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Data Collection Tool

 Optional tool for keeping track of project data throughout the 
life of your project

 Designed to keep track of all data that pertains to individuals 
with low-income

 All of the information you will need to complete Form A of the 
PPR will be collected in the Data Collection Tool for easy entry 
into OLDC

 If you would like the use the Data Collection Tool, contact 
OCSRegistrar@icfi.com and we will send you the Excel File. 

mailto:OCSRegistrar@icfi.com
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What is OLDC?

 On-Line Data Collection System

 System for grantees of the U.S. Department of Health and Human 

Services to submit data reports (PPRs) online

 Benefits include:

‒ PPRs submitted through a secure site

‒ Rule validations and data checks

‒ Can upload attachments to the PPR

‒ Automatic notification of submission, approval, rejection

‒ Cumulative tracking of project progress



Logging into OLDC
Username and Password
• Before your first report, Project Contacts and Authorizing 

Officials receive two emails from 
On-Line_Data_Collection_System@acf.hhs.gov.

1. Username and Security Policy

2. Temporary OLDC Password

• Add address to your email contacts; make sure spam 
blockers do not prevent you from receiving emails from 
this address. 

• If you do not received these emails prior to when it is time 
for you to submit your first report in April, email 
OCSRegistrar@icfi.com.



Logging into OLDC
Secure Sign In Page

• On-Line Data Collection System Secure Sign In: 

https://extranet.acf.hhs.gov/ssi/



Logging into OLDC
Set Your Password
• At first login, change your password from the default you 

received via email 
• At least 9 characters

• A combination of upper and lower case letters

• At least one number

• Cannot start with a number; it must start with a letter 

• Case sensitive

• Enter challenge question and answer
• Assists with forgotten passwords

• Choose from a list of questions such as “What is your city of 
birth?” or “What is your favorite movie?”



 On the Secure Sign-In Login 
screen, enter Username and 
Password, then click “Login.”

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).

Logging into OLDC



Two Factor Authentication
• Adds an additional layer of security to protect federal data and confirms the 

identification of users logging into a website



Entering OLDC

• Next, click the OLDC button.



Locating Your Grant, 

Completing Your Report

• Begin working with report forms by selecting Report Form 

Entry.



Navigation

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

 Browser “back” button is disabled for security purposes.
 Links appear and disappear as different screens are accessed.



Form Selection
 Program Name = Urban and Rural Economic Development (CED)
 Grantee Name = your organization
 Report Name = Program Performance Form (CED)



Form Selection Continued
 Confirm grant number listed 

under Funding/Grant Period 
 Select reporting 

period and use Select 
Action dropdown to:
‒ Start new report 
‒ Edit previously saved 

report
‒ Revise a submitted 

report to reflect new 
data



Report Sections

 4 PPR sections: Cover, Forms A, B, E
 Each section’s data entered separately and sections saved 

individually
 To edit a form, click the drop-down arrow next to a 

section, select Edit Section, and then click Go



Progressing Through the Forms
Cover



Progressing Through the Forms
Form A



Progressing Through the Forms
Form B



Progressing Through the Forms
Form E



PPR Submission Process
Report Stages

• Your report will go through a variety of stages during the 

reporting process. 

• Initialized

• Saved (Validated, With Warnings or With Errors)

• Validated

• Certified

• Submitted 

• Submitted with Warnings

• Submission in Review by CO

• Submission Accepted by CO

• Submission Returned by CO



Validating
• It is important to validate each form, especially Form A

• Why?

• You can’t submit without validating your data

• Deal with data entry errors to a particular set of indicators rather than 

as one long list, which might be overwhelming

• Validation errors

• You will likely encounter some error messages when you validate 

your data

• They are designed to catch common data entry mistakes

• If you get one, don’t panic, they are often easy to fix

• Read them carefully, most tell you exactly what you need to 

do to fix them



Dealing with Error Messages 



Validating
• Once data is entered, saved, validated, and any errors are 

corrected for each section, validate the entire PPR from 
the “Report Sections” screen:



Certifying
• After a report form has been successfully validated, a 

person with the appropriate roles can Certify the 
report form with a digital signature.



Certifying

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



Submitting
• When the form has been 

certified, it displays a 
Certified status

• An UnCertify button is 
available in case there is 
a need to return to the 
report for editing

• Next, return to the 
“Report Sections” screen 
to submit the report

• Once submitted, 
program specialist 
receives automatic email 
indicating report is 
available for review



Overview of Submission Process

Save
Retains information

Validate
Mathematical and rule checks, saves data

Certify
Applies electronic signature

Submit
Official submission; program specialist notified to review

Report rejected by 

program specialist; 

un-submit

To edit, first un-certify



Resources and Support
Technical Assistance

• OCS Program Specialists

• Provide general grant assistance and guidance

• Resource for questions or for technical assistance, because they 

can refer you to the right people and help you make sense of the 

issues you're encountering

• Be sure to update your Program Specialist about changes in your 

grant information

• PPR Help Desk

• Provides technical assistance for reporting with the PPR

• Email us at OCSRegistrar@icfi.com



Questions

Contact OCSRegistrar@icfi.com with additional 

questions
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