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Meet the Presenters
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Webinar Agenda

 Welcome
 Reporting Requirements Review
 OLDC Overview
 Accessing OLDC
 Submitting Annual Report (By Module)
 Resources
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Reporting Requirements Review
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FY24 CSBG Annual Report Process

Grant recipient 
reviews 

subrecipient data.

Grant recipient 
submits a 

complete report in 
OLDC.

OCS will being the 
Federal Quality 

Assurance Review 
Process.

Grant recipients 
and subrecipients 

revise and 
resubmit data.

Closeout of 
Reporting

OCS begins 
National 

Performance 
Reporting.
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Fiscal Year (FY) 2024 CSBG Annual Report

Due Date: March 31, 2025

 The FY24 Annual Report does not require reporting for CARES nor Disaster as 
they are closed.

 The FY24 Annual Report does not include the proposed changes of Annual Report 
3.0. 

 OLDC is available for all 4 Modules.
 Modules 1, 2, and 4 are required.

 Module 3 is optional. ACF-OCS-CSBG-AT-25-01 Annual Report Submission FY24
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https://www.acf.hhs.gov/ocs/policy-guidance/acf-ocs-csbg-25-01-annual-report-submission-fy24


OLDC is…
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On-Line Data Collection Overview
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Online Data Collection Key Functions

Online Data Collection (OLDC):
 Allows secure submission.
 Permits different roles for different functions.
 Certification is not required for Annual Reports.
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OLDC Account Management

Link GrantSolutions to your Login.gov account.

Have separate account for all individuals.

Assign access to state or territory personnel only.

Add CSBG to each account.

Recommend each state has at least one user per role.

• Data Entry Person
• Grant Administrator
• Authorized Official
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OLDC Roles and Permissions
Da

ta
 E

nt
ry

 P
er

so
n Initialize New Reports 

(i.e., Module 1)
Edit Reports
Enter and Revise Data 
Review Reports

This role is unable to:
• Certify Reports
• Submit Reports
• Un-Submit Reports

Gr
an

t A
dm

in
is

tr
at

or Initialize New Reports 
Edit Reports
Enter and Revise Data 
Review Reports
Certify Reports 
Submit

Un-submit Reports

Au
th

or
iz

ed
 O

ffi
ci

al Review Reports (Read- 
Only)
Certify Reports

This role is unable to:
• Initialize New Reports
• Edit and Revise Data
• Submit Reports
• Un-Submit Reports
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Accessing OLDC
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Recipient User Account Request Form Part 1

New Users

 Submit Recipient User Account 
Request Form.

 The new user: 
 Reads Rules of Behavior.
 Prints full name.

 Signs and dates.
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https://home.grantsolutions.gov/home/wp-content/uploads/2024/08/Grant-Recipient-User-Account-Request-Form-revised-05-01-24.pdf


Recipient User Account Request Form Part 2

New Users
 Select New Account.
 Select Administration for Children and 

Families.

 Complete text fields.
 Grant Recipient organization name and 

address
 Grant Number(s) and UEI
 User first and last name
 Organization work title
 Phone and email

 Check Assistive Technology box if applicable.
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Recipient User Account Request Form Part 2 Cont.

New Users

 Select Role Authority within 
organization.

 Enter supervisor or Authorized 
Official’s name and title.

 Sign form (new user’s supervisor or 
Authorized Official signs).
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OLDC Access Form

New Users

 Submit OLDC Access Form.
 Enter information directly on the 

form
 Include the organization’s city on 

the Street Address line.
 Double-click on the checkbox(es) 

to select the option to check the 
box.

 Do not convert the document to 
another file type, i.e., PDF.
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https://www.acf.hhs.gov/ocs/policy-guidance/line-data-collection-access-form


OLDC Access Form Cont.

New Users

 Submit OLDC Access Form.
 Enter information directly on the 

form
 Include the organization’s city on 

the Street Address line.
 Double-click on the checkbox(es) 

to select the option to check the 
box.

