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Disclaimer: These user guides are intended for general purpose training. The GrantSolutions
Center of Excellence is comprised of numerous Federal Partners who possess differing grant
management policies and procedures. As such these training guides may or may not
incorporate Partner Specific policy related to application reviews and/or workflow
procedures. The intent of these user guides is: 1) to provide a training foundation on the
GrantSolutions Software and 2) to engage users in understanding the system’s flexibility for
specific partner requirements.
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Introduction

The GrantSolutions Grants Management Module (GMM) and Online Data Collection (OLDC)
provide a convenient way for grantees to submit their Objective Progress Report (OPR).

Grantees use the Internet to enter, certify, submit, and retrieve information pertinent to their

OPR.

Note: In order to initiate the OPR, the Objective Work Plan (OWP) must first be available in the

system. Please email or call your ANA point of contact with any questions.

Workflow

Grantees need to perform specific steps in order to submit the OPR. Those steps are listed

below:

1. Login to the GMM, access Online Data Collection, and navigate to the OPR.

2. Enter and edit data, and save sections.
3. Validate the OPR to check against rules.
4. Certify the report to electronically sign.

5. Electronically submit the OPR.

Grantee Submission Process

Certify
Applies

Save Validate
Retains Checks rules and

. . electronic
information saves data

signature

Submit
Official

submission to
ANA

Once the OPR is electronically submitted, the grantee’s process is complete. The grantor then

reviews the report and either accepts or returns for changes.

2 www.grantsolutions.gov
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Login
Grantees may access the OPR from the GrantSolutions GMM or through Secure Sign-In.

For instructions on how to access the OPR directly through Secure Sign-in, please skip to the
section Login through the Secure Sign-In on page 5.

Login through the GrantSolutions GMM
Grantees access the OPR directly from the GrantSolutions GMM.

Note: The first time OLDC is launched from the GMM, some grantees may need to link their
accounts. This is a one-time action.

To log in, and if necessary, link the GMM and OLDC accounts:

1. From an Internet browser (such as Internet Explorer Mozilla Firefox, or Google Chrome),
go to www.grantsolutions.gov.

2. The “Grants Center of Excellence” Home page appears. Click the button Login to
GrantSolutions.

GRANTS ,/ EXCELLENCE sguvssirmes

CENTER Services, Solutions, Communitics
HOME BENEFITS SERVICES PARTNERS SUPPORT ABOUT NEWS
The Grants Center of Excellence Login to GrantSolutions ]

The Granis Center of Excellence (COE) delivers end-fo-end grants management services to over
17 Federal pariner agencies through GrantSolutions gov. Managed by the Administration for ‘ | Search |

Figure 1: The Grants Center of Excellence Home page

3. The GMM “Login” screen appears. Enter the username in the Username field and the
password in the Password field. Click the Login button.

First Time Users Login to

Click the button below to create a Before legging in please read the Warning Notice
User Account.

Usemame @  jdoe

e — |
=W W

Having trouble logging in?

Figure 2: GrantSolutions Login screen
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4. The “My Grants List” screen appears. From the menu bar, select Online Data Collection.

ES GrantSolutioniighs =
iccount Management = Funding Cpportunity Applications Grants = Reporis = [ Cnline Data Collection Help/Support

My Grants List

Figure 3: My Grants List - Online Data Collection menu option

5. ***This step may appear for some grantees the first time they access OLDC***
The “Sign-In to My Account” screen appears in a new window. Enter the OLDC
username and password that was received via email, and then click the Login button.

)’ On-Line Data Collection Help|

Sign-in to My Account

Please use your SSIYOLDC username and password to log into OLDC.

Once your GrantSolutions account is mapped to your OLDC account, you will no longer be required to enter your SSI/OLDC
username and password to log in from GrantSolutions.

If you do not have an OLDC account, please contact User Support.

Figure 4: OLDC Sign-in to My Account screen

Note: Once the accounts are linked, the Sign-in to My Account screen does not appear again.

6. The OLDC “Home” screen appears.

> = H Name: Donald Duck HEE||I_IIi FAQ
N __) On-Line Data Collection Last Login:o2/17/16 03:11:5¢ PM End OLDC
Switch Home Page
OLDC Home [Enhanced)
e . a2
Report Form Entry () On-Line Data Collection
User / System Seftings
c Welcome! If this is your first time, please feel
nd OLDC .
free to make use of our training resources. For
Privacy any questions visit our dynamic database of
A bil questions and answers. Many functions
Accessibilty throughout this application, contain links that
Help / FAQ provide context-sensitive help.

Figure 5: OLDC Home page
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Login through Secure Sign-In

To access the OPR through Secure Sign- In (the secure web portal for accessing Online Data
Collection), follow the below steps:

1. Enter the following web address in your browser Address line:
https://extranet.acf.hhs.gov/ssi/.

2. The Secure Sign-In (SSI) login screen displays. Enter your OLDC user name and
password, and then click Login.

- Welcome to .
. Secure Sign-In

Sign-in to My Account

SSI(Single Sign-In) is the security gateway to supported applications. It

provides user account maintenance, application access control and user
pop-up et : et i vserdame [ |
on-ups” authentication. If you have questions about existing user accounts, possible
p-up training or have difficulty using SSI for login then please feel free to contact

ill not the Helpdesk at 1-866-577-0771 or e-mail the Team at Password l:l

P POP-uP app_support@acf.hhs.gov. Applications are supported on an individual

basis depending on the support agreement with the application owner and
_ by the program office on a program by program basis. It is always best, if

you have guestions on the applications to contact your program office (or Forgot Login Info?
bLDC has regional office) first for assistance. They will either refer your issue to the
 users N proper place or ask you to contact the support office involved. The Helpdesk Login Help

Figure 6: Secure Sign-In Login screen

Note: Passwords are case-sensitive.

3. The “Password Policy” pop-up message appears. The first time a user logs into the
system, they are required to change their password for security purposes. Click OK.

] Welcome to .
2 Secure Sign-In

' [37: Password_Policy]--Please change your password now for security purposes, Remember that your password must contain a minimumn of nine {9) upper and
pop . lower case letters, special characters and numbers, e.g. TRy$zel2mm, Clear#4Mes, MyDogSp_ot262. Secure Sign-In is case sensitive,
hop-

il
B po
TE——rr = —r -

basis depending on the support agreement with the application owner and m
- by the program office on a program by program basis. It is always best, if

you have questions on the applications to contact your program office (or Forgot Login Info?
bLDC has regional office) first for assistance. They will either refer your issue to the
e users proper place or ask you to contact the support office involved. The Helpdesk Login Help

Figure 7: Password Policy messages
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4. The “Change Password” screen appears. Enter the current password, a new password,

and confirm new password.

