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OLDC TIPS

Use Internet Explorer

Use Internet Explorer as your browser for OLDC. You can change your browser selection in GATES through “Preferences” on the Menu window. Other browsers will be available in the future.
Is OLDC Running?
Click only once on navigational links or buttons in OLDC and watch the Earth spinning in the upper right corner of your browser. Your computer is communicating with the database as long as the Earth symbol is spinning. When the Earth symbol stops spinning, you may continue.  Double-clicking acts like a light switch turning the connection to the database off and on in succession.

Use the Status Page
If you are unsure of the status of a particular report, select “View/Print/Status Page” for the Status screen. This also helps to prevent inadvertently creating new or revised reports.

Need to change a submitted report? 

1. Go to View/Print/Status Report on the “Form Selection” screen and click Unsubmit. 
2. Select Uncertify from the report screen. 
3. Make your changes, re-Certify, and re-Submit the report. 
E-mail Address for OLDC
GATES Program Administrators may need to enter your e-mail address through GATES “Staff & Role Assignments”. Access to OLDC requires an e-mail address for each User ID.

Important Information about the 269

The amounts from the SF-269 reports are cumulative. If the first form is pending, the second form will not have all the amounts for a correct cumulative total. Complete reports in order.
	Introducing the OLDC Quarterly
Welcome to the first edition of the “OLDC Quarterly”. The purpose of this publication is to keep you current with any new Online Data Collection (OLDC) information, upcoming changes, and helpful tips for using OLDC. As the name suggests, the OLDC Quarterly is distributed four times a year – January, April, July, and October. If there is a need to communicate important information in between Quarterly editions, special bulletins are sent out with that information.
New Release – OLDC Beta Version 0.3
OLDC Beta Version 0.3 is tentatively scheduled for release on February 9, 2004.  Feedback from the OLDC Pilot and adjustments to the system resulted in the changes and additions listed below.  Some of these changes were made available earlier and some are brand new with this release of OLDC Beta Version 0.3.
Forms Added to the OLDC Library
Several forms are now available in OLDC. They are:
1. New form versions of the CSE 396A (Parts I &II)  and 34A were released prior to OLDC 0.3

· Foster Care (Parts I & II) have not changed in content

2. 396A (Part III) and Foster Care (Part III)
3. The old Voluntary Foster Care and all AFDC forms that were available in GATES are now available for viewing
4. ADD-02 Supplemental to the 269
5. The two previous versions and the new 696 and 696T 

Assignment Module
The “Assignment” module is new to OLDC Beta Version 0.3. Persons with the appropriate authority see the Assignment Delegation menu item under User/System Settings. They may create new user IDs, reset passwords, and edit roles, programs, and forms. Central Office OLDC Leads are given the role first. Eventually roles will be made available to a Grants Administrator.
Job Type and Role Definitions
Assignment and Role definitions are available via the FAQ/Help section (http://oldcfaq.acf.hhs.gov). Use “Find Answers” to search for a specific role definition or use “Here’s How” to access the Help Sheet Regional and Central Office Overview and List of Roles.
New Roles
Four new roles are available in OLDC Beta Version 0.3:

· C/O Acceptance – Enables the Central Office specialist to officially “accept” a grantee-submitted report as the legal document
· R/O Acceptance – Allows the Regional Office specialist to “accept” a grantee submitted report as the legal document
· View Status/History - Permits the user to see the History and enter public comments in the Remarks section of the report Form Status page
· Management Status/Remarks –Enables the Remarks section of the Report Form Status page for private remarks (not seen by the grantee)
Defaulting Dates
 “Periods Covered By This Report” drop-down options default to the current period. This helps decrease the need to scroll through long lists of dates.

Report Progress Bar

The Report Progress bar visually tracks the status of the report form on the Report screen. As each step in the submission process is completed, the Progress bar fills and check boxes are marked. Click the underlined text above each Progress box for a definition of that status.

Adding Adjustment Lines
After adding or deleting rows for Entitlement report Part 2 Adjustments, the screen refreshes and returns the cursor to the new Adjustments line. Previously, the screen would refresh after adding rows but the cursor would jump to the top of the form.

Adjustments - Two Year Limitation
The two-year limitation enforcement is removed from increasing Adjustments as long as a Comment is entered in Column E of the report form.

Locking and Unlocking Report Forms
A Report form is locked or unavailable if someone working on that form exits OLDC without logging out properly by clicking the ‘X’ in the upper right corner of the browser window). In OLDC 0.3, the person who locked the form can now release it by logging back in and re-opening the form.  Please note that all other users attempting to open the locked form will not be able to access it for 50 minutes. To avoid this situation, always click Log Off.
Warnings and Errors on the 396A, 34A, and Foster IV-E
The CSE-396A and the Foster IV-E forms contain separate collection amounts from the 34A Collections report.  GATES and OLDC validate that those figures are the same on both Quarterly Reports of Expenditures and Estimates (396A) and the Foster IV-E form.  If either expenditure report value is missing, an error message is given. (You will get a warning message on the 34A report if the 396A or Foster report has not been entered.  You will get an error message on the 396A or Foster report if the 34A report has not been entered.)
Status Page
The Status Page contains more information about a report form’s history (such as who submitted the report), a list of primary Contacts, and a Remarks section for continued dialog about the report (private Remarks section for CO and RO). The new Status Page does not display the report form’s History prior to the 0.3 release.
View Assignments
Grantees may go through the User/System Settings menu option to view their own assignments for roles, programs, and forms. This is view only and is only available for grantees.

End of Period Due Date
CO Officers can select the end of period due date for grants. To change a Grant’s due date, go to OLDC Home and select System/User Settings. Under System Settings, click Grant/Program Settings and Limits.
Other Changes
Minor changes include improved application performance, a correction to the Form 157 Line 2 calculation, removal of certain letters and numbers from the OLDC automatically generated e-mail messages to avoid confusion (o,O,0,I,I,l,L,1), and Improved text of pop-up messages, error messages, help messages and links to privacy notices & disclaimers.
OLDC Pilot
The OLDC Pilot, during which targeted grantees submitted electronic report forms, concluded on December 31, 2003.  The final Report will be e-mailed to Regional participants, and will also be posted on the ACF Intranet.
Upcoming Teleconference – What’s New in OLDC 0.3 
Two teleconferences are scheduled for January 29, at 2 p.m. EST and February 3, at 1:30 p.m. EST. The purpose of these teleconferences is to demonstrate the new features of OLDC.  Instructions for connecting to a teleconference are available from your Grants Officer.
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