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Asking Questions During the Webinar 

• It is our expectation that the webinar 
will answer many questions and 
concerns of grantees. Additionally, 
every attempt will be made to answer 
questions posed by participants at the 
conclusion of the webinar. 

• Questions may be typed in at any time 
during the Webinar.  At the conclusion 
of the call, participants will have access 
to audibly ask questions.     
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Agenda for Today’s Call  

•

•

•

•

•

•

Welcome/Introductions 

Performance Progress Report (PPR) 

On-Line Data Collection (OLDC) and PPR 
Submission Training 

Financial Status Reports  

Grant Administration Guidance Document 

Annual Meeting Update 



The Grants Center of Excellence 
www.grantsolutions.gov 

Presenters 

•

•

•

•

La Tonya Freeman, Instructor 
– COE Partner Services Training Department 
 

Sarah Axelson, Project Officer 
– Teen Pregnancy Prevention Division 

 

Itege Bailey, Project Officer 
–

 
Teen Pregnancy Prevention Division 

LeBretia White, Project Officer 
– Teen Pregnancy Prevention Division 
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Performance Progress Reports (PPRs) 

•

•

Due 30 days after the end of each 6-month period of the 
budget cycle 
–

 
–

 
–

 

First Report due 10/30/2011  
(covers 9/30/2010 – 9/29/2011) 
Second Report due 4/30/2012  
(covers 9/30/2011 – 3/30/2012) 
Third Report due 10/30/2012  
(covers 4/1/2012 – 9/29/2012) 

Complete the performance progress report using the PPR 
form (as outlined in State PREP FOA - Appendix)  
–

 

Submit the PPR through the Online Data Collection  
system (OLDC) 
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Performance Progress Reports  
Grant Administration Guidance (p. 4) 

• Cover Page  
–

–

–

Include Grant Document # 1001(State 
Abbreviation)PREP for FY2010 Award  
• Ex : 1001WYPREP

Do not complete gray shaded areas 

Item # 5: Recipient Identifying Number or Account 
Number should be name of the state 
• Ex: WYOMING
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Performance Progress Reports  
Grant Administration Guidance (pp. 6-8) 

• Program Indicators 
◦ B – 01/Major activities and accomplishments during this period 
–

–

–

–

–

–

–

–

 

Sub-awardees: Provide a description of the each sub-awardees’ activities and 
accomplishments. 
Participants:  Provide a description of activities related to recruitment, 
retention and follow-up with program participants. 
Fidelity and Adaptations: Describe the process and tools used to monitor 
fidelity and provide a discussion of any adaptations to the curriculum/a being 
implemented. 
Evaluation and Data: Provide a description of all evaluation activities. 
Adulthood Preparation Subjects: Describe how the adulthood preparation 
subjects have been incorporated in your program. 
Collaboration/Partners: Describe any new or established partnerships or 
collaborative efforts. 
Training: Describe any training activities for State PREP staff and sub-
awardees’ staff. 
Other Major Activities or Accomplishments  
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Performance Progress Reports  
Grant Administration Guidance (pp. 6-8) 

• Program Indicators Cont. 
*Information in B-01 and B-02 may be documented 

via chart format and uploaded through OLDC. See 
attached sample format on page 8. 

–

–

B-02/Issues or challenges 
B-03/Significant findings and events 
• Use sample chart format on page 9 

–

–

–

B-04/Organizational issues 
B-05/Technical assistance and training 
B-06/Activities planned for next reporting period 
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Questions? 
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Welcome  
to  

OLDC (On-Line Data Collection)

Report Forms Training 

Personal Responsibility Education Program (PREP) 

La Tonya Freeman, Instructor   
COE Partner Services Training Department 

Monday, October 3, 2011 
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Agenda 

•

•

Lesson 1 - Introduction 
–

–

–

–

–

–

–

What is On-Line Data Collection (OLDC)? 

What data does OLDC collect? 

Why do we collect data? 

How is the data collected? 

Where do grantees go for help? 

User IDs and Passwords 

Login to OLDC 

 

Lesson 2 – Accessing the Report 
Form 
–

–

–

–

–

–

–

 

Program & Grantee Selection 

Grant  & Report Period Selection 

Report Form Entry – Navigation 

Report Sections 

Report Forms 

PPR Cover Page 

PPR Program Indicators Section  

 
–

–

–

–

Validating Report Forms 

Certifying Report Forms 

Submitting Report Forms 

End OLDC 

 

•

 

•

 

Resources 

Training and Support 
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Lesson 1 - Introduction 



The Grants Center of Excellence 
www.grantsolutions.gov 

What is On-Line Data Collection (OLDC)? 