5. Click the Change Password button.

Change Password

Click on "Change Password" to save the new passwaord.

Current Password* |uu..... |

MNew Password™: |uu.u.... |

Confirm New Password™®: |uu.u.... |

Change Password

Figure 8: Change password screen

6. The “Change Challenge Question” screen displays. Set up a Challenge Question to reset

a password from the Forgot Password? link on the login screen.
Select a Challenge Question from the drop-down list, and then enter an Answer.

7. Click the Save Q and A button.

Change Challenge Quesfion

Change Challenge Question

The Challenge question and answer are used to validate your request for a new password.

Challenge Question*: |Whal is your mother's maiden name? v‘
Answer* | |
Save Q and A

Figure 9: Change Challenge Question screen

8. The Secure Sign-In (SSI) “Home” screen displays. Under Select Application, click the
OLDC button.

Personal Information Please choose Application then press the Application Buttan.
Change Password System alerts and announcements are displayed below the
Change Challenge Question Application Launch table.

Log Off Select Application
Privacy
Help [ FA

Alerts & Announcements

Figure 10: Secure Sign-In Home screen - OLDC button
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9. The OLDC “Home” screen opens in a new window.

@ On-Line Data Collection

Name: Donald Duck Help /( FAQ
Last Login:oz/17/16 03:11:51 PM End OLDC

User / System Settings
End OLDC

~ . :
Report Form Entry @ On-Line Data Collection

Welcomel! If this is your first time, please feel
free to make use of our training resources. For
Privacy any questions visit our dynamic database of
guestions and answers. Many functions

Accessibility throughout this application, contain links that
Help / EAQ provide context-sensitive help.

Figure 11: OLDC Home screen

Navigation

The main menu is available from the OLDC “Home” screen. From the main menu, users may

access forms, view News and Tips, and End OLDC.

Report Form Entry
User / System Sefiings
End OLDC

Privacy

Accessibility

Help / FAQ

News & Tips

@) On-Line Data Collection

Welcome! If this is your first time, please feel
free to make use of our training resources. Fo
any questions visit our dynamic database of
questions and answers. Many functions
throughout this application, contain links that
provide context-sensitive help.

Figure 12: OLDC Home screen

www.grantsolutions.gov
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Click any of the Navigation links (breadcrumbs) towards the top of the page to return to
previously visited screens. Navigation links appear and disappear as different screens are
accessed. For security purposes, do not use the back button.

OLDC Home Form Selection Report Sections Report Form Status

Figure 13: Navigation links

Enhanced Home Page

An enhanced tabular “Home” page option is available to grantees. This screen was created to
improve navigation and ease of use while retaining access to the main menu. When grantees
access the enhanced Home page, three tabs are available: My Recent Activity, Activity Report,
and Report Due.

To activate the enhanced “Home” page view:

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

Name: Donald Duck Help / FAQ
Last Login:02/17/16 03:11:51 PM End OLDC

(. _~ On-Line Data Collection

Switch Home Page
OLDC Home (Enhanced,

Report Form Entry (_,__J On-Line Data Collection

User / System Settings
Welcome! If this is your first time, please fsel

End OLDC L
free to make use of our training resources. For
Privacy any questions visit our dynamic database of
s guestions and answers. Many functions
Accessibility throughout this application, contain links that
Help / EAQ provide context-sensitive help.
News & Tips

Figure 14: 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?”

e C(lick Yes to set the enhanced page as the new default each time OLDC is
accessed.
e Click No to enable the enhanced home page at this time. However, the next

time OLDC is access, the regular home screen appears.

41}
41}

My Recent Activity

Program Name Grantee Name Grant Report Name Reporting Period | Activity Date

w
X

Confirm Enhanced Home Page

0/2014
2:20 PM

Child Support

Enforcement - Stated Do you want to keep enhanced OLDC home page as your default home page?

[ Yes | Mo

Figure 15: 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).

™ = . Name: Donald Duck HEIQJ' FAQ
o __,) On-Line Data Collection Last Login:o2/17/16 03:11:51 PM End OLDC
Switch Home Page
OLDC Home i
My Recent Activity | Activity Report | Report Due
Report Form Entry
User/System 9
Settings Page Help
End OLDC ;[ & Print |
Privac Reporting Report
rivacy Program Name  Grantee Name Grant Report Name B Activity Date Status Actions
Accessibility CA [? Sl MM
MNative Asset Objective Submission
09/30/2014 -  02/16/2016 =
Help / FAQ Building Initiative Progress 03215015 050000 Pl | ACcepted | Actions |+ |

Figure 16: Enhanced OLDC Home screen - Switch Home Page (Regular) link
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The “My Recent Activity” tab contains 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:

e View: View a report in read-only mode.
e Edit: Access the “Report” screen in edit mode.
e 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.

Switch Home Page

OLDC Home (Regular)
My Recent Activity | Activity Report | Report Due
Report Form Ent
User / System 0
Settings Page Hel

End OLDC @& [ & Print |
Privac Reporting B Report :
Crvacy Program Name  Grantee Name Grant Report Name Fartes Activity Date e Actions
Accessibility CA[

Native Asset - Objective
Help / FAQ Building Initiative Sssiess St & S Progress gg;g?ﬁg:g . 5%%;%81’3\4 Saved Actions |v ‘

(NO) T — Report (ANA) o
News & Tips - - View

cA| ‘%) Report Status
Native Asset Objective Submissien | |« Edit
: : 09/30/2014 -  02/16/2016 ol
Building Initiative Progress e 1 |Accepted by
(NO) Report (ANA) 03/31/2015 05:02:02 PM co L J

Figure 17: My Recent Activity Tab

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.

My Recent Activity | Activity Report | Report Due

Program ;| Mative Asset Building Initiative (NO)

Grantee : |CA| 1™ Y - - -

| Enter |

Figure 18: Activity Report Search
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4. The Results Table appears. Click the Actions drop-down list and select one of the
following options:

e View: View a report in read-only mode.
e Edit: Access the “Report” screen in edit mode.
e Report Status: Navigate to the “Report Form Status” page.