 Do not convert the document to 
another file type, i.e., PDF.
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https://www.acf.hhs.gov/ocs/policy-guidance/line-data-collection-access-form


Submitting Access Forms

 Submit Recipient User Account Request Form and OLDC Access Form to 
the GrantSolutions Support Center: 

help@grantsolutions.gov  
 You will receive a ticket number to keep track of your submission.
 If you have any questions after your submission, please contact the 

GrantSolutions Support Center at help@grantsolutions.gov or toll-free 
at (866) 577-0771. 

20

mailto:help@grantsolutions.gov
mailto:help@grantsolutions.gov


Existing OLDC User Checks

Existing Users

 Verify your GrantSolutions email is linked to Login.gov (Required).
 Verify your OLDC account and access.
 For Technical Assistance: Contact your Data and Evaluation Specialist 

and copy CSBGData@acf.hhs.gov.

Login.gov Help Desk: 844-875-6446
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mailto:CSBGData@acf.hhs.gov


Login.gov Instructions

GrantSolutions offers step-by-step instructions on how to create a Login.gov 
account or link your GrantSolutions email address to your Login.gov account.
 Creating a Login.gov Account
 Adding a GrantSolutions Email Address to a Login.gov Account
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https://home.grantsolutions.gov/home/wp-content/uploads/2022/10/Create-a-login.gov-account.pdf
https://home.grantsolutions.gov/home/wp-content/uploads/2022/10/Adding-GrantSolutions-Email-Address-to-a-Login.gov-Account.pdf


GrantSolutions Homepage

GrantSolutions.gov

23

https://home.grantsolutions.gov/home/


Login Process

 Click Login.gov for Recipients & 
Grantors

 Enter the email address associated 
with the GrantSolutions account in 
the Email address field
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Selecting OLDC
 GrantSolutions “My Grants List”

 Select "Online Data Collection" from dropdown next to your initials (top 
right of screen).
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OLDC Home Tabs
 My Recent Activity: Displays all forms recently accessed by user.
 Activity Report: Search for Initialized, Submitted, and Approved 

forms
 Possible Actions Include:
 View: View a form in read-only mode
 Edit: Access the Report Sections screen in edit mode
 Report Status: Navigate to the Report Form Status page
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Where should you send completed 
GrantSolutions and OLDC new account 
requests to?

Answer in the chat…
A. Your Data & Evaluation Specialist
B. help@grantsolutions.gov
C. Your Program Specialist
D. NASCSP
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Where should you send completed 
GrantSolutions and OLDC new account 
requests to?

Answer in the chat…
A. Your Data & Evaluation Specialist
B. help@grantsolutions.gov
C. Your Program Specialist
D. NASCSP
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Accessing Annual Report Modules
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Accessing Modules

 Select Report Form Entry
 Appears on the upper left-hand corner of the page



Form Selection

 Program Name: Select Applicable Program Name
 Community Services Block Grant

 Grantee Name: Select your state (Only option)
 Report Name: Select Applicable Report
 Annual Progress (Module – 1)
 Module 2 (CSBG Module 2)
 Module 3 (CSBG Module 3)
 Module 4 (CSBG Module 4)



Submitting Module 1
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Module 1 Key Functions

State 
Administration

 Initialize
 Edit

 Direct Data Entry
 Pre-Populations
 Auto-Populations
 Auto-Calculations
 Cell-Level Attachments
 Skip Logic

 Clear Errors
 Validate
 Submit
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Initializing Module 1

 Report Period: Click the “+”
 Federal Reporting Period: 10/01/2023 – 09/30/2024

Pre-populates with 
FY24 data:
 Year 2 of your 

FFY23 CSBG State
Plan

 Year 1 of your 
FFY24 CSBG State
Plan



Report Sections



Begin Editing

 Select dropdown arrow under “Perform Action”
 Select “Edit Section”
 Select “Go”