• The On-Line Data Collection (OLDC) system 
was designed to allow grantees of the U.S. 
Department of Health and Human Services to 
submit grant forms and other data over the 
Internet. 
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What data does OLDC collect? 

The Grantees of FYSB’s Personal Responsibility Education 
Programs (PREP) are required to collect and submit data on 
demographics and other key indicators of programmatic 
progress and challenges. Grantees must report the 
following program indicators: 
 

•

•

•

•

•

•

Major activities and accomplishments during this period 

Description of any challenges  

Significant Observations 

Organizational Issues 

Technical assistance and Training 

Activities planned for next reporting period 
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Why do we collect data? 

We collect OLDC data to:  

•

•

•

•

Measure the progress of all grantees as well as the 
program on the national level 

Help FYSB staff determine where to allocate training and 
technical assistance resources to improve outcomes 

Draft progress reports to Congress 

Create efficiency measures that are incorporated into the 
annual budget proposed to Congress each year  
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How is the data collected? 

Grantees are required to submit information to 
OLDC semi-annually/annually by logging in at 
https://extranet.acf.hhs.gov/ssi/ . 

 

 

https://extranet.acf.hhs.gov/ssi/
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Where do grantees go for help? 

Refer to the Resources section at the end of this 
PowerPoint presentation and/or supporting 
documentation. 
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User IDs and Passwords 

•

 

•

New User IDs and passwords are sent via two e-mails from 
the  On-Line_Data_Collection_System@acf.hhs.gov

– First e-mail contains Username and Security Policy 
Second e-mail contains only the OLDC Password –

*Please make sure that any spam blockers are not preventing you from 
receiving your user id and password. Make sure that all emails are being 
accepted from On-Line_Data_Collection_System@acf.hhs.gov 

If either e-mail is not received, please contact the Custom 
Application Support and Training (CAST) help desk 

–

–

Phone: 1-866-577-0771 
E-mail: app_support@acf.hhs.gov  

mailto:On-Line_Data_Collection_System@acf.hhs.gov
mailto:On-Line_Data_Collection_System@acf.hhs.gov
mailto:app_support@acf.hhs.gov
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User IDs and Passwords (cont.) 

•

 
•

The first time you log into Secure Sign-In, you are asked to 
change your password for security purposes. Your password 
must contain 9 characters with a combination of upper and 
lower case letters and at least one number. The password can 
not start with a number; it must start with a letter. Secure 
Sign-In is the web portal where you will login to access OLDC 
and it is case sensitive. 

You must also enter a Challenge Question and Answer 
–

–

–

 

Established for security purposes for the life of the OLDC account 
If you forget your password, access the Forgot Password? link which 
allows you to answer your own question and have a new password 
automatically sent to your e-mail 
Choose from a list of questions such as “What is your city of birth?” 
or “What is your favorite movie?” 
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Login to OLDC 

•

 

 

 

 

•

Enter the secure web address in your browser 
Address line (Internet Explorer recommended) 

 

Save the web address as a Favorite for quick 
access 

https://extranet.acf.hhs.gov/ssi
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Login to OLDC (cont.) 

•

 

•

The first window is 
the Secure Sign-In 
Login screen 

Enter your ID and 
Password, then 
click the “Login” 
button 

– You are asked to 
change your 
password upon first 
logon 

Don’t remember your password? Click the 
“Forgot Password?” link and Secure Sign-In 
sends a new password to you via e-mail (only 
after your first logon and have established a 
challenge question and answer) 
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Login to OLDC(cont.) 

• At any time, you may do one of the following: 

–

–

Select Change Password to change your password  

Select Change Challenge Question to change your challenge question or 
answer 
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Login to OLDC(cont.) 

• From the Secure Sign-In main screen, click the OLDC button. 

* If OLDC does not open, you may have a pop-up blocker on your 
computer. Hold down the Control button from your keyboard and 
then click the OLDC button. Continue holding Control until OLDC 
opens 
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Login to OLDC(cont.) 

•

•

Begin working with report forms by selecting Report Form Entry 

Help is available on every OLDC screen 
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Lesson 2 - Accessing the  
Report Form 
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Program & Grantee Selection 

•

•

•

Select the name of the program from the drop-down list 

Select the organization that is the Grantee 

Select the type of report form to be created, modified, or viewed 
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Grant & Report Period Selection 

•

•

•

Select the name of the program from the drop-down list 

Select the organization that is the Grantee 

Select the type of report form to be created, modified, or viewed 
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Report Form Entry - Navigation 

•

 
•

•

Click any of the links in the navigation path to return to previous screens in OLDC. 