My Recent Activity | Activity Report | Report Due
Program : | Nafive Asset Building Initiative (NO) 0
Page He!
Grantee © |CA[1 942422476 A2 | Dry Creek Rancheria Band of Pomo Indians -
| Enter |
This report was generated on: 02/24/2016:10:29:49
| = Print |
Grant Report Name Reporting Period Due Date | Report Status Actions
Objective Work Plan 09/30/2012 - 0929/2017 | 10/2%/2017 | Submitted | Actions | = |
(A < FrogressReport 00302015 - 03/31/2016 0413012016 Saved [ Actions [+ |
Objective Progress Report 09/30/2014 - 03/31/2015 | 04/30/2015 | Saved (Revision View
(AMNA) R B (Past Due) |#1) ‘g Report Status
‘@ Edit

Figure 19: Activity Report Tab

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.
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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.

My Recent Activity | Activity Report | Report Due

Program : | Native Asset Building Initiative (NO)

Grantee : CA| _

| Enter |

Figure 20: Report Due Search criteria

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

e View: View a report in read-only mode.

e Create: Start a new report by navigating to the “Report” screen in edit mode.
e Edit: Access an existing report in edit mode.

e Report Status: Navigate to the “Report Form Status” page.

[Enter]
This repart was generated on” 02/24/2016:10:32:31
Q) | & Print |
Grant Report Name Reporting Peried Due Date | Report Status Acticns
Objective Progress Report = -
(ANA) 04/01/2017 - 09/29/2017  10/30/2017 | Actions |
Objective Progress Report o ]
(ANA) 09/30/2012 - 09/29/2017 | 12/30/2017 | Actions |+ |
Objective Progress Report f = ]
(ANA) 09/30/2016 - 03/31/2017 | 04/30/2017 | Actions |+ |
- Ay = FroaressRePO 040112016 - 09/29/2016 1013012016 [ Actions |~ |
Objective P Report 10/30/2015 Create
Objective Progress Report— g401/2015 - ogrzereo1s | 103002015

Figure 21: Report Due Results Table
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Access the OPR from the Report Form Entry Menu
To access the OPR from the Report Form Entry menu:

1. From the OLDC “Home” screen, select Report Form Entry.

. - Name: Donald Duck F,
- On-Line Data Collection P 22 2f

T ey ) - .
| Report Form Entry | (. On-Line Data Collection

User / System Settings
Welcomel If this is your first time, please feel
End OLDC free to make use of our training resources. For
_Privacy any questions visit our dynamic database of
o questions and answers. Many functions
Accessibity throughout this application, contain links that
_Help / FAQ provide context-sensitive help.

Figure 22: OLDC Home - Report Form Entry

Note: Report Form Entry may be accessed from either the Regular or Enhanced Home page.

2. The “Form Selection” screen appears. From the Step 1: Program Name drop-down list,
select the desired program.

> On-Line Data Collection e

Last Login:oz2/17/16 03:11:51 PM

Form Selection

Please use the drop-down lists below to make selections. Steps must be completed in order.

Step 1: Program Name: |SelectProgram | '|
Step 2: Grantee Name: |Select Grantee | '|
Step 3: Report Name: |Select Report Type | '|

Figure 23: Form Selection screen - Program Name

www.grantsolutions.gov 13
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3. The assigned organization name populates in the Grantee Name drop-down list.

In Step 3, select Performance Progress Report (ANA OPR) from the Report Name drop-
down list.

Name: Donald Duck
Last Login:oz2/17/16 03:11:51 PM

()_~ On-Line Data Collection

OLDC Home Form Selection

Form Selection

Please use the drop-down lists below to make selections. Steps must be completed in order.

Step 10 Program Name: Native Asset Building Initiative (NO)

Step 2: Grantee Name: CA[ 1(2011-— )

Step 3. ReportName: Performance Progress Report (ANA OPR)

Figure 24: Form Selection screen - Steps 2 and 3

4. The screen refreshes and Steps 4 — 6 appear. From the Step 4 drop-down list, select the
Funding / Grant Period.

Step3: ReportName: Performance Progress Report (ANA OFR)

Step 4: Funding / Grant Period: |09;30;2012 -09/29/2017 NOO (! ) | - |

Step 5. Report Period:

Reporting Period Due Date Type R
Figure 25: Selection screen - Step 4 Funding / Grant Period
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5. InStep 5, select the radio button to the left of the desired Report Period.

Step 3: ReportName: Performance Progress Report (ANA OPR)

Step 4: Funding / Grant Period:  09/30/2012 - 09/29/2017 NOO (30NOD0D0&)

Step 5 Report Period:

Reporting Period Due Date Type Report Status
09/30/2012 - 09/29/2017 12/30/2017 Grant (Final)
04/01/2017 - 09/29/2017 10/30/2017 Semi-Annual
09/30/2016 - 03/31/2017 04/30/2017 Semi-Annual
04012016 - 09292016 10/30/2018 SemiAnnug)l
I 09/30/2015 - 03/31/2016 04/30/2016 Semi-Annual I
040172015 - 0972972015 1073072075 Semi-Annual

Figure 26: Form Selection screen - Step 5 Report Period

6. From the Step 6 drop-down list, select the Action New/Edit/Revise Report. Click the
Enter button.

04/01/2014 - 09/29/2014 10/30/2014 Semi-Annual
09/30/2013 - 03/31/2014 04/30/2014 Semi-Annual
04/01/2013 - 09/29/2013 10/3062013 Semi-Annual
Step 6: Select Action: |New / Edit/ Revise Report
|. Enter |

Figure 27: Form Selection screen - Step 6 Select Action

Tip: Other selections from the Select Actions drop-down list are:

e New/Edit/Revise: Initialize a new report, edit an existing report, or create a revision for
a completed report that is already approved by ANA.

e View/Print/Status/Approve Report: Navigate to the Report Form Status page where
the report can be viewed, printed, and the report history is visible.

e Print Latest Version (HTML): Open a printable version of the report in the browser
window. Use the browser print option.

e View Latest Report: View the latest version of the report in read-only mode.

Select Action

Mew [ Editf Revise Report

Wiew [ Print f Status [ Approve Report
Print LatestWersion (HTML)

Wiew Latest Report

Figure 28: Available Actions
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7. The “Report Sections” screen appears.

D On-Line Data Collection

Name: Donald Duck
Last Login:o2/24/16 10:06:26 AM

Help / FAQ

End OLDC

LDC Home Form Selection Report Sections Report Form Status
Report Sections
Program Name: Native Asset Building Initiative (NO)
Report Name: Objective Progress Report (ANA)
Funding/Grant Period: 09/30/2012 - 09/29/2017 NOO (B i)

Report Period: 09/30/2015 - 03/31/2016

Selections in the dropdown lists may include:

Clear Section Data - Deletes all data saved for that section.

Delete Section - Permanently deletes that section and data.