Direct Data Entry: Types of Responses

 Editable Narratives: White Text Field

 Radio Buttons: Allows for singular response

 Checkboxes: Allows for multiple responses



Pre-Populations

 Pre-Populations: Data populated from CSBG State Plan
 Read-Only (Blue background) – Unable to edit
 Editable (White background) – Able to edit

 Applicable to all Direct Data Entry options
 Upon initializing Module 1, first check if your CSBG eligible entity list (Section C) 

is pre-populated, if not, please email CSGBData@acf.hhs.gov

White background 
Able to edit

Blue background 
Read-only

mailto:CSGBData@acf.hhs.gov


Auto-Populations

 Auto-populations: Data populated from current CSBG Annual Report
 All Read-Only (Blue background) – not able to edit
 Must validate to take effect

Completing 
above field 
will auto- 
populate 
these fields 
after 
VALIDATE



Auto-Calculations

 Section D and Section E

 Read-only

 Percentages and Totals 
calculate automatically

 Must validate to take 
effect

BEFORE

AFTER
(Auto-Calculated)



Cell Level Attachments

 Attachments do not transfer over
 Attachments allow you to add additional information
 Select the paperclip to attach documents
 File naming convention should include the annual report question number
 OCS only accepts Cell Level Attachments for Module 1
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Review Sections for Errors
 From the Report Sections screen verify Section Status does not indicate 

“Saved – with Errors” for sections within the Module
 Review the sections to make the necessary corrections before submitting
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Clearing Errors
 Errors are at the top of each section in RED.
 Errors indicate questions which require a response.
 The RED text shows the question that requires a response.
 [Goto Error] link - directs page to the narrative.

 For other questions, it will jump to that part of the Section.

 [Long Description] link - explains action required to clear error.
 Once a response is provided, select validate and the error should clear.
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Review Sections for Warnings
 From the Report Sections screen, review whether there are sections showing 

as “Validated – with Warnings”
 Report can be submitted with warnings
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Reviewing Warnings
 Warnings are at the top of each section and are shown in ORANGE.
 Warning means that you may have missed a question, but there is no 

requirement to provide a response.
 The ORANGE text shows the question that needs a response.
 “Goto Error” link takes you to the warning if it is a narrative.

 For other questions, it will jump to that part of the Section.

 “Long Description” link explains what you need to do to clear the error.
 Upon review, if there is no response required, proceed to submit 

report.
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Validate & Submit
 Once all sections are successfully validated, the Submit 

option appears.
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Verifying Submission
1. A pop-up message will appear saying: “This will officially submit your report. Do you wish to 

continue?” Click “OK” to continue.

2. The Report Form Status screen will appear, and a pop-up message will display: “We have received 
your report. This page shows all reports we have received along with attachments.” Click OK. 

4. You will see the report now shows as Submitted on the Report Form Status page. 
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Submitting Modules 2 and 4



Modules 2 and 4 Key Functions

Individual 
and 

Family

 Upload XMLs
 Save XMLs (automated)
 Validate State-Level Form
 Submit State-Level Form
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Exporting to XML

Go to the 
Outstanding 
Errors and 
Warnings tab to 
find the “XML 
Export” button.
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Exporting to XML continued

Click on the “XML Export” Button. A pop-up dialogue box should appear. Select the folder you want to drop the 
XML in. Click “OK.”
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Exporting to XML Confirmation

 Verify that the XML exported
 If it does not export correctly, contact your Data and Evaluation Specialist.

https://www.acf.hhs.gov/ocs/contact-information/csbg-contact-info-staff-assignments-region


Report Data Upload

 Select Report Data Upload [left side of OLDC homepage]



Report Data Upload

 Program Name: Select applicable program
 Reports must be uploaded separately

 Grantee Name: Select your state [Only option]
 Report Name: Select the appropriate Module

 Modules must be uploaded separately
 All XMLs for the Module can be uploaded at one time



