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New Enhanced Home Page Option 
An enhanced tabular Home page option is available to grantors and grantees. This new screen is 
created to improve navigation and ease of use. OLDC functionality remains unchanged. 

Please note that the enhanced Home page works best with the following browsers: 
•  Internet Explorer 10  

• Internet Explorer 11 

• Chrome 

• Firefox 
 

To activate the new Home page view: 

1. From the right side of the “OLDC Home” screen, click the link Switch Home Page 
(Enhanced). 

 
Figure 1: OLDC Home - Switch Home Page (Enhanced) link 
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2. A message appears asking “Do you want to keep the enhanced OLDC home page as your 
default home page?”  

• Click Yes to set the enhanced page as the new default each time OLDC is 
accessed.  

• Click No to enable the enhanced home page at this time. However, the next 
time OLDC is access, the regular home screen appears. 

 
Figure 2: Confirmation Pop-up Message 

3. The new Home screen appears. To return to the regular Home screen view, click the link 
Switch Home Page (Regular). 

 
Figure 3: Enhanced OLDC Home screen - Switch Home Page (Regular) link 
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The default Home page may also be set from the “User System Settings” screen. To activate the 
enhanced Home page using this method: 

1. From the Home page, click the link User/System Settings. 

2. The “User/System Settings” screen appears. Under the User Settings section, click the 
link User Preferences. 

3. The “User Preferences” screen appears.  From the heading OLDC Home Page, click the 
Yes radio button to set the enhanced screen as the default. 

4. Click the Change Form Defaults button at the bottom of the page. 

 
Figure 4: User Preferences screen - Enhanced Home page setting 

5. The “Change Form Defaults was successfully completed” message appears. Click OK.  

6. The default is now set. Click to return to the Home page, click the OLDC Home 
navigation link. 

 
Figure 5: OLDC Home navigation link 
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Enhanced Home Page Features 
The enhanced Home page is divided into two sections: menu links (now located towards the left 
side of the screen) and the three new tabs (available in the center of the screen).  

 
Figure 6: OLDC enhanced Home screen - Grantor view 

Although the tabs are different for grantors and grantees, there are several common features. 

Tab Description 
To view a short description of each tab, point to the tab title with the mouse and a tool tip 
appears. 

 
Figure 7: Tab tool tip - short description 
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Page Help 
Each tab contains a Page Help icon located towards the top of the screen. Click the Page Help 
icon to open a new window with descriptive text about the selected tab. 

 
Figure 8: Page Help icon 

The Page Help window opens with the name of the tab in the title bar. To close, click the X in the 
upper right corner of the window. 

 
Figure 9: Page Help window 
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Search the Results Table 
Use the Search Box to locate information within the Results Table. Use text or number to search 
any field in the table.  

 
Figure 10: Results Table Search Box 

Once the search text is entered, the table is automatically filtered. 

 
Figure 11: Results Table with filtered results 
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To clear a search, click the Refresh button or the X from the Search Box. 

 
Figure 12: Refresh button and X to delete search text 

Sort Columns 
Most of the column headers in the Results Table may be sorted in ascending or descending 
order.   

 
Figure 13: Results Table column headers 

To sort the table by a specific column, mouse over the space to the right of the column header 
and click the up arrow. 

  
Figure 14: Column header with up arrow 
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To sort in descending order, mouse over the column header again and click the down arrow. 

 
Figure 15: Column header with down arrow 

To remove the sort, mouse over the column header and click the X. 

 
Figure 16: Column header X to remove sort 

Number of Rows Displayed in Results Table 
By default, 10 rows appear in the Results Table at a time is 10. To navigate to additional rows 
meeting the search criteria, click the number links towards the bottom right corner of the table. 

 
Figure 17: Results table - Row Navigation links 

To increase the number of results that appear at one time in the results table, click the Rows 
drop-down list and select 10, 25, 50, or 100. 

 
Figure 18: Rows drop-down list 
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Due Date Column 
The Due Date column is available in the Results Table. When a report’s due date is passed and a 
report is not submitted, the words Past Due appear to the right of the due date.   

 
Figure 19: Due Date Column 

Grantor Tabs 
When a grantor accesses the enhanced Home page, three tabs are available: My Recent Activity, 
Approval Activity, and Grantee Activity. 

My Recent Activity  
The “My Recent Activity” tab displays all reports recently accessed by the user.  To perform an 
action for a report, click the Actions drop-down list and select one of the following options:  

• View: View a report in read-only mode 

• Edit: Access the “Report” screen in edit mode 

• Report Status: Navigate to the “Report Form Status” page 

Please note that available actions depend on the user’s permissions and the status of the report. 

