiple)
Family Violence Prevention & Services State Grants

I Load/Refresh Grantee List I

8. The grantee list displays below the previously selected program. Under the Grants column, click the
All checkbox next to the appropriate grantee. In this case, selecting All assigns all grants for the
program Family Violence Prevention & Services State Grants for the state of Connecticut.

Click the Primary Contact checkbox if desired (use if the person is a Certifier or if their name

should appear as a contact on the Report Form Status page) Click the Notify on Submit
checkbox if the user should receive e-mails once the Report form is submitted.

Publish Date (9/7/2012) Student Guide 11



9. Click the Save button.

Current Assignments: Assign Grantees

User: Jone, Anna (JONEA)

- Select to assign Job Type and click Load/Refresh List button. (Note: changing any previously selected optiens on the page will lose unsaved data.)
Job Type: | Data Entry Person v

Select one or multiple Programs from the Program list and click the "Load/Refresh Grantee List” button 1o load or update the Grantes list

Select Programs: (select one or multiple)
Family Viglence Prevention & Senices State Grants

Load/Refresh Grantee List

o Assign for Grantee: Check "All" for region(s) or grantee(s) and Press "Save”. Results in user having default roles for selected job type for all reports the assigning person has
« Assign for Grant: Check "Select” for region(s) or grantee(s) and Press "Next”. Screen will change to the grant assignment screen

Grants Grantee(s): Primary Notify on
Al setect UMASSON ey A State Territory Tribe other  A5S19™9 conact  submit Job Type
e O O Region 01
_'ﬂ 0 CONNECTICUT [1 051274678 A1)
»

Connecticut [1 066000798 K3]

Previous | Swve | Resst | et |

TIP

To assign specific grant numbers instead of all grants, click the check box under the Grants - Select
column instead of the Grants - All column.

10. The “Assign Grantees” screen refreshes and the Sidebar Assignment Tree is populated. Click
the Load/Refresh button again to view the new assignments.

The user is now e-mailed their automatically generated ID and Password. The Grant Administrator is
e-mailed confirmation that the new user is created.

OLDC Home User/ System Settings Roles and Assignments Edit Assignments

Current Assignments: Assign Grantees

User: Jone, Anna (JONEA)

1
= Programs -
! -
= Family Violence Prevention & Se

( Program Name: Family Violence Prevention & Services State Grants J

Select to assign Job Type and click Load/Refresh List button. (Note: changing any previously selected options on the page will lose unsaved data.)
Job Type | Data Entry Parson %

+ Assign for Grantee: Check "All" for region(s) or grantee(s) and Press "Save” Results in user having default roles for selected job type for all reports the assigning person has
= Assign for Grant: Check "Select” for region(s) or grantee(s) and Press "Mext”. Screen will change to the grant assignment screen

Grants Grantee(s): Primary Notify on
Al select UMASSIOM per byl State Territory Tribe other 551979 conract  submit JEDUED
O (| Region 01
0 0 1 | CONNECTICUT 1081274578 A1] Data Entry Person
O O Connecticut [1 086000798 K3]

. . ~ [ sove ] mecet | wex: ]
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11. Additional permissions can be assigned to the user (such as Submit and Unsubmit). Use the Sidebar
Tree to navigate to the “Customize Report for Grantee Level Assignments” screen.

OLDC Home User/ System Settings Roles and Assignments Edit Assignments
) : . _
Current Assiqnments. Customize Report for Grantee Level Assignments
User: Jone, Anna (JONEA)
= Flroqrams 3\ Program Name: Family Violence Prevention & Services State Grants
BT T SR F T Grantee Name CONNECTICUT [1 061274678 A1]
=l Grantees
4 Region 01
1 )
= CONNECTICUT [1 0612 Select one or multiple Reports from the Report list and click the "Load/Refresh Action List” button to load or update the Action list. Selecting Job Type
= Reports displays default Actions for the Job Type highlighted in yeliow.
Expenditures
Expenditures - Ari Assign UnAssign Report Type Assigned Select Job Type to view default roles:
Program Perform O 1 | Expenditures ! O |view Only User -
) B [0 |Expenditures - Archive — O |BeE iy FE £
[F [] |Program Performance (States Only) v O |Autharized Official hd

12. All available reports display in the Report List box. Assign or Unassign desired reports or
click the Select All checkbox to add additional permission to all assigned reports.

