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Introduction

Temporary Assistance for Needy Families (TANF) Tribal Grantees use the GrantSolutions Online Data Collection
(OLDC) system to enter data, attach documents, validate, certify, submit, and retrieve information pertinent to
the SF-424M.

The SF-424M is a cover document used for the submission of Plans, Amendments, and Annual Reports.
Once a form is submitted, changes can be made using the Revisions feature.

WORKFLOW

Grantees perform specific steps to submit the SF-424M. Those steps are listed below:

1. Loginto GrantSolutions and launch OLDC.
Enter/edit data, attach documentation, and save.

Validate the form to check against rules.

oW

Certify the form to electronically sign.

5. Electronically submit.

Submission Process Steps

Certify Submit

Applies Official
electronic submission to
signature Grantor

Save Validate
Retains Checks rules
information and saves data
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Complete and Submit the SF-424M with an Attached Plan

To complete and submit the SF-424M with an attached Plan in OLDC, perform the following steps:

1. Loginto GrantSolutions and launch OLDC (www.grantsolutions.gov).

2. The Online Data Collection “Home” page appears. From the menu list, select Report Form Entry.

My Recent Activity H Activity Report H Report Due ‘

Report Form Entry

User / System Settings
End OLDC

Privacy

Acceassibilitv
Figure 1: Home page - Report Form Entry link

Program Name Grantee Name Grant Report Namel

3. The “Form Selection” screen appears. Under Step 1, use the drop-down list to select the Program Name.
4. Under Step 2, use the drop-down list to select the Grantee Name (Grantee organization).

5. Under Step 3, use the drop-down list to select the Tribal Annual Form (SF-424 - M).

(L On-Line Data Collection & (0 ssmnsusonir Chseen fumiies 50200 o EadoLne

Form Selection

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

Step 10 Program Name.  Temporary Assistance for Needy Families -

Step 2. Grantee Name: |WI[' — 1(2002-2050) W1 Oneida |v|

Step 3.  Repori Name:  Tribal Annual Form (SF-424 - M) -

Figure 2: Form Selection screen —steps 1 to 3
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6. The screen refreshes and steps 4 — 6 appear. Under Step 4, use the drop-down list to select the
Funding/Grant Period.

Important Instruction: Please verify that the correct Funding/Grant Period is selected to upload the Plan.
In the Funding/Grant Period list, the number in parenthesis next to the date range is a combination of the

Federal Fiscal Year, Grantee Organization abbreviation, and the program (example: 17PQWITANF). Use this
number to help determine if the correct Funding/Grant Period is selected.

OLDC Home Form Selection

Form Selection

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

Step 1: Program Name: Temporary Assistance for Needy Families -
Step 20 Grantee Name: |y ! 1 (2002-2050) W1 Oneida A
Step 3: Report Name: | Tribal Annual Form {SF-424 - 1) v

Step 4: Funding / Grant Period: |10f01f2016 - 09/30/2030 TANF (17PQWITANF)

Step 5. Report P8

Banartinn Parind Tuna Beonart Status

Figure 3: Form Selection screen — step 4

7. Under Step 5, use the drop-down list to select the Report Period.

Important Instruction: When submitting a Plan, select the Report Period for the first year of funding under a
Funding/Grant Period.

Example: The Plan for the Funding/Grant Period 10/01/2016 — 09/30/2030 should be submitted under the
Report Period 10/01/2016 — 09/30/2017.

Step 4: Funding / Grant Period. |10/01/2016 - 09/30/2030 TANF (17PQWITANF) -

Step 5. Report Period:

Reporting Period Type Report Status

D/01/2017 - 09/30/2018 Annual
01/2016 - 09/30/2017 Annual

Figure 4: Form Selection screen —step 5
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8. Under Step 6, select the action New/Edit/Revise Report from the drop-down list.

9. Click the Enter button.

Step 5: Report Period:

Reporting Period
) 10/01/2017 - 09/30/2018 Annual
@ |10/01/2016 - 09/30/2017 Annual

Type

Report Status ||

Step 6: Select Action: |New / Edit / Revise Report

e

Figure 5: Form Selection screen - Step 6 and the Enter button
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10. The SF-424M “Report” screen appears.

