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Administration for Children and Families

Online Data Collection - OLDC
Submit and Unsubmit a Form
Introduction:  After an OLDC report form has data entered, saved, and validated, it must be Certified by a signature authority before it can be Submitted.

In order for someone to Certify a form, they must have the role Certify with Signature Authority. This role allows the user to “officially" sign a form for submission.  However, certifying a report does not submit it.  Once a report has been Certified, it must then be Submitted by a user with the Submit Grant Form role. A person with both the Certify and the Submit roles must still Certify a form before it can be Submitted.
Submit a Report Form: Follow these steps to Submit 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 Status Report from the drop-down menu.

9. Choose either Section by Section or Complete Report to determine how the report form displays.  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 Report Form Status page displays.

11. Click the Submit Report button.

12. A pop-up screen displays with the message “We have received your report. Current page shows all reports we have received along with attachments.” Click OK.
13. The Report Form Status page displays. The Report Status is now Submitted.

Unsubmit a Report Form: Follow these steps to Unsubmit 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 certified.

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 Status Report from the drop-down menu.

9. Choose either Section by Section or Complete Report to determine how the report form displays.  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 Report Form Status page displays.

11. Click the Unsubmit Report button.

12. The Report Status is now Certified.
13. In order to edit the Unsubmitted report, it must also be UnCertified. From the Status Page, click the Edit Original button.

14. The Report page displays.  Click the UnCertify button.
15. The Report Status changes to Saved. The form may now be edited.