Edit Section - Opens the form section in a data-entry version.

Print Section - Opens a new browser window with the report in a print-friendly version.

This table displays the sections of the report form and the status of each. Return to this screen to Validate, Certify, or Submit.

Create Section - Indicated by an asterisk (*), copies that section and creates a new blank section.

View /Add Attachments [ Validate Print Full Report

Section Name: Perform Action: Section Statu
ANA OPR - Cover Page Select Action: Ml o | Initialized
A. Objective Work Plan (OWP) Status/Update |Select Action: v | [FE Initialized
A Project Year = Initialized
;A- Project Year = Initialized
;A- Project Year = Initialized
B. Staffing and Human Resources |Select Action: | 2 Initialized
C. Challenges Select Action: Ml co | Initialized
D. Financial Select Action: Ml co | Initialized
E. Other Select Action: M co | Initialized
F. Native Assets Building Initiative (NABI) Grants | Select Action: il co | Initialized

Figure 29: Report Sections screen
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Complete the OPR

Report Sections Screen

Several sections are listed on the “Report Sections” screen. Each section is edited and validated
separately. Each section row also contains its own status in the Status column. Report and
section statuses may be different until after the entire report is Saved—Validated.

Note: Only NABI grantees complete section F.

The “Report Sections” screen contains action buttons. The available buttons depend on a user’s
permissions and the status of the OPR. Users with data entry capabilities have the ability to
View/Add Attachments, Validate the report to ensure all report requirements are met, and Print
Full Report as a PDF (not including attachments).

The Perform Action drop-down list is available for each row. The actions include the following:

e Clear Section Data: Delete all data previously saved in a section

e Edit Section: Enter data for a section

e Print Section: Open a nicely formatted printable version of the section. Use the browser
menu bar or shortcut menu to print the page

Note: To print all sections as one complete report in PDF format, use the Print Full Report action
button located on the Report Sections screen.

Report Sections

Program Name: Native Asset Building Initiative (NO)
Grantee Name:
Report Name: Objective Progress Report (ANA)
Eunding/Grant Period: 09/30/2012 - 09/29/2017 NOO ( )
Report Period: 09/30/2015 - 03/31/2016

This table displays the sections of the report form and the status of each. Return to this screen to Validate, Certify, or Submit.
Selections in the dropdown lists may include:

= Create Section - Indicated by an asterisk (*), copies that section and creates a new blank section.
« Clear Section Data - Deletes all data saved for that section.

» Delete Section - Permanently deletes that section and data.

= Edit Section - Opens the form section in a data-entry version.

= Print Section - Opens a new browser window with the report in a print-friendly version.

I View/Add Attachments J Validate Print Full Report I

Section Name: Perl’n_rrn Action: Section Statu
ANA OPR - Cover Page | Select Action: Initialized
— Select Action: -
A. Objective Work Plan (OWP) Status/Update " Clear Section Data =1 Initialized
* A. Project Year Edit Section -
1 Print Section |m Initialized

Figure 30: Report Sections screen — Action buttons and Perform Action drop-down list

Note: The number of Section A. Project Year rows is dependent on the number of years entered
on the OWP. For changes to the OWP, please contact ANA staff.
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Enter Data, Save, and Validate

To begin entering OPR data:

1. Click the drop-down arrow next to a section (i.e. ANA OPR-Cover Page). From the
Perform Action column, select Edit Section and then click the Go button.

view/Add Attachments Validate Print Full Report

Section Name: Sec
ANA OPR - Cover Page Initialized
A. Objective Work Plan (OWP) Status/Update Initialized
1A. Project Year Initialized
* A. Proiect Year

Figure 31: Perform Action drop-down list - Edit Section and Go button

2. The New (Initialized) "Report" displays.

OLDC Home Form Selection Report Sections Report  Repoert Form Status

Program Name: Native Asset Building Initiative (NO)
Grantee Name: 4 el Sk i o " uibie i S
Report Name: Objective Progress Report (ANA)
Funding/Grant Period: 09/30/2012 - 09/29/2017 NOQ (ssaiainn)
Report Period: 09/30/2015 - 03/31/2016
Report Status: Saved
Section Status: Initialized

Initialized Edit-Saved Validated
O

Report Progress

Certified Submitted In Review C/O Approved
5 O O O

| save | view/Add Attachmenis J| validate | Next Scction

U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES
ADMINISTRATION FOR CHILDREN AND FAMILIES

Administration for Native Americans
On-going Project Progress Report

(ANA-OPR)

OMB Clearance No.: 0970-0452
Expiration Date: 06/30/201

The Paperwork Reduction Act of 1995: Public reporting burden for this collection of information is estimated to average 1 hour per response, including the time for reviewing instructions,
gathering and maintaining the data needed, and reviewing the collection of information. An agency may not conduct or spensor, and a person is not required to respond to, a collection of
information unless it displays a currently valid OMB number.

1. Grantee Name #ee samin Susesign ot S o S  duim 2. Grant Number $$8s00008

3a. DUNS Number 000

3b. EIN e t—

4. Recipient Organization S e S il S o S s

Address Line 1 PO BOX 607

Address Line 2

Address Line 3

5. SF-425 Attached?
Yes
No

Figure 32: Report screen - Cover Page
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Report Screen
The “Report” screen is divided into four parts: the Information box, Progress bar, Action

buttons, and data entry.

OLOC Home  Form Selection  Repod Sectins  Report  Repont Fomn Status

Program Name: Natwve Ascet Building Initiative (NO)

TRantee Mame, b ol St S o "t e
Report Name: Objective Progress Report (ANA)

i ' 08/30/2012 - 08/29/2017 NOD (SERatSdtn )

Bepornt Period: 09/20/2015 - 03/31/2016

Repord Stalus, Saved

Section Statys: Initialized

Infarmation box I

| Progress Bar

Report Progress
Initinlized Calit-Saved Val Cerified Submitted 0 Review CIQ Approved
Lk L U L L3

