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Administration for Children and Families

Online Data Collection - OLDC
Working with Report Forms
Introduction:  One of the basic functions of OLDC is to facilitate the completion and submission of electronic grant report forms, which reduces paperwork and allows for faster processing.  After form information is entered by the grantee, it must be checked for errors, certified by a signature authority, and submitted to ACF.

Working with Report Forms: Follow these steps to create a new form, edit a form, or revise a previously submitted form.

1. From the OLDC Home screen, click Report Form Entry.

2. Select the program name from the drop-down list.

3. Select the Grantee’s state or organization from the drop-down list.

4. Select the type of report form to be created.

5. Click the Enter button.  The Form Selection screen displays.

6. Select the current Funding/Grant period from the drop-down menu.

7. Select the period covered by the report from the drop-down menu.

8. Select New/Edit/Revise Report from the drop-down menu.  New reports are generated report forms with no information.  Reports that have been saved can be edited to correct errors.  After a report has been certified and submitted, it can be revised to reflect new data.

9. Choose either Section by Section or Complete Report to determine how the report form is shown.  Section by Section shows the report form as separate pages which can be navigated with a table of contents.  Complete Report displays the entire report in one page which allows the user to scroll down through longer forms.

10. Click the Enter button.  The form is now ready for information to be entered.  Some initial grant information, such as the grant amount, may be automatically filled in by OLDC.

11. Click the Save button at the top of the form to retain the information.

12. When the form is complete, click the Validate button to check the form for mathematical errors.  If there are any problems, an error message appears at the top of the form.