OLDC Home Form Selection Report  Report Form Status

Initialized

Program Name: Temporary Assistance for Needy Families
Grantee Name: W1 Oneida
Report Mame: Application SF-424M

Funding/Grant Period: 10/01/2016 - 09/30/2030 TANF (17PQWITANF)

Report Period: 10/01/2016 - 09/30/2017
Report Status: Initialized

Report Progress
Validated

O

Edit-Saved
O

View /Add Attachments Validate

Submitied
O

APPLICATION FOR FEDERAL ASSISTANCE
SF - 424 - MANDATORY

OMEB AFPROVED
Control No: 4040-0002
Expires 01/31/2018
Wersion 01.1

s

* 1.a. Type of Submission:
C Plan

) Funding Request
) Other

*1.b. Frequency: *1.c. Consolidated

* 1.d. Version:

O Annual Application/Plan/Funding ) Initial

) Other Request? ) Resubmission
Explanation: ) Revision

= Other (Specify) O Update
2. Date Received: State Use Only:

3. Applicant Identifier:

4a. Federal Entity Identifier:

5. Date Received By State:

4b. Federal Award |dentifier:
17PQWITANF

€. State Application Identifier:

7. APPLICANT INFORMATION

* a. Legal Name: WI Oneida

* b. Employer/Taxpayer |dentification Number
(EIN/TIN): 1

* c. Organizational DUNS:

— |

* d. Address:

Figure 6: Report screen
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11. In cell 1.a. Type of Submission, select the Plan radio button.

12. In cell 1.b. Frequency, select the Other radio button. In the Other (Specify) text box, indicate if this is a two
or three-year Plan.

13. In cell 1.d. Version, selection of the following options:
e Initial: Selected for the first (initial) submission of the Plan

e Resubmission: Select when repeating a submission, at the request of the federal agency, not yet
accepted or approved by ACF

e Revision: Select when there is any change, initiated by the applicant, to a submission not yet accepted
or approved by ACF

o Update: Select when there is any change, to an accepted or approved submission

*1.b. Frequency: * 1.c. Consolidated * 1.d. Version:
Application/Plan/Funding Request? (@ Initial
< Other o (_)Resubmission
Explanation: -
() Revision

() Update
2. Date Received:
3. Applicant Identifier: M
4a. Federal Entity Identifier: 5. DateNReceived By State:
4b. Federal Award Identifier: 6. State Application Identifier:
17TPQWITANF

Figure 7: Report screen - questions 1.a., 1.b., and 1.d.

14. Click the Save button to save data without submitting the form. Continue to work and enter data.

Validate

View/Add Attachments

APPLICATION FOR FEDERAL ASSISTANCE
SF - 424 - MANDATORY

Figure 8: Save button
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15. Attach the Plan to the SF-424M. Files can be attached until the form is certified.

Important Instruction: Use the following naming conventions when adding attachments:

e Plan: TANF Plan xx-xx-xxxx (Use the submission date for the day-month-year format in the file name)

e Amendment: Amendment xx-xx-xxxx (Use the submission date for the day-month-year format in the file

name)

To upload documents, scroll to the bottom of the SF-424M “Report” page. In the last row of the table, click
the paper clip icon to the right of the text “Attach supporting documents as specified in agency

instructions”.

FEEMES. (U0, CUde, TE £ 10, S=cUgIT TuUgT]

=1 Agree []

** The list of certifications and assurances, or an internet site where you may obtain this list, is contained in th

specific instructions.

18c. Telephone (area code,
18d. Email Address

18b. Signature of Authorized Certifying Official

18e. Date Report Submitted

Attach supporting documents as specified in agency instructions.|i]

Figure 9: Attachments - Paper clip icon

16. The “Cell Level Attachments” screen opens in a new window. Browse for a file on your computer.

17. Click the Attach File button.

Manage Attachments x
e Cell Level Attachments —
—— Attach supporting documents as specified in agency instructions.
h:
|E.C. 1 Local Attachment. C:\Users\AnnaLisaW\Doc Browse...
& —
uent ¢

Cell Level Attachments Form Level Attachments

—— Show entries Search: |
bn, | ¢i Cell Location File Name Uploaded Date Upload Status Uploaded By Actions > best
hces*™ S ma
ties. (! No data available in table
hd ass Showing 0 to 0 of 0 entries Previous Next
and T | Close |

Figure 10: Cell Level Attachments window
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Tip: Attach MS Word Documents, PDFs, Excel Spreadsheets, etc.