[l s ol <o | vicw/Add Attachments § validate | Next Section |

OME Clearance No.: 0970 0452
Expiration Date: 08302018

U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES
ADMINISTRATION FOR CHILDREN AND FAMILIES

Administration for Mative Americans
On-going Project Progress Report

(ANA-OPR) i
The Paperwerk Reduction Act of 1995: Public reperting burden for this [ 1o average 1 hour per response, including the time for rEViewing Instructions,
gathering and maintaining the data needed, and reviewing the collection nlnfﬂ'rmnnn An agency may not conduct of sponsor, and a person is nof Fequired to respond to, a collection of
uniess it displays a currently vaiid OME number.
1. Grantee Name S o & B P il 2. Grant Number S8e0asss 3a. DUNS Number
m———
4, Recipient Oroanization # S S i S & St 5. SF{425 Attached?
Address Line 1 PO BOX 607 Y
Line 2 N
Address Line 3
Clty Geyserville |state A |Zip Code 95441 | Zin Exs, 0607
|- Prelsct Period 1. Rsporting Perlod End Date:
Burdget Period Year Covered in the Start Date: End Date: RN 1ot samb-annual (mid-yaar)
Report: | Select » | | 2nd semi-annual {end of budget
Bart r = . ] = = - period)
9. : lattach as by the @ Federal Agency) Final(OER) (#nd of project)
Project Title: i | other revisions stc
Report prepared by: Name | Date: l If other revisions etc, describe:
Emall Address: | Telaph | Ext
|
10, Other Attachments:
! ]

Figure 33: Report screen
The Information box includes all the selections used to create the Report. The status is

Initialized.

-
Program Name: Native Asset Building Initiative (NO)
Grantee Name: des sl T e Sbbiin o | oo ddllisie. T
Report Name: Objective Progress Report (ANA)
Funding/Grant Period: 09/30/2012 - 09/29/2017 NOO (SEs0aisn )
Report Period: 09/30/2015 - 03/31/2016
Report Status: Saved
Section Status: Initialized
~ _J

Figure 34: Information Box
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The Progress bar is a useful tool for visually representing the current status of the Report. In

addition, the Progress bar also displays the steps that are already finished as well as the steps

that need to be taken in order to complete the process.
The grantee process includes the following statuses/actions:

e |Initialized

e Edit-Saved
e Validated
e Certified

e Submitted

The Federal process includes the following statuses/actions:

e In Review
e (/O Approved

Report Progress
Initialized Edit-Saved Validated Certified Submitted In Review

i T} T i

C/Q Approved

Figure 35: Report Progress Bar

Below the Information box and Report Progress bar are the Action buttons. Users with data
entry capabilities are able to Save, View/Add Attachments, Validate, and navigate to the
Previous/Next Section. Action buttons are also available towards the bottom of the screen.

| i T e T TR TE TR aT

L

Report Progress
Validated Certified Submitted

[ [ Ld

m View/Add Attachments Validate MNext Section

Figure 36: Action buttons
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Below the Action buttons is the report.

e C(Click the blue underlined help links to view form instructions in a pop-up window.

o Some fields are populated from the OWP and are read-only.
e Enter data in open fields.

Help Links I Administration for Native Americans
0On-going Project Progress Report
(ANA-OPR)

D. FINANCIAL

1. Did you have trouble accessing funds through the Payment Management System (PMS) during this reporting period? ' Yes ' 'No

2. If Yes. please explain the problem and if it was resolved

F

4

Data Entry

3. Have any changes requiring prior approval been made to your budget during this reporting period ' ' Yes

' No

4.If Yes, please explain:

Figure 37: Report screen - help links and data entry

Double-click an open number field to use the Calculator.

e —

needs for this repnrti.

r
{ [ OLDC Calculator - Google... =] =0 (e 3)

You are editing:
Actual 1st Quarter Actual Federal
Il | A4 0
| ; 2l g g i g
If forecaste) 4) 5) . 6J) =) )
10t [ = e
0 ) i) ) ) Clesq

al

Figure 38: Calculator tool
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Enter Data and Save

1. Complete each section to the best of your ability. Click the Save button frequently to
avoid timing out (action buttons are located towards both the top and bottom of the
screen).

ViewfAdd Attachments | Validate | Next Section

Figure 39: Save button

Important! Save often. A timeout warning message appears after 25 minutes of inactivity.
Activity includes clicking any of the actions buttons (e.g. Save, Validate, Certify, and Submit) or
navigating to another screen. Entering data and clicking help links are not considered actions.
When the timeout warning message appears, click the OK button to continue working and
restart timeout the clock for another 25 minutes.

2. Once a section is completed and saved, click the Next Section button.

m View f Add Attachments § Validate I Next Section I

Figure 40: Next Section button

3. A message appears stating any unsaved changes made on this screen will be lost. Click
OK.

The page at https://extranet.acf. hhs.gov says:

Changes made on this screen will be lost without saving the
data. Click Cancel to return to the form and Save data
before moving to next Section. If changes are saved then

proceed with OK button.

Figure 41: Pop-up message
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4. The next section appears (in this example, it is “A. Objective Work Plan (OWP)

Status/Update”). Answer the questions and enter data in the text boxes.

Note: Questions with a Yes or No answer may require a description.

Report Progress
Initialized Edit-Saved Validated Certified Submitted In Review

O {0 O O

m View/Add Attachments J| Validate ] Next Section

C/O Approved

O

U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES
ADMINISTRATION FOR CHILDREN AND FAMILIE S

Administration for Native Americans
On-going Project Progress Report
(ANA-OPR)

OMB Clearance No.: 0970-0452
Expiration Date: 06/30/2018&

A. OBJECTIVE WORK PLAN (OWP) STATUS/UPDATE

1. Do you need to make any changes to your OWP? ' Yes ' 'No

2. Please describe any changes to your work plan and if you requested the change from the ANA office.

m View/Add Attachments J| Validate | Next Section

Figure 42: Report screen - Section A. Objective Work Plan Status/Update

5. In some sections, additional rows may be added by selecting a number from the Add

drop-down list and then clicking the Add button.

5. Please list. in the following table. all positions required for the project and currently filled:

will

position

Did continue

Avg. # Date Job position | after the

Position Title Position Type —Pos't."m Name of Individual —V'F'"e.d £ —Da'fe Job | Hours Ended (if exist project Delete

Funding Native? Filled Per EenicaEE befor ends?

Week applicable) th only for
project? | final

reporting
period

EN] | | Select v || Select v Select v ||| N[ N[ ||| Select v || Select v

Add Project positon(s)| 1+ I

Figure 43: Report screen - Add row button
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6. Once arow is added, it may be deleted by selecting the Delete checkbox to the right of
the row, and then clicking the Delete Marked Rows button.

5. Please list, in the following table, all positions required for the project and currently filled:
will
position
Did continue
Avg. # Date Job osition | after the
Position Title Position Type 7':“5“."’" Name of Individual *!F'"E.d b 7Da|fe.lnb Hours Ended (if exist project Delete
Funding Native? Filled Per R eniEabia before ends?
Week applicable) the {only for
project? final
reporting
period
A ] [seew  viseem v | |[seeatv]| | | Setct v |[selec +
2 ([ | | Select v ||| Select vl Select v il Il ||| Select v ||| Select v |«

Add Project position(s) |1 ¥ m

Figure 44: Report screen - Delete row

7. A pop-up message appears stating “This will permanently delete the selected rows. Do

you wish to proceed?” Click OK.