Report Data Upload – Report Period

 Report Period: Select 10/01/2023 – 09/30/2024
 Option to Add Files Appears



File Upload – Drag and Drop

 Open the folder containing the XMLs

 Select the Files

 Drag to the “File Upload” box



File Upload – Successful Upload

 File Upload box shows as Uploading in Progress

 Confirmation once complete – “Successfully Uploaded [X] files”

 Click Ok



File Upload – Upload Complete

 File Upload box shows as “Upload Complete” with a green check mark 
have uploaded a correct file and the system has accepted.

signifies that you



Review Upload Status

 My Upload Status – Select Plus Sign

 Displays all uploaded XMLs



Upload Status

 File Name: Name of file
 Status: Provides the status of the document: Pending, Saved, or Failed
 Date Uploaded: Provides the date and time of upload
 Actions: Allows you to view the form and the status of that form



Upload Status: Status Defined

 Pending: System is “reading” document to check the correctness of the form and completing a virus 
scan which may take a few minutes

 Saved: Confirms that the form is correct and data saved
 After all forms are in Saved status for a particular module, proceed to submission

 Failed: The form failed – email your Data and Evaluation Specialist and copy CSBGData@acf.hhs.gov

mailto:CSBGData@acf.hhs.gov


Navigate to Report Form Entry
 From Report Data Upload, select “OLDC Home”
 From OLDC Homepage, select “Report Form Entry”



Complete Report Form Entry Fields
 Program Name: Select Applicable Program Name
 Community Services Block Grant

 Grantee Name: Select your state (Only option)
 Report Name: Select Applicable Report
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State-Level and Eligible Entity-Level Forms

 The State-Level form is the first one listed
 A roll-up of the eligible entities' submissions into a State-Level Form
 State-level form will initially be in Saved status

  Eligible Entity forms are the individual forms for each entity and should all show as 
submitted
 To view an Eligible Entity’s data, select the View or the “Eye” icon next to that eligible entity

State-level Form

Eligible Entity-level Forms



Editing the State-Level Form

 Select the Pencil and Paper Icon to “Edit” state-level form



Attachments and Validate

 View/Add Attachments to attach state comments (as applicable)
 Validate - No errors will appear



Complete Submission

 Submit state-level form to complete submission
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What is a Complete Module 2 (M2) & Module 4 (M4)?

 Successful submission of all XMLs for all reporting eligible entities
 Submission of the state-level form within GrantSolutions
 Comments clarifying your data (Optional)
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Submitting Module 3



Module 3 Key Functions

Community 
Level

 Initialize
 Form-Level Attachments
 Validate
 Submit
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Initializing Module 3 Report

 Report Period: Select the “+”
 Federal Reporting Period: 10/01/2023 – 09/30/2024



Form Level Attachments: Module 3

 Form Level Attachments allow you to add additional information by attaching 
files

 Select View/Add Attachments to attach one file at a time
 OCS only accepts Form Level Attachments for Module 3



Form Level Attachments: File Naming

 Filename:
FY_STATE ABBREVIATION_M3_ELIGIBLE ENTITY NAME_EE UEI_NumberofTotal

 Use abbreviations and acronyms if possible

Example:
FY24_AK_M3_Rural_Alaska_CAP_Inc_02024720_1of10



Form Level Attachments: Adding Individual Files

 Form Level Attachments
 Select “Choose File”

 Add files one at a time



Form Level Attachments: Confirming Upload

 Attach File
 File appears under Form Level Attachments
 Repeat until all files attached

File Appears 
Here.



Module 3 Submission cont.

 Validate – No errors will appear

 Submit



   

MODULE 3 QUALITY ASSURANCE
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NAMING CONVENTION

Use the following Naming Convention:

FY_State Abbreviation_M#_Eligible Entity Name_Number of Total

Example:
FY24_AK_M3_Rural_Alaska_CAP_Inc_1of5



Best Practices 

Grant Recipients (States and Territories)

 Initialize M3 in OLDC only when 
there are initiatives to submit.

 Submit M3 only as an Excel 
attachment.

 Review submissions before 
uploading to OLDC.