 
Figure 20: My Recent Activity tab with the Actions column expanded 
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Approval Activity  
Use the "Approval Activity" tab to search for reports that are already submitted by the grantee. 
All statuses after Submit display on this screen.  

To perform a search: 

1. Select a Program from the Program drop-down list. 

2. Optional: Select a Grantee from the Grantee drop-down list. If no grantee is specified, 
all grantees display in the Results Table. 

3. Select a Report Type from the Report Type drop-down list. 

 
Figure 21: Approval Activity selection drop-downs 

4. Select a date from the Period Ending calendar widget. 

 
Figure 22: Period Ending calendar widget 
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5. Click the Enter button. 

 
Figure 23: Enter button 

6. The Results Table appears. To update search results and check if additional reports were 
submitted, click the Refresh button located above the Search box. A time and date 
stamp are located next to the Refresh button. 

 
Figure 24: Search Results table 
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7. To perform an action on a report, click the Actions drop-down list and select one of the 
following options:  

• View: View a report in read-only mode 

• Report Status: Navigate to the “Report Form Status” page to perform approvals 

 
Figure 25: Approval Activity - Actions 

Grantee Activity  
Use the "Grantee Activity" tab to search for reports that are currently being edited or have 
already been submitted by the grantee.  

To perform a search: 

1. Select a Program from the Program drop-down list. 

2. Optional: Select a Grantee from the Grantee drop-down list. If no grantee is specified, 
all grantees display in the Results Table. 

3. Select a Report Type from the Report Type drop-down list. 

 
Figure 26: Grantee Activity selection drop-down lists 
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4. Select a date from the Period Ending calendar widget. 

 
Figure 27: Period Ending calendar widget 

5. Click the Enter button. 

 
Figure 28: Enter button 

6. The Results Table appears. To perform an action on a report, click the Actions drop-
down list and select one of the following options:  

• View: View a report in read-only mode 

• Edit: Access the “Report” screen in edit mode 

• Report Status: Navigate to the “Report Form Status” page to perform approvals 

 
Figure 29: Grantee Activity - Actions 
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Grantee Tabs 
When grantees access the enhanced Home page, three tabs are available: My Recent Activity, 
Activity Report, and Report Due. 

My Recent Activity  
The “My Recent Activity” tab displays all reports recently accessed by the user.  To perform an 
action for a report, click the Actions drop-down list and select one of the following options:  

• View: View a report in read-only mode 

• Edit: Access the “Report” screen in edit mode 

• Report Status: Navigate to the “Report Form Status” page 

Please note that available actions depend on the user’s permissions and the status of the report. 

 
Figure 30: My Recent Activity Tab 
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Activity Report  
Use the "Activity Report" tab to search for reports in progress, submitted, or approved over the 
past two years. To access historical data, use the Report Form Entry link from the main menu.  

To search for reports: 

1. Select a Program from the Program drop-down list. If the user is only assigned to one 
program, it appears by default. 

2. Select a Grantee from the Grantee drop-down list. If the user is only assigned to one 
grantee organization, it appears by default. 

3. Click the Enter button. 

 
Figure 31: Activity Report Search 

4. The Results Table appears. Click the Actions drop-down list and select one of the 
following options:  

• View: View a report in read-only mode 

• Edit: Access the “Report” screen in edit mode 

• Report Status: Navigate to the “Report Form Status” page 

 
Figure 32: Activity Report Tab 
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Report Due 
Use the "Report Due" tab to access reports that are currently available for submission. Once a 
report is submitted, it is removed from this tab but can still be accessed from My Recent 
Activity, Activity Report, and from the Report Form Entry menu. 

Reports are available from this tab going back two years from the current date. To access 
reports that were due over two years ago, use the Report Form Entry link from the main menu. 

To search for reports: 

1. Select a Program from the Program drop-down list. If the user is only assigned to one 
program, it appears by default. 

2. Select a Grantee from the Grantee drop-down list. If the user is only assigned to one 
grantee organization, it appears by default. 

3. Click the Enter button. 

 
Figure 33: Report Due Search criteria 

4. The Results Table appears. Click the Actions drop-down list and select one of the 
following options:  

• View: View a report in read-only mode 

• Create: Start a new report by navigating to the “Report”  screen in edit mode 

• Edit: Access an existing report in edit mode 

• Report Status: Navigate to the “Report Form Status” page 

 
Figure 34: Report Due Results Table 
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