18. The “File is successfully uploaded” message appears. Once the virus scan is complete, the Uploaded Status
changes from Pending to Saved. Click OK.

Manage Attachments

Cell Level Attachments

Attach supporting documents as specified in agency instructions.

Local Atlachm:alt: C:\Users\AnnaLisaW\Doc Browse...

Message from webpage - M
1
Cell Level Attachments Forn ,f\ The file is successfully uploaded. Once the virus scan is complete,

the Uploaded Status will change from Pending to Saved.

Show entries Mote: The form cannot be Certified or Submitted until all | |
cell e F“il attachments are in the Saved status. By Aetre

Showing 0 to 0 of O entries l Previous Next

Figure 11: File successfully uploaded message

19. The file is now attached. Add additional documents to the cell or click the Close button to return to the
previous screen.
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Manage Attachments ®| 4

Cell Level Attachments

Attach supporting documents as specified in agency instructions.

Local Attachment: Browse. . Il

Attach File |

Cell Level Attachments Form Level Attachments |
Show entries Search: | i
Cell Location File Name Ay =z [ plisu=es Actions 7

Date Status By

Attach supporting documents
as specified in agency TSt 12072017 Pending  Amnawatters  [IEH
instructions.

Showing 1 to 1 of 1 entries \ Previous | 1 | Next

Figure 12: Cell Level Attachments screen and Close button

20. The SF-424M “Report” screen reappears and the paper clip icon now has a green piece of paper attached,
indicating there is one or more files attached to the cell.

Note: When saved, attachments can be viewed from the Attachments page or from the Report Form Status page.

18a. ed or Printed Name and Title of Authorized Certifying Official |18c. Telephone {(area code, number and extensior
18d. Email Address
18b. Signature of Authorized Certifying Official 18e. Date Report Submitted (Month, Day, Year)

Attach supporting documents as specified in agency instructions. it /

Figure 13: Paper clip icon showing attached file

21. Once data is entered and attachments are uploaded, the form must be validated. Validation checks the form
for errors and missing data. Click the Validate button.

' Validate ' Print

APPLICATION FOR FEDERAL ASSISTANCE
SF - 424 - MANDATORY

View/Add Attachments

Figure 14: Validate button




(&)
GrantSolutions: Submit the SF-424M in OLDC

PARTNERS IN INNOVATION

22. The screen refreshes and the status updates. If the report status is Saved with Errors, an error message

appears at the top of the SF-424M “Report” screen. The errors must be corrected and the form revalidated
before the submission can move forward.

Click the Long Description link to view a description of the error. If available, click the Go to Error link to
jump directly to the field in need of corrections.

Report Period: 10/01/2016 - 09/30/2017
Report Status: Saved -- with Errors —

Report Progress
Initialized Edit-Saved Validated Certified Submitted

[ v O O O

[ Save ]| View/Add Attachments || validate ]| print

Error #1: [12015] 7d. Enter Applicant Country. This field is required.

[Goto Error] [Long Description

Figure 15: Report Status - Saved with Errors

If the status is Validated - with Warnings, a message appears at the top of the screen. Click the Long
Description link to view the warning. A form with warnings can still be Certified and Submitted.

Report Status: Validated - with Warnings -h J
Report Progress
Initialized Edit-Saved Validated Cerified Submitied
v ] Ol O

View/Add Attachments Validate Certify

Figure 16: Report Status - Validated - with Warnings
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If the status is Saved--Validated, the report can proceed through the submission process.

Report Name: Application SF-424M
Funding/Grant Period: 10/01/2016 - 09/30/2030 TANF (17PQWITANF)
Report Period: 10/01/2016 - 09/30/2017

Report Status: Saved -- Validated -—

Report Progress
Initialized Edit-Saved Validated Certified Submitted
v — — ] ]

View/Add Attachments Validate Certify

Figure 17: Report Status - Saved - Validated

CERTIFY

1. After the entire form is successfully saved and validated (no errors), a user with the Certify role
electronically signs the form. Navigate to the SF-424M “Report” screen, and towards the top of the page,
click the Certify button.