The page at https://extranet.acf.hhs.gov says:

This will permanently delete the selected roews. Do you

wish to proceed?

Figure 45: Pop-up message: This will permanently delete the selected rows. Do you wish to proceed?

Note: The original row may not be deleted.
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8. Click the paper clip icon within a cell to attach one or more files to that location.

Note: File may also be attached to the report by using the View/Add Attachments button
located towards the top and bottom of each section as well as on the Report Sections screen.

10. Other Attachments:

0

Figure 46: Paperclip - cell attachment icon

Tip: To avoid losing data, save the section before attaching documents.

9. A warning message appears stating any changes not saved will be lost. Click OK.

The page at https://extranet.acf.hhs.gov says:

Changes made on this screen will be lost without saving the
data. Click Cancel to return to the form and Save data
before adding attachments. If changes are saved then
proceed with OK button.

OK Cancel

Figure 47: Warning message - any changes not saved will be lost
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10. The “File Attachment” screen appears. Click Choose File to locate the file to attach (the

file must be on your local machine or network).

Form Selection Report Sections File Attachment

File Attachment

Program Name:- Native Asset Building Initiative (NO)

Grantee Name: S5 Sl Sa
Report Name: Objective Progress Report (ANA)
Eunding/Grant Period: 09/30/2012 - 09/29/2017 NOO (Ms0iiinn )
Report Period: 09/30/2015 - 03/31/2016
Report Status: Saved

click "Attach File".

Local Attachmen). | Choose File |[No file chosen

This page displays the attachments of the selected cell of form and date received. To add another attachment click on "Browse", select file from your local comput:

Attachments for
‘ Cell Location: File Name: Date Received: Delete:
Figure 48: File Attachment screen
11. Select the desired file and then click the Open button.
s Y
& Open - t— . ‘ ﬁ . -—— ﬂ
"

@L)v| .. » Libraries » Documents » Sample Docs - |4y | | Search Sample Docs Pl |
Organize « MNew folder =~ 0 @
7 Favorites — Documents library Arrange by:  Folder

B Desktop Sample Docs

& Downloads MName : Date modified Type 5
=l Recent Places i

1 Budget.docx 3/16/201511:12 AM  Microsoft Word D...

=5 Libraries @J Cover Letter.docx 6/12/2015 4:45 PM Microsoft Word D...

@ Documents = [‘E‘J FFR-5F425.docx 4/27/201510:32 AM  Microsoft Word D...

as Music ] mar2014.docx 4/27/201510:32 AM - Microsoft Word D...

[ Pictures B program terms and conditions.docx 3/16/201511:12 AM  Microsoft Word D...

BE Videos 7 project Narrative.docx 9/30/201511:53 AM  Microsoft Word D...

Remarks.pdf 1/6/20151:14 PM Adobe Acrobat D...

|@J report.docx 4/27/201510:32 AM  Microsoft Word D...

M Com puter

& QSDisk () conditons.docx
1 State plan.docx

6/30/201512:52 PM
2/11/2016 9:51 AM

Microsoft Word D...
Microsoft Word D...

B Apple iPhone =

<«

File name: report.docx

~  [AliFiles

[ Open

Figure 49: Open file window
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12. From the “File Attachment” screen click the Attach File button.

nlays the attachments of the selected cell of form and date received. To add ancther attachment click on "B
click "Attach File".

Local Attachment | Choose File | report docx

Attach File

Attachments for
Cell Location: File Name: | Date Receivi

Delete Selected File(s)

Figure 50: File Attachments screen - Attach File button

13. The file is now attached to the report. Add additional files as desired.
14. To view the file, click the file name link from the File Name column.

15. To delete the attached file, click the checkbox from the Delete column and click the
Delete Selected Files button.

7

This page displays the attachments of the selected cell of form and date received. To add another attachment click on "Browse", select file from your local computer al
click "Attach File".

Local Attachment. Choose File | Mo file chosen

Attachments for
Cell Location: File Name: Date Received: Delete:
ANA OPR - Cover Page 10. Other Attachments: REPORT.DOCX 02/26/2016

Delete Selected File(s)

Figure 51: File Attachments screen
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16. Return to the Report Sections screen to select a section to edit. Click the Report Sections
link towards the top of the screen.

Form Selection | Report Sections I File Attachment

File Attachment

Figure 52: Report Sections navigation link

Validate

17. Once data is entered and saved for each section, the entire form must be validated.
Validate checks the form for errors and missing data. Click Validate from a section or
from the “Report Sections” screen.

m View fAdd Attachments | Validate | Next Section

Figure 53: Validate button

18. The screen refreshes and the status updates. If the report status is Saved with Errors, an
error message appears at the top of the Report screen. The errors must be corrected
and the report revalidated. Click the Go to Error link to go directly to the field in need of
corrections. Click the Long Description link to view a description of the error.

Report Status: Saved -- with Errors
Section Status: Saved -- with Errors

Report Progress
Initialized Edit-Saved Validated Certified Submitted

[ ] O O O
| Save |
Error #9: [15890] 2. Describe any changes to your work plan.
[Goto Error] [Long Description]

U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES
ADMINISTRATION FOR CHILDREN AND FAMILIE S

Administration for Native Americans
On-going Project Progress Report
(ANA-OPR)

A. OBJECTIVE WORK PLAN (OWP) STATUS/UPDATE

1. Do you need to make any changes to your OWP? '® Yes " No

2. Please describe any changes to your work plan and if you requested the change from the ANA office.
[

Figure 54: Validation error message - Go to Error and Long Description links
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19. If the status is Saved with Warnings, the warnings can either be corrected or the report
can still proceed through the approval process.

Warning #3: [15894] Current Status of Expected Results and Benefits for Objective 1.
[Goto Error] [Long Description]

Warning #6: [16219] Current Status of Expected Results and Benefits for Objective 2.
[Goto Error] [Long Description]

Warning #9: [16220] Current Status of Expected Results and Benefits for Objective 3.
[Goto Error] [Long Description]

A. Project Year 1

Please complete the tables below and include all objectives, results, benefits, activities and dates as they a
tables as necessary. In completing the 'Status of Activity' column please choose the status of the activity from

Figure 55: Report Warnings

Certify

20. After the entire report is successfully saved and validated (no errors), the Grantee
Authorizing Official electronically signs the report. Click the Certify button from the
“Report Sections” screen.