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

Click the Load/Refresh Action List button.

QOLDC Home User / System Settings Roles and Assignments Edit Assignments
- . .
Current Assignments Customize Report for Grantee Level Assignments
User: Jone, Anna (JONEA)
i -
= Programs = Program Name: Family Violence Prevention & Services State Grants
e eece R IO Grantee Name: CONNECTICUT [1 061274678 A]
=l Grantees
Y Region 01
i |
= CONNECTICUT [1 0612 Select one or multiple Reports from the Report list and click the "Load/Refresh Action List” bution to load or update the Action list. Selecting Job Type
- Reports displays default Actions for the Job Type highlighted in yellow
Expenditures
Expenditures - Ar¢ fasi UnAssign Report Type Assigned Select Job Type to view default roles:
Program Perform Select All 2 O |view Only User 2
Expenditures 3 (® |DataEntry Person
Expenditures - Archive Fe O |Authorized Official @
| I
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13. The “Action List” displays. The Action list is used to add or remove individual roles. 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.

Please be aware that already assigned roles are only visible in the Action List when selecting one
report at a time from the Report Type box.

EXpendnures - Archive
= U . : (& |Data Entry Person

F] [ |Pregram Performance (States Only)

- - 2 O |Authorized Official 2
Make changes to the Action list and click "Save". Click "Reset” to restore to default settings
Select Action(s): Can Assigned
Delegate

L1 |unsww weiny Ay il =
[0  EditExisting Grant Form F
[0 | EditExisting User [F
[0 HelpFAGs F
[0 Revise Submitted Grant Farm [F]
[l |Search Contact Person |
Submit Grant Form [F]
Un-submit Grant Form O
1 |view Contact Person ¥
[0 viewPersenal Roles F
[0 view Status/Histary F
[0 view/Print Grant Farm F 3

=3 =

14. Click the Save button. Once the screen re-appears, the changes are complete.

15. If no additional changes are necessary, End OLDC. Reports and Roles may be added or
removed at anytime.
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Lesson 4: Copy Assignments

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

TIPS

overwrite the existing ones.

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

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.

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 Mew User” fields. Click "Add U
process
Edit Current User Add New User
Search Users
Mame  fipgt + Middle Last: *
Current Users. | Coakley2, Brooke (BRCOAKLEY2) A
Edelman, Peter R (PEDELMAN) Title
Freeman39, L atonya (LFREEMANS9)
FVPS. TEST (FVPST)
Internal. Eavs (EAVS_INTERNAL) ALdIess.  pymper Street Name Type: | Street Type: ¥
Internal, Oldc (OLDC_INTERNAL) oth
KK2, KK1 (KKK2) =
KKM2, KKMT (KKM2K) )
Mewssi, Testing20 (TNEWSSI) City. State: | State ¥ zip:
Peel, Patricia (PEELP)
Randall38, Shervonne (SRANDALLSS) Email. *
Robinsong9, Antonio (ARCEINSONSS)
Roused%, Richard (RROUSESS) Telephone: )
Stewart99, Lawanne (LSTEWARTIS) { ) 1 Ext
TEST VRS OEST)
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2. The “Copy Assignments” screen displays. Choose a user from the Current Users list to copy
assignments to the person selected on the previous screen.

______________________________________________________________________________________________________________________________________________________________|
OLDC Home User / System Settings Roles and Assignments Copy Assignments

Copy Assignments

User Name: Freeman29. Latonya (LFREEMANSS)
Email latonya.freeman@act hhs.gov

Choose the user below to copy their assignments to the person selected from the previous screen.