OLDC Home Report Report Form Status

Program Name: Temporary Assistance for Needy Families
Grantee Name: WI [1 396081138 A1 ] WI Oneida
Report Name: Application SF-424M
Funding/Grant Period: 10/01/2016 - 09/30/2030 TANF (17PQWITANF)
Report Period: 10/01/2016 - 09/30/2017
Report Status: Saved -- Validated

Report Progress
Initialized Edit-Saved Validated Certified Submitted
v —_—y—— | . ]

 —
View/Add Attachments Validate ‘ Certify } Print

|| APPLICATION FOR FEDERAL ASSISTANCE ||

Figure 18: Report screen - Certify button
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2. A pop-up message appears stating “You have the ability to sign the Signature area by pressing the Click to
Sign button. This will complete your Certify process and officially sign this form.” Click OK.

Message from webpage >

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. l:

)

Figure 19: Confirmation Pop-up message

3. The screen jumps to line 18b Signature of Authorized Certifying Official. Select the Click to Sign button.

18a. Typed or Printed Name and Title of Authorized Certifying Official |18c. Telephone (area code, number and extension)
18d. Email Address

18e. Date Report Submitted (Month. Day. Year)

pporting documents as specified in agency instructions. i

Figure 20: Click the Sign button

4. The screen refreshes, the status is Certified and the SF-424M is now locked down for changes. However, it
can be uncertified to open fields for modifications.

Report Period: 10/01/2016 - 09/30/2017
Report Status: Certified

Report Progress
Initialized Edit-Saved Validated Certified Submitted
e— vV O

View Attachments UnCertify

I APPLICATION FOR FEDERAL ASSISTANCE I

Figure 21: UnCertify button
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SUBMIT

1. The last step is to electronically send the report to the Grantor. A user with the Submit role performs this
action. Navigate to the SF-424M “Report” screen and click the Submit button.

For more information about OLDC Job Types and Roles, please refer to the Request for Online Data

Collection Access form.

For instructions on viewing your own permissions, please go to the guide “Introduction to GrantSolutions
Online Data Collection Tribal TANF Grantees” and review the section Verify Existing Permissions.

Report Status: Certified J
Report Progress
Initialized Edit-Saved Validated Certified Submitted
e e V] O

View Attachments @

I ADDI ICATIAKM END EENEDAI ACCISTAMCE I

Figure 22: Report screen - Submit button

2. 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?

(0] 4 ] ’ Cancel

Figure 23: Prompt pop-up message
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3. 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 24: Confirmation message

4. The “Report Form Status” page appears and the report is in the Submitted status.

Program Name: Temporary Assistance for Needy Families
Grantee Name: WI Oneida
Report Name: Application SF-424M
Eunding/Grant Period: 10/01/2016 - 09/30/2030 TANF (17PQWITANF)
Report Period: 10/01/2016 - 09/30/2017 %

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

Report Form Status

Report Submissions: Report Status: Status Date: Report Action: Print:
View Original Submitted 120272017 =3
Original File Attachments
. . . Uploaded Upload Uploaded
Attachment Type: File Name: Date: Status By
Attach supporting documents as specified in TANF Plan 12-26- Anna
B . 2017 docx 1202712017 Saved \Walters

Figure 25: Report Form Status page

5. An email confirmation of the form submission is sent to designated Grantors and Grantees.
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Complete and Submit the SF-424M with an Attached Annual Report

To complete and submit the SF-424M with an attached Annual Report in OLDC, perform the following steps:

1. Loginto GrantSolutions and launch OLDC (www.grantsolutions.gov).

2. The Online Data Collection “Home” page appears. From the menu list, select Report Form Entry.

My Recent Activity H Activity Report H Report Due ‘

Report Form Entry

User / System Settings

End OLDC

Privacy

Accessihilitvy
Figure 26: Home page - Report Form Entry link

Program Name Grantee Name Grant Report Name

3. The “Form Selection” screen appears. Under Step 1, use the drop-down list to select the Program Name.
4. Under Step 2, use the drop-down list to select the Grantee Name (Grantee organization).