Subrecipients (Eligible Entities)

 Use the Naming Convention for saving 
files.  

 Select only domains, strategies, and 
outcomes that pertain to your initiative

 Provide outcomes when Interim or 
Final Outcomes are selected (A.13.)
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Final Reminders

 Each module must be submitted separately.
 The Annual Report does not require certification.
 Module 1 is based on the federal fiscal year.
October 1, 2023 – September 30, 2024
 Submit based on work completed during FFY24 with FFY24 

funds.
 Modules 2–4 are based on the state reporting period.
 Submit based on work and funds spent during that time.



Resources
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Tools

 CSBG Annual Report Toolkit 
 Vendor Portal 
 Online Data Collection (OLDC) 

System
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https://www.acf.hhs.gov/ocs/toolkit/csbg-annual-report-toolkit
https://nascsp.org/nascsp-vendor-portal/
https://home.grantsolutions.gov/home/
https://home.grantsolutions.gov/home/


Trainings

 CSBG Events Calendar
 On-Demand Webinars 

(previously recorded)
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https://www.acf.hhs.gov/ocs/training-technical-assistance/csbg-online-events-calendar
https://www.youtube.com/channel/UCWBKgxPd3mMuv8agsCICHww


FY24 CSBG Annual Report Training 

Understanding the CSBG Annual Report for Performance

 October 15: FY24 CSBG Annual Report Webinar Series: 
Annual Report Kickoff Recording

 October 23: FY24 CSBG Annual Report Webinar Series: 
Submitting the State Administration (Module 1) Recording

 October 24: FY24 CSBG Annual Report Webinar Series: 
Understanding the Tribal Annual Report and Tribal Annual 
Report (Short Form) Recording

 November 14: Explaining Eligible Entity Expenditures, 
Capacity, and Resources Recording

 November 19: Capturing Community Level Transformation 
Slides

 November 21: Collecting Individual and Family 
Characteristics Slides

Leveraging Systems and Tools for Annual Report Submissions

 December 3: Using State Systems for Reporting

 December 5: Understanding and Troubleshooting 
SmartForms

 December 9: Accessing the Online Data Collection 
system
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https://www.youtube.com/watch?v=wu9FpUUue_I
https://www.youtube.com/watch?v=wu9FpUUue_I
https://youtu.be/ev912GCN_Y4
https://youtu.be/ev912GCN_Y4
https://youtu.be/7cRSyOoByTo
https://youtu.be/7cRSyOoByTo
https://youtu.be/7cRSyOoByTo
https://youtu.be/Pm7zlkRtiLg
https://youtu.be/Pm7zlkRtiLg
https://www.acf.hhs.gov/sites/default/files/presentations/ocs/PRES_CSBG_FY24-AR-TTA-M3_111924.pdf
https://www.acf.hhs.gov/sites/default/files/presentations/ocs/PRES_CSBG_FY24-AR-TTA-M3_111924.pdf
https://www.acf.hhs.gov/sites/default/files/documents/ocs/TTA_CSBG_FY24-CAR-M4_112124.pdf
https://www.acf.hhs.gov/sites/default/files/documents/ocs/TTA_CSBG_FY24-CAR-M4_112124.pdf
https://www.acf.hhs.gov/sites/default/files/presentations/ocs/TTA_CSBG_FY24-CAR-State-Systems_120324_0.pdf


Technical Assistance
 Federal Staff

‐ Program Specialist 
‐ Data and Evaluation Specialist 

 FY24 Annual Report Office Hours
- March 4, 2025
- March 6, 2025

 Targeted Training and Technical Assistance
‐ Email Data and Evaluation Specialist 
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https://www.acf.hhs.gov/ocs/contact-information/csbg-contact-info-staff-assignments-region
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Questions and Answers
 Will there be one-on-one assistance? 

You can request one-on-one assistance at any point by emailing your Data and Evaluation 
Specialist. Please copy CSBGData@acf.hhs.gov. 

 Is that the same as our CSBG Specialist? Or do we have a different Data and 
Evaluation Specialist?