View/Add Attachments

Validate Print Full Report

Name: Perform Actio
Select Action: Al Go |
— P | i m ac | ]

Figure 56: Report Sections screen - Certify button

21. A pop-up message appears stating “Changes made after saving and validating this form
will be lost. You have the ability to sign in the signature area by pressing the Click to Sign
button. This will complete your Certify process and officially sign this form.” Click OK.

Changes made after saving and validating this form will be lost. You have the ability to sign in the signature area by pressing the
Click to Sign button. This will complete your Centify process and officially sign this form.

OK

l Cancel

Figure 57: Pop-up message
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22. The “Cover Page” sections opens. In field 12b, select the Click to Sign button.

| J

11. Certification: | certify to the best of my knowledge and belief that this report is correct and complete for perfo
forth in the award documents.

12a. Typed or Printed Name and Title of Authorized Certifying Official 12c. Telephone (area code, ni
12d. Email Address

I‘]%e of Authorized Certifying Official 12e. Date Report Submitted (I

Figure 58: Cover Page - Click to Sign button

23. The screen refreshes and the status is Certified. Click the Report Sections navigation link
towards the top of the page.

Form Selection Report Sections Report  Report Form Status

Figure 59: Report Sections navigation link

24. The “Report Sections” screen appears. Although the OPR is now locked down for
changes, it can be UnCertified to open fields for modifications.

View Attachments UncCertify m Print Full Report

me: Perform Action: Section Status:
Select Action: v | [ Certified
Select Action” v | |IER Certified
Select Action: v | R Certified

Figure 60: Report Sections screen - UnCertify button
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Submit

25. The last step is to electronically send the OPR to ANA. From the “Report Sections”
screen, click the Submit button.

UnCertify Print Full Report

View Attachments

1e: Perform Actis
Select Action: =

Select Action:  ~ IEEH |

Figure 61: Report Sections screen - Submit button

26. A pop-up message appears stating “This will officially submit your report. Do you wish to
continue?” Click OK.

This will officially submit your report. Do you wish to continue?

’ Cancel

Figure 62: Pop-up message

27. A confirmation message appears stating “We have received your report. This page
shows all reports we have received along with attachments.” Click OK.

We have received your repart. This page shows all reports we have received along with attachments.

Figure 63: Confirmation message
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28. The “Report Form Status” page appears and the report is in the Submitted status.

Report Form Status

Program Name: Native Asset Building Initiative (NO)
Grantee Name: LR  Wawie .
Report Name: Objective Progress Report (ANA)
Funding/Grant Period: 09/30/2012 - 09/29/2017 NOO (SE8a0aia)
Report Period: 09/30/2015 - 03/31/2016

This screen displays the status of report forms and their revisions, along with aftached files. To continue entering report form information, click
'Grantee Selection'.

Report Form Status
Report Submissions: Report Status: Status Date: Report Action: Print:
Submitted 02/26/2016 Printas PFOF  ~ |[F23
Qriginal File Attachments
Attachment Type: File Name: Date Received:
ANA OPR - Cover Page 10. Cther Attachments: REPORT.DOCX 02/26/2016

Report Status History

Report Submissions: Report Action: Date/Time: User Name: Change (if known):
Original Submitted 02/26/2016 03:48:41 PM | Donald Duck
Orininal Cartifiad N2/9812N1R N2-AK-A& DM__|Rianald Nunk Signed as Authorized

Figure 64: Report Form Status page

29. An email confirmation of the report submission is sent to designated grantors and

grantees.
From: Onine_Data_Collection_System@act. hhs.gov
To: laeie, el e T ti
Co
Subject: Received Submission of FeORE Sege® Taem o 458

Motification of Submission :

The Administration for Children and Families {ACF) has received the following:

Program Mative Asset Buiding Initiative
Grantee :
Report : Objective Progress Report (AMA)

Figure 65: Email Notification of Submission
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Report Form Status Page

The “Report Form Status” page is an excellent resource for following a report’s progress. From
the Status page, easily check the OPR’s Status, Attachments, History, and Contact information.

Report Form Status Table
The Report Form Status table contains the following columns:

e Report Submissions: Depending on a report’s status, Report Submissions allows a user
to either view submitted reports or edit reports in progress.

e Report Status: Tracks the steps a report has taken within OLDC. For example, a new
report form displays an "Initialized" status. After a report is saved, the status changes to
"Saved".

e Status Date: The last time a change was made to the report.

e Action: The Action a user can perform depends on the status of the report. For example,
a Certified report can be Submitted from the Status page, and a Submitted report can be
Unsubmitted as long as it is not yet under Review by Federal Staff.

e  Print: Allows the user to view or print the report as a PDF.

Report Form Status

Program Name: Native Asset Building Initiative (NO)
Grantee Name:
Report Name: Objective Progress Report (ANA)
Funding/Grant Period: 09/30/2012 - 09/29/2017 NOD (90NO0008)
Report Period: 09/30/2014 - 03/31/2015

This screen displays the status of report forms and their revisions, along with attached files. Te continue entering repert form information, cl
'Grantee Selection’.

Report Form Status
Report Submissions: Report Status: Status Date: Report Action: Print:
Submission =
View Original Accepted by CO 02/17/2016 Print as PDF m

Figure 66: Report Form Status Page - Report Form Status table
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File Attachments

All files attached to the OPR are available from the File Attachments sections.

Report Form Status
N Report Submissions: Report Status: Status Date: Report Action: Print:
\ Submitted 02/26/2016 Printas PDF v |[F2

Original File Attachments

‘ Attachment Type: File Name: Date Received:
ANA OPR - Cover Page 10. Other Attachments: REPORT DOCX 02/26/2016

Figure 67: File Attachments section

History

The Status page contains information about a report’s History, such as the name of the person
who validated the report and the date and time the action was taken.

Report Status History

Report Submissions:

Report Action:

Date/Time:

User Name:

Change (if known):

Original Submitted 04/18/2013 04:20:24 PM Anna-Lisa Walters
Original Certified 04/18/2013 04:25:59 PM Anna-Lisa Walters ST
Original Saved -- Validated 04/18/2013 04:09:57 PM Anna-Lisa Walters
Original Saved -- with Errors 04/18/2013 04:09:37 PM Anna-Lisa Walters
Original Saved -- with Errors 04/18/2013 03:59:23 PM Anna-Lisa Walters
Original Saved 04/18/2013 03:20:31 PM Anna-Lisa Walters
Original Saved -- with Errors 04/16/2013 03:58:28 PM Anna-Lisa Walters
Original Saved 04/15/2013 03:57:27 PM Anna-Lisa Walters

Figure 68: Report Form Status Page - History

Contacts

A list of primary contact names, phone numbers, and e-mail addresses are listed under Contacts

on the Status page.