5. Under Step 3, use the drop-down list to select the Tribal Annual Form (SF-424 - M).

(Q_j On-Line Data Collection

'/ Administration for Children /-Families Hame i Help [ FA
T ———————————— LostLoginiia/sy/zoiraziosisd PM End OLDC

Form Selection

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

Step 1: Program Name:  Temparary Assistance for Needy Families -

Step 2 Grantee Name: |WI[' — 1(2002-2050) WI Oneida |v|

Step3: Report Name: | Tribal Annual Form (SF-424 - M) -

Figure 27: Form Selection screen — steps 1 to 3
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6. The screen refreshes and steps 4 — 6 appear. Under Step 4, use the drop-down list to select the
Funding/Grant Period.

Important Instruction: Please verify that the correct Funding/Grant Period is selected to upload the Annual
Report.
In the Funding/Grant Period list, the number in parenthesis next to the date range is a combination of the

Federal Fiscal Year, Grantee Organization abbreviation, and the program (example: 17PQWITANF). Use this
number to help determine if the correct Funding/Grant Period is selected.

:&\ j on_Llne Data collectlon fF Administration for Children - Families ;::;;;?Z;z}:?;’;yﬂm %ﬁgﬁ%c

Form Selection

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

Step 1: Program Name: |Tempnran|r Assistance for Needy Families | - |

Step 2. Grantee Name: W] [ (2002-2050) WI Oneida |-|

Step3:  Report Name: |Triba| Annual Form (SF-424 - M) |-|

Step 4: Funding / Grant Period: |10,f01£2016 - 09/30/2030 TANF (17TPQWITANF) | - | )
Step 5. Repo o
Reporting Period | Type | Report Status H
10/01/2017 - 09/30/2018 Annual
o | 10/01/2016 - 09/30/2017 Annual Submitted
Step 6: Select Action:  Selact Action | - |

Figure 28: Form Selection screen — step 4
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7. Under Step 5, use the drop-down list to select the Report Period.

Important Instruction: When submitting an Annual Report for a Funding/Grant Period, make sure to select
the correct Report Period (i.e. the period of performance for which you are reporting).

If a Plan has already been submitted for the report period in which you are submitting an Annual Report,
create a “revision” and attach the Annual Report to the revision.

Tip: A Revision is an exact copy of the submitted form, only the data fields are open and modifications can be
made. The original form and subsequent revisions are retained for historical purposes. All previously
submitted forms are tracked and accessed from the “Report Form Status” page.

In the below example, a Plan is already submitted for the desired Report Period.

E . . o ’ - Zammi Ni 5 -Li: Vi
k ) o n-Lin e Data CO | lect'o n ' Administration for Children - Families ::io‘;n:ao;i}zzl:;zszﬁm %{‘;I{Oﬁ&

OLDC Home Form Selection

Form Selection

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

Step 1: Program Name: | Temporary Assistance for Needy Families =

Step 2. Grantee Name: | [ 1(2002-2050) WI Oneida -

Step 3:  Report Name: Tribal Annual Form (SF-424 - M) -

The Report Period is in the

. . bmitted stat h
Step 4: Funding / Grant Period: [10/01/2016 - 09/30/2030 TANF (17PQWITANF) = Plan is alrendy submitiod

for that same period.

Step 5: Report Period:

Reporting Period Type Report Status
10/01/2017 - 09/30/2018 Annual

0/01/2016 - 09/30/2017 Annual Submitted

Figure 29: Form Selection screen — Step 5
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8. Under Step 6, select the action New/Edit/Revise Report from the drop-down list.

9. Click the Enter button.

Step 5. Report Period:

Reporting Period
1 10/01/2017 - 09/30/2018 Annual
o 10/01/2016 - 09/30/2017 Annual

Type

Report Status [

Submitted

Step 6: Select Action:  |New / Edit / Revise Report

Figure 30: Form Selection screen - Step 6 and the Enter button




(&)
GrantSolutions: Submit the SF-424M in OLDC

PARTNERS IN INNOVATION

10. The SF-424M “Report” screen appears. If this is the first submission for a Report Period, the editable fields
are blank.