The browser “back” button is disabled for security purposes 

The links appear and disappear as different screens are accessed. 
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Report Sections 

•

•

•

Enter a New report 

Edit reports that have been saved to correct errors 

Revise a report that has been submitted to reflect new data* 

*The original report is retained for historical reference and is not changed 



The Grants Center of Excellence 
www.grantsolutions.gov 

Report Sections (cont.) 

•

•

•

The Personal Responsibility Education Program PPR contains 10 sections (including 
the Cover Page).  

Each section’s data is entered separately and sections may be saved individually 

To edit a form, click the drop-down arrow next to a section, select Edit Section, 
and then click Go 
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Report Forms 

• Cover Page 
SF-PPR 
Example. 
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Report Forms (cont.) 

• Appendix B 
Program 
Indicators 
Example. 
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Validating Report Forms 

• Once data is entered and saved for each section, the entire 
form must be validated from the “Report Sections” screen 
–

–

–

Validate checks the form for mathematical errors   
If there are no errors,  the form is validated and ready to be certified 
If there are any problems, an error message appears at the top of the 
form. Reports with errors can not be certified and have the status 
“Saved with Errors”.  Errors must be corrected 



The Grants Center of Excellence 
www.grantsolutions.gov 

Certifying Report Forms 

• After a report form has been successfully saved and 
validated, a person with the appropriate roles can 
Certify the report form with a digital signature. 
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Certifying Report Forms (cont.) 

• When the Certify button is clicked, the section “Cover Page” 
displays. Scroll to the bottom of the screen and click the 
button Click to Sign. 
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Submitting Report Forms 

 Submit -- official submission to ACYF or FYSB 

Certify -- applies electronic signature 

Validate - mathematical and rules 

checks; saves data 

Save  - retains information 

To edit a form, it must 
be Unsubmitted and 
UnCertified 
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Submitting Report Forms (cont.) 

•

•

•

When the form has been certified, it displays a Certified status 
The report form is now ready to be submitted. Return to the “Report 
Sections” screen to Submit the report 
– Only a person with the role “Submit” will see the Submit button 

An UnCertify button is available in case there is a need to return to the 
report for editing 
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Submitting Report Forms (cont.) 

• After submitting a report form, the “Report Form 
Status” screen appears. 
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End OLDC 

• After each use, End OLDC. A report form is locked or 
unavailable for 30 minutes when someone working on a form 
exits OLDC without clicking End OLDC. 

 

•However, if the person 
who locked the form logs 
back into OLDC and re-
opens the form, then it is 
unlocked. 

•A timeout warning message appears after 
30 minutes of inactivity to the OLDC 
server. Activity includes clicking any of the 
actions buttons (e.g. Save, Validate, Certify, 
and Submit). You have another 20 minutes 
before the actual timeout.  

•Please log out between uses to prevent forms from locking. 
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Resources 
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OLDC Support Site 

• Help resources are available from the top of every OLDC 
web page 
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Help/FAQ Home 

• You can find answers, ask questions, or read “Here’s How” 
help sheets. 
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Find Answers 

• You can search OLDC’s “Find Answers” by keyword or topic. 
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Here’s How 

• Use Help Sheets to walk you through common OLDC tasks, and tutorial slide 
shows like this one. 
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Ask A Question 

• We appreciate your using Online Data Collection (OLDC).  We want to 
know how OLDC is working for you.  Use “Ask A Question” to let us 
know your ideas or concerns or to ask the Custom Application 
Support and Training team a technical question. 
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Training and Support 

The Custom Applications Support & Training Support Center known as CAST provides Training 
and Assistance with ongoing Help Desk Support for OLDC. Support team personnel are 
available at (www.App_support@acf.hhs.gov) Monday through Friday 8 a.m. to 6 p.m. EST to 
assist in support issues.

mailto:www.App_support@acf.hhs.gov
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Questions and Answers 
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Grant Administration Guidance 
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Financial Status Reports – 2010 Awards 

•

•

•

•

•

 
 

SF-269 replaced by SF-425 – To be completed in OLDC 

SF-425 Form Completion Tutorial    http://ncfy.acf.hhs.gov/multimedia/forms-
tutorial/sf_425_tutorial.htm 