Each region has two assigned staff members. The Program Specialist is the person you 
connect with on the day-to-day contact, and for example, who you get the regional 
quarterly invites from. The Data and Evaluation Specialist is the person who assists you with 
data, such as Annual Report. Both are listed on the federal contact page and work closely 
together.
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https://www.acf.hhs.gov/ocs/contact-information/csbg-contact-info-staff-assignments-region
https://www.acf.hhs.gov/ocs/contact-information/csbg-contact-info-staff-assignments-region
mailto:CSBGData@acf.hhs.gov
https://www.acf.hhs.gov/ocs/contact-information/csbg-contact-info-staff-assignments-region


Questions and Answers
 Is this for agencies to complete [submission of the Annual Report Modules in OLDC]?

All data entry and submissions steps are performed by state and territory grant recipients. 

 Do we need to submit separate comments for M2 and M4, or is one from with all 
comments acceptable?

We request that you submit one form with all comments for all CSBG eligible entities and for 
both Modules.

92



 


	CSBG Video Logo
	Housekeeping
	FY24 CSBG Annual Report Webinar Series: Accessing the Online Data Collection
	Welcome
	Meet the Presenters
	Webinar Agenda
	Reporting Requirements Review
	FY24 CSBG Annual Report Process
	Fiscal Year (FY) 2024 CSBG Annual Report
	OLDC is…
	On-Line Data Collection Overview
	Online Data Collection Key Functions
	OLDC Account Management
	OLDC Roles and Permissions
	Accessing OLDC
	Recipient User Account Request Form Part 1
	Recipient User Account Request Form Part 2
	Recipient User Account Request Form Part 2 Cont.
	OLDC Access Form
	OLDC Access Form Cont.
	Submitting Access Forms
	Existing OLDC User Checks
	Login.gov Instructions
	GrantSolutions Homepage
	Login Process
	Selecting OLDC
	OLDC Home Tabs
	Where should you send completed GrantSolutions and OLDC new account requests to?
	Where should you send completed GrantSolutions and OLDC new account requests to?
	Accessing Annual Report Modules
	Accessing Modules
	Form Selection
	Submitting Module 1
	Module 1 Key Functions
	Initializing Module 1
	Report Sections
	Begin Editing
	Direct Data Entry: Types of Responses
	Pre-Populations
	Auto-Populations
	Auto-Calculations
	Cell Level Attachments
	Module 1 Quality Assurance
	Review Sections	for Errors
	Clearing Errors
	Review Sections	for Warnings
	Reviewing Warnings
	Validate & Submit
	Verifying Submission
	Submitting Modules 2 and 4
	Modules 2 and 4 Key Functions
	Exporting to XML
	Exporting to XML continued
	Exporting to XML Confirmation
	Report Data Upload
	Report Data Upload
	Report Data Upload – Report Period
	File Upload – Drag and Drop
	File Upload – Successful Upload
	File Upload – Upload Complete
	Review Upload Status
	Upload Status
	Upload Status: Status Defined
	Navigate to Report Form Entry
	Complete Report Form Entry Fields
	State-Level and Eligible Entity-Level Forms
	Editing the State-Level Form
	Attachments and Validate
	Complete Submission
	Module 2 and 4 Quality Assurance
	What is a Complete Module 2 (M2) & Module 4 (M4)?
	Submitting Module 3
	Module 3 Key Functions
	Initializing Module 3 Report
	Form Level Attachments: Module 3
	Form Level Attachments: File Naming
	Form Level Attachments: Adding Individual Files
	Form Level Attachments: Confirming Upload
	Module 3 Submission cont.
	Module 3 Quality Assurance
	NAMING CONVENTION
	Best Practices �
	Final Reminders
	Resources
	Tools
	Trainings
	FY24 CSBG Annual Report Training 
	Technical Assistance
	Thank You
	Webinar Feedback
	Questions
	Questions and Answers
	Questions and Answers
	Thank You