If the report was created as a revision (for example, if a Plan was previously submitted for this Report
Period), the fields already contain data but can be edited. Edit data as needed — all previously submitted
reports are retained and available from the “Report Form Status” page.

2
' Admini on for Childs Famil Name: Anna-Lisa Walters Help / FA(
Iministration for Children Last Loginio/s/zon8 orzagiss AM End OLDC

|~ On-Line Data Collection

LDC Home Form Selection Report  Report Form Status

Program Name: Temporary Assistance for Needy Families

Grantee Name: WI Oneida
Report Name: Application SF-424M Revision # 1
FEunding/Grant Period: 10/01/2016 - 09/30/2030 TANF (17PQWITANF)
Report Period: 10/01/2016 - 09/30/2017
Report Status: Initialized

Report Progress
Initialized Edit-Saved Validated Certified Submitted
O O O =

When a revision is created, the
| save | | validate | previously entered fields are populated.

However, they are editable. | —

APPLICATION FOR FEDERAL ASSISTANCE
SF - 424 - MANDATORY
‘OMB APPROVED
Control No: 4040-0002|
Expires 01/31/2019
ion 01.1
*1.a. Type of Submission: *1.b. Frequency: *1.c. Consolidated Application/Plan/Funding |*1.d. Version:
* Plan - Annual Request? * Initial
' Funding Request '® Other Expl tion: ' Resubmission
' Other EXplanation: " Revision
" Updat
* Other (Specify) b
Three year plan. 2. Date Received: State Use Only:
3. Applicant Identifier:
4a. Federal Entity |dentifier: 5. Date Received By State:
4| 4b. Federal Award Identifier: 6. State Application Identifier: y

7. APPLICANT INFORMATION
*a. Legal Name: WI Oneida

* b. Employer/Taxpayer Identification Number (EIN/TIN): - -

* c. Organizational DUNS: —_

* d. Address:
* Street 1: [ | Street 2: ® e -
* City: |Green Bay County: [BROWN |
* State: wi Province: [ |
* Country: | United States v * Zip / Postal Code:
e. Organizational Unit:
Department Name: Division Name:

| |

f. Name and contact infermation of person to be contacted on matters invelving this application:

Drafiv: [+ Firet Nara- [ Midcla Mana: %1 azt NMama-

Figure 31: Report screen
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11. In cell 1.a. Type of Submission, select the Other radio button.

12. In cell 1.b. Frequency, select the Annual radio button. Remove any previously entered text from a Plan in the
Other (Specify) text box.

13. In cell 1.d. Version, users have the following options:
e Initial: Selected for the first (initial) submission of the Annual Report

e Resubmission: Select when repeating a submission, at the request of the federal agency, not yet
accepted or approved by ACF

e Revision: Select when there is any change, initiated by the applicant, to a submission not yet accepted

or approved by ACF

e Update: Select when there is any change, to an accepted or approved submission

[‘Save | View/Add Attachments | validate | Print |

APPLICATION FOR FEDERAL ASSISTANCE
SF - 424 - MANDATORY

OME|
Control
Expin|
el

*1.a. Type of Submission:

e cy: *1.c. Consolidated Application/Plan/Fundingf *1.d. Version:
Plan * Annual Request? * Initial
ing Request | Resubmission
m Explanation: .
Revision
Updat:
* Other (Specify) pelate

| 2. Date Received: T S

£

.

3. Applicant Identifier:

4a. Federal Entity Identifier: 5. Date Received By State:
g 4b. Federal Award ldentifier: 6. State Application Identifier:
ATPQWITANF

7. APPLICANT INFORMATION
* a. Leaal Name: WI Oneida |

Figure 32: Report screen - questions 1.a., 1.b., and 1.d.