ROBINSO!
Stewart33, Lawanne (LSTEWARTSS)
Test, Avail (DBTEST)

TEST.FVPS (TESTF)

Trainee100, Training (TRAINEE100)
Trainee21, Training (TRAINEEZ21)
Trainee22, Training (TRAINEEZZ) A

I Copy Assignments I

3. Click the Copy Assignments button.

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

Microsoft Internet Explorer,

\.‘:) You are about bo Copy Assignments, Do wou wank ko conkin Clos

| Ok Cancel

5. The message “The Assignments for the User have been copied between selected users” appears.
Click OK.

Microsoft Internet Explorer E'

L] E Assignments have been copied between selected users,
L
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6. The two users now have the exact same permissions. If the assignments were copied to a new
account, the User Name and Password e-mails would now be sent to the new user.

7. Click the Roles and Assignments link from the top of the screen to return to the “Roles and
Assignments” page or click the End OLDC button to exit the system.
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Lesson 5: 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.

a L

Edit Current User Add New User
Search .
Users Name: gy« | Migale: | | Last: *] |
CUrrent (req, thres (TREGT) -~ Til
Users: ke Officart, Dads (RO_OFFICERT) Tide: | |
Ro_Specialistl, Dads (RO_SPECIALISTT)
Sivarajan, Senthil k (SSVARAAN) AdUrEss. ymper Strest Name: | | Type: [ Steet Type: ¥

ITHR)
. Kumar (KEUBRAMANIAN)
Test Avall (DBTES .
T et (PTESTF)U i | | State: | Stete ¥ 7ip | -]
Test Senthil (TESTS) Ermail *

Test, SenthiTest (TESTS1) mal | |
Test TestDue (TTESTE)

Other, | |

Test Test(TTESTE) Telephone: (|:|)|:|_|:| Ext_|:|
Test Test(TTESTI)

test uma (UTEST) User Type: ™

| Test], Gatesoldc (GATESOLDCTEST1) ~

Edit Assignn=-~+- fmme Assignments Add user

Delete User

HHS | ACF
OLDC Version 3.0 -8

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 [z|

\‘_:.:/ Once a user has been deleted they are permanently removed from OLDC, Are wou sure you wank to delete this User?

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

Microsoft Internet Explorer x|

& The selected user has been removed From accessing the OLDC syskem,
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Lesson 6: 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.

e

OLDEC Harme User System Seftings Password Administration

Password Administration

Choose the user below then press the hutton "Passward Reset". Email notifications will be sent

Current Users:

Gaonzalez, YWinston (WGOMNZALEZ)
G_Admin, Dads (G_ADMIN)
G_Directar, Dads (G_DIRECTOR)
G_Wiew. Dads (G_VIEW)

Hasz94. Paul E. (HASZ99) -~

Password Reset

3. 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 x|

\?‘) Resetting the password will affect all ACF System Accounts, Do you wank bo continue to reset the passwiord For the selected user?

Cancel
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6. The “Password has been successfully reset for the selected user and an email has been sent to that
user” message appears. Click OK.

Microsoft Internet Explorer |

The password has been successfully reset for the selected user and an email has been
sent to that user,

7. 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 ACF Grants Office for form assistance or the Support and Training
Service Center for technical assistance 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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Appendix A: Job Types and Roles

List of Job Types

Grant Partners

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

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.

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.

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.

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

Publish Date (9/7/2012) Student Guide



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 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.

Create New Grant Form

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

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.

Director Certify Authority

“Officially" signs a form for submission. Is often used if a
second signature is required for a report form. 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.

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.

Help/FAQs

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

Password Administration

Allows the Grant Administrator to reset passwords for staff.
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Role

Assignment

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.

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.

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.

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 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).

¢ 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.



OLDC (Online Data Collection)

Assignment Delegation

Family Violence Prevention and Services (FVPS)
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