Contacts
Contact Name: Telephone #: E-mail:
John Smith {202) 555-1212 ismith@email.com
Mary Jones Mot Available mjones@email.com
Mike Dough (202) 555-1212 mdough@email.com

Figure 69: Report Form Status Page - Contacts
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Change a Submitted Report

When a report is submitted by the grantee but is not yet In Review by ANA, the grantee may
take the report back to make changes. Contact ANA if the report is already in the Review status.

When a report is edited, it must be re-Validated, Certified, and Submitted to complete the
process. Previous due dates apply.

UnSubmit for Changes

Save and
Uncertify Validate Certify Submit
Modify Report

www.grantsolutions.gov 35
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Revisions

Once the OPR is approved, the process is complete. However, if a grantee needs to make a
change, they have the option of creating a Revision.

A Revision is an exact duplicate of the Accepted OPR, only the data fields are open and
modifications can be made. The original report does not change and can be accessed by clicking
"View Original" from the Report Form Status page.

There is no limit to the number of Revisions for a single report. However, if a Revision is made
after the OPR’s due date, the Grantee is not able to submit the Revision and must instead
contact the ANA for assistance.

Note: Revisions may only be created for the OPR. To request changes to the OWP, please contact
ANA staff.

To create a revision:

1. Loginto the GrantSolutions Grants Management Module (GMM)
(www.grantsolutions.gov).

2. Click the menu Online Data Collection.

& GrantSolutions.gov =

iccount Management = Funding Opportunity Applications Grants - Reports - IOnIine Data Collection I HelpfSupport

My Grants List

Figure 70: My Grants List - Online Data Collection menu

3. The OLDC “Home” screen appears. Click Report Form Entry.

>, = . Name: Donald Duck
SDY, On-Line Data Collection i————

OLDC Home

My Recent Activity | Activity Report | Report Due

I Report Form Entry I

User / System

Seftings
End OLDC |
Privacy Program Mame Grantee Name Grant Report Name Reporting Period | Acti
- CA
Accessibility Native Asset Building | Objective Progress | 09/30/2014 - 02/1
Initiative (NO) Report (ANA) 03/31/2015 05:0
Help / EAQ

Figure 71: OLDC Home - Report Form Entry
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4. The “Form Selection” screen displays. Select the Program Name, Grantee Name, and
Report Name (in that order).

Form Selection

Please use the drop-down lists below to make selections. Steps must be completed in order.
Step 1: Program Name: Native Asset Building Initiative (NO)

Step 2: Grantee Name: CA [ A 1(2011— )

Step 3:  ReportName: Performance Progress Report (ANA OPR)

Figure 72: Form Selection screen - Steps 1-3
5. The screen refreshes. Select the Funding/Grant Period from the drop-down list.

6. Select the Report Period radio button.

Important: Ensure the Report Status is Submission Accepted by CO.

Step3° ReporitName. Performance Progress Report (ANA OPR)

Step 4 Eunding / Grant Period| 09/30/2012 - 09/23/2017 NOD (!

Step 5- Report Period:

Reporting Period Due Date Type Report Status
UY/302012 - UYI29/201 ¢ 12301201 ¢ Grant (Final)
04/01/2017 - 09/29/2017 10/30/2017 Semi-Annual
00/20/2016 - 03/31/2017 04/20/2017 Semi-Annual
04/01/2016 - 09/29/2016 10/30/2016 Semi-Annual
09/20/2015 - 03/31/2016 04/30/2016 Semi-Annual Saved
04/01/2015 - 09/29/2015 10/30/2015 Semi-Annual
| © |09/30/2014 - 03/31/2015 04/30/2015 Semi-Annual Subméssion Accepted by
04012014 - 0072072018 07302014 SemiAnnual

Figure 73: Form Selection screen - Steps 4 — 5

7. Select the Action New/Edit/Revise Report, and then click the Enter button.

04/01/2013 - 09/29/2013 10/302013 Semi-Annual
Step 6: Select Action] [New /Edit/ Revise Report I | = |
|. Enter |

Figure 74: Action - New/Edit/Revise Report and Enter button
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8. The "Report Sections” screen opens. The screen appears exactly like the original report.
However, the report name now also includes the Revision number.

= Home Form Selecticn Report Sections Report Form Status

Report Sections

Program Name: Native Asset Building Initiative (NO)
Grantee Name: % ' ' ’
Report Name: Objective Progress Report (ANA
Funding/Grant Period: 09/30/2012 - 09/29/2017 NOO (90NO0008)
Report Period: 09/30/2014 - 03/31/2015

This table displays the sections of the report form and the status of each. Return to this screen to Validate, Certify, or Submit.
Selections in the dropdown lists may include:

Create Section - Indicated by an asterisk (*), copies that section and creates a new blank section.
Clear Section Data - Deletes all data saved for that section.

Delete Section - Permanently deletes that section and data.

Edit Section - Opens the form section in a data-entry version.

Print Section - Opens a new browser window with the report in a print-friendly version.

s s s w

View/Add Attachments J Validate Print Full Report

Section Name: Perform Action:

ANA OPR - Cover Page SelectActon: v | [ Init

Figure 75: Report Sections screen - Revision #1

The submission of a Revision follows the exact same process as the submission of the original
OPR: Initialize, Save, Validate, Certify, and Submit. If a Revision needs to be made after the due
date is passed, the Federal Office may need to submit on behalf of the grantee.

When a Revision is submitted, the “Report Form Status” page appears. The most recent Revision
is listed first in the Status table, followed by earlier Revisions, and ending with the original
Accepted Report.

This screen displays the status of report forms and their revisions, aleng with attached files. Te continue entering report form information, click en
'Grantee Selection’

Report Form Status
Report Submissions: Report Status: Status Date: Report Action: Print:
Submitted 02/24/2016 Printas PDF v |2
Submission i v
View Original Accepted by CO 02/17/2016 Print as PDF =

Figure 76: Report Form Status Page
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Help Resources
The Center of Excellence Support Center provides assistance for GMM and OLDC customers.

Email: help@grantsolutions.gov

Phone: 866-577-0771

Hours: Monday through Friday 8 a.m. to 6 p.m. ET excluding Federal holidays
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