14. Click the Save button to save data without submitting the form. Continue to work and enter data.

Validate

View/Add Attachmenis

APPLICATION FOR FEDERAL ASSISTANCE
SF - 424 - MANDATORY

Figure 33: Save button
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15. Attach the Annual Report to the SF-424M. Files can be attached until the form is certified.
Important Instruction: Use the following naming conventions when adding attachments:
e Annual Report: TANF Annual Report xx-xx-xxxx (Use the submission date for the day-month-year format
in the file name)

To upload documents, scroll to the bottom of the SF-424M “Report” page. In the last row of the table, click
the paper clip icon to the right of the text “Attach supporting documents as specified in agency
instructions.”

=1 Agree [ |

** The list of certifications and assurances, or an internet site where you may obtain this list. is contained in th
specific instructions.

18a. Typed or Printed Name and Title of Authorized Certifying Official 18c. Telephone (area code,
18d. Email Address

18e, Date Report Submitted

Attach supporting documents as specified in agency instructions.|0]

Figure 34: Attachments - Paper clip icon

16. The “Cell Level Attachments” screen opens in a new window. Browse for a file on your computer.

17. Click the Attach File button.

Manage Attachments x

e Cell Level Attachments —

CT TC

—_— Attach supporting documents as specified in agency instructions.
n.

|IE.0.1 Local Attachment: C:\Users\AnnaLisaW\Doc Browse...

d by E Attach File
Cell Level Attachments Form Level Attachments

Show entries Search:
bn, | ¢ Cell Location File Name Uploaded Date Upload Status Uploaded By Actions 3 best
hces** S may
ties. (! No data available in table
hd ass Showing 0 to 0 of 0 entries Previous Next
and T

Figure 35: Cell Level Attachments window
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Tip: Attach MS Word Documents, PDFs, Excel Spreadsheets, etc.

18. The “File is successfully uploaded” message appears. Once the virus scan is complete, the Uploaded Status
changes from Pending to Saved. Click OK.

Manage Attachments

Cell Level Attachments

Attach supporting documents as specified in agency instructions.

Local Atlachm:alt: C:\Users\AnnaLisaW\Doc Browse...

Message from webpage - M
1
Cell Level Attachments Forn ,f\ The file is successfully uploaded. Once the virus scan is complete,

the Uploaded Status will change from Pending to Saved.

Show entries Mote: The form cannot be Certified or Submitted until all | |
cell e F“il attachments are in the Saved status. By Aetre

Showing 0 to 0 of O entries l Previous Next

Figure 36: File successfully uploaded message

19. The file is now attached. Add additional documents to the cell or click the Close button to return to the
previous screen.
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Manage Attachments ®

Cell Level Attachments

Attach supporting documents as specified in agency instructions.

Local Attachment:| Choose File | No file chosen

Attach File
Cell Level Attachments Form Level Attachments
Show |10 v |entries Search:
. . Uploaded Upload Uploaded .
Cell Location File Name Date Status By Actions
Attach supporting documents as TANF Annual Li
1 Supp g do . Report 10-1- 06/13/2018  Pending ~ Anialisa Ex

specified in agency instructions. 2018.docx alers

Showing 1 to 1 of 1 entries \ Previous ‘ 1 ‘ Next
o

Figure 37: Cell Level Attachments screen and Close button

20. The SF-424M “Report” screen reappears and the paper clip icon now has a green piece of paper attached,
indicating there is one or more files attached to the cell.

Note: When saved, attachments can be viewed from the Attachments page or from the Report Form Status page.

18a. Typed or Printed Name and Title of Authorized Certifying Official |18c. Telephone (area code, number and extensiol
18d. Email Address
18b. Signature of Authorized Certifying Official 18e. Date Report Submitted (Month, Day. Year

Attach supporting documents as specified in agency instructions. i /

Figure 38: Paper clip icon showing attached file

21. Once data is entered and attachments are uploaded, the form must be validated. Validation checks the form
for errors and missing data. Click the Validate button.

' Validate '

APPLICATION FOR FEDERAL ASSISTANCE
SF - 424 - MANDATORY

View/Add Attachments Print

Figure 39: Validate button
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22. The screen refreshes and the status updates. If the report status is Saved with Errors, an error message

appears at the top of the SF-424M “Report” screen. The errors must be corrected and the form revalidated
before the submission can move forward.

Click the Long Description link to view a description of the error. If available, click the Go to Error link to
jump directly to the field in need of corrections.

