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Administration for Children and Families

Online Data Collection - OLDC
Review and Approve or Reject a Report Form
Introduction:  After an OLDC Report Form is submitted to ACF, the Grants Office must click the Review button from the Status Page to take ownership. Once the Report Form is under Review, it can then be either Approved or Rejected by the ACF Regional or Central Office.
Only Regional and Central Office staff with the appropriate roles have the Review, Approve, and Reject buttons available to them in OLDC.
Note: Foster Care, Adoption, and the CSE 396A Report Forms can only be brought under Review via GATES Recommendations – not OLDC. The Review button does not appear on these forms.
Review and Approve or Reject a Report 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 Report Type to be submitted.

5. Click the Enter button.  The Reporting Period Selection screen displays.

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

7. Select the Period Covered By This Report from the drop-down menu.

8. Select View/Print/Status Report from the drop-down menu.

9. Click the Enter button.  The Report Form Status page displays.

10. Under the Action category, click the Review button. The Report page displays.
11. Towards the top of the Report page there are four buttons, View Attachments, Print, Approve, and Reject. To approve the Report Form, click Approve. The Report Form Status page displays. The Report Status is now Submission Accepted by CO (or RO, depending on who clicked Approve).
Note: A report that is approved but not sent to accounting can still be rejected, and returned to the Submitted status.

12. To Reject a Report Form from the Status Page, click Reject.  The Report Status is now Submission Returned by CO (or RO, depending on who clicked Reject). The Action category now contains the Review button. Grantees need to Unsubmit and UnCertify the Report Form to make the appropriate edits.