 
SF-425 DUE: December 30, 2011 for reporting period 9/27/2010 through 
9/30/2011 for FY2010 Awards 

SF-425 Due:  December 30, 2012 for entire obligation and liquidation period 
(8/2/2010 through 12/30/2012) 

Per Terms and Conditions – 2010 awarded funds must be obligated by 
9/30/2012 and liquidated no later than 12/30/2012 

Note:  See page 13 of Grant Administration Guidance for State PREP Budget 
Periods 

http://ncfy.acf.hhs.gov/multimedia/forms-tutorial/sf_425_tutorial.htm
http://ncfy.acf.hhs.gov/multimedia/forms-tutorial/sf_425_tutorial.htm
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Financial Status Reports – 2011 Awards 

•

•

•

•

 

 

SF-425 DUE: December 30, 2011 for reporting period 8/15/2011 
through 9/30/2011 for FY2011 Awards 

SF-425 Due:  December 30, 2012 for period of 10/1/2011 through 
9/30/2012 

SF-425 Due:  December 30, 2013 for entire obligation and 
liquidation period (10/1/2010 through 12/30/2012) 

Per Terms and Conditions – 2011 awarded funds must be obligated 
by 9/30/2013 and liquidated no later than 12/30/2013 

Note:  See page 13 of Grant Administration Guidance for State PREP 
Budget Periods 
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Re-budgeting Requirements  Re-Budgeting Requirements 

• Significant re-budgeting requires ACF approval prior to 
implementation when: 

– the total amount to be reallocated among direct line item 
budget categories exceeds 25% of the award amount; 

– the grantee proposes to reallocate funds from direct to 
indirect costs or vice versa; and/or 

– the grantee proposes to reallocate funds for costs 
(activities)  that are not already in the approved budget, 

regardless of the amount.  
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Budget Revisions 

• Submit the following documents:  

–

–

–

Cover Letter 

•

•

Indicate the rationale for the revision and how it 
impacts the scope of activities 

Signed by Authorized Representative 

SF-424A Form Budget Information – Non-
Construction Programs 

Budget and Budget Narrative 
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Budget Revisions 

•

 
•

Budget 
– Spreadsheet or table format 
–

–

–

–

Clearly indicate Federal and non-Federal budget items 
Reflect budget cost categories outlined in SF-424A (i.e. personnel, 
benefits, travel, equipment, supplies, contractual, other, and indirect 
costs) 
Identify all line items within each category 
Provide a specific itemization of the budget 

Budget Narrative 
–

–

–

Provide a justification supporting the need to allocate funds for items 
in the itemized budget  
Include a clear description of how the revised budget items directly 
relate to the completion of project activities 
Specifically address only line items impacted by the shift in funds 
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Submit Reports and Requests to:  

Sarah Axelson, Project Officer  
U.S. Department of Health and Human Services
Administration for Children and Families 
Family and Youth Services Bureau 
1250 Maryland Ave, SW, Rm. 8317 
Washington, D.C.  20024 
Sarah.axelson@acf.hhs.gov 
202-401-6968 

LeBretia White, Project Officer 
U.S. Department of Health and Human 

Services 
Administration for Children and Families 
Family and Youth Services Bureau 
1250 Maryland Ave, SW,  Rm. 8312 
Washington, D.C.  20024 
Lebretia.white@acf.hhs.gov 
202-205-9605 

Jewellynne Tinsley, Project Officer 
U.S. Department of Health and Human 

Services 
Administration for Children and Families 
Family and Youth Services Bureau 
1250 Maryland Ave, SW,  Rm. 8308 
Washington, D.C.  20024 
Jewellynne.tinsley@acf.hhs.gov 
202-205-9462 

Itege Bailey, Project Officer 
U.S. Department of Health and Human 

Services 
Administration for Children and Families 
Family and Youth Services Bureau 
1250 Maryland Ave, SW,  Rm. 8320 
Washington, D.C.  20024 
Itege.bailey@acf.hhs.gov 
202-205-1723 

 

mailto:Sarah.axelson@acf.hhs.gov
mailto:Lebretia.white@acf.hhs.gov
mailto:Itege.bailey@acf.hhs.gov
mailto:Jewellynne.tinsley@acf.hhs.gov
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Annual Grantee Meeting 

•

•

•

•

Date: April 30-May 2, 2012 

Location: National Harbor, MD 

Attendance:  
–

–

2 State Grantee staff required to attend  

Up to 3 additional subawardee staff may attend 

Registration information forthcoming 
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Questions and Answers 
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THANK YOU!  