Report Period: 10/01/2016 - 09/30/2017
Report Status: Saved -- with Errors —

Report Progress
Initialized Edit-Saved Validated Certified Submitted

[ v O O O

[ Save ]| View/Add Attachments || validate ]| print

Error #1: [12015] 7d. Enter Applicant Country. This field is required.

[Goto Error] [Long Description

Figure 40: Report Status - Saved with Errors

If the status is Validated - with Warnings, click the Long Description link to view the warning text. A
warning indicates there may be an issue. However, warnings do not stop the user from continuing with
the submission process. If there are any questions, please reach out to your agency point of contact.

Report Period: 10/01/2016 - 09/30/2017
Report Status: Validated - with Warnings -
Report Progress
Initialized Edit-Saved Validated Certified Submitied
v ——— v — V| . .

View /Add Attachments Validate Certify

Figure 41: Report Status - Validated - with Warnings

If the status is Saved--Validated, there are no warnings or errors and the report can proceed through
the submission process.
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Funding/Grant Period: 10/01/2016 - 09/30/2030 TANF (17PQWITANF)
Report Period: 10/01/2016 - 09/30/2017

Report Status: Saved - Validated —

Report Progress
Certified Submitted

e} O Ul

s

View/Add Attachments

Figure 42: Report Status - Saved - Validated
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CERTIFY
23. After the entire form is successfully saved and validated (no errors), a user with the Certify role
electronically signs the form. Navigate to the SF-424M “Report” screen, and towards the top of the page,

click the Certify button.

Program Name: Temporary Assistance for Needy Families

Grantee Name: WI Oneida
Report Name: Application SF-4241 Revision # 1
Funding/Grant Period: 10/01/2016 - 09/30/2030 TANF (17PQWITANF)

Report Period: 10/01/2016 - 09/30/2017
Report Status: Saved -- Validated

Report Progress
Initialized Edit-Saved Validated Certified Submitted
O {3

View/Add Attachments || Validate Print

APPLICATION FOR FEDERAL ASSISTANCE
SF - 424 - MANDATORY

Figure 43: Report screen - Certify button
24. A pop-up message appears stating “You have the ability to sign the Signature area by pressing the Click to
Sign button. This will complete your Certify process and officially sign this form.” Click OK.
>

Message from webpage

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.

Figure 44: Confirmation Pop-up message
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25. The screen jumps to line 18b Signature of Authorized Certifying Official. Select the Click to Sign button.

18a. Typed or Printed Name and Title of Authorized Certifying Official |18c. Telephone (area code, number and extension)
18d. Email Address

18e. Date Report Submitted (Month. Day. Year)

pporting documents as specified in agency instructions. i

Figure 45: Click the Sign button

26. The screen refreshes, the status is Certified, and the SF-424M is now locked down for changes. However, it
can be uncertified to open fields for modifications.

Report Period: 10/01/2016 - 09/30/2017
Report Status: Certified

Report Progress
Initialized Edit-Saved Validated Certified Submitted
v e | O

View Attachments UnCertify

|| APPLICATION FOR FEDERAL ASSISTANCE ||
Figure 46: UnCertify button

SUBMIT

27. The last step is to electronically send the report to the Grantor. A user with the Submit role performs this
action. Navigate to the SF-424M “Report” screen and click the Submit button.

Report Status: Certified J
Report Progress
Initialized Edit-Saved Validated Certified Submitted
e— vV O

View Attachments @

I ADDI I~ ATIOM END EENEDAL ACCISTAMCE I

Figure 47: Report screen - Submit button
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28. The pop-up message “This will officially submit your report. Do you wish to continue?” appears. Click OK.

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

—

| ok [ Cancel

Figure 48: Prompt pop-up message
29. 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 report. This page shows all reports we have received along with attachments.

Figure 49: Confirmation message
30. The “Report Form Status” page appears and the report is in the Submitted status. When a submitted Plan or
a previous version of the Annual Report exists, all SF-424M versions and attachments appear on this screen

for tracking purposes.

:—\) On-Line Data Collection ‘ { Administration for Children /-Families i?ﬁ:t;z}z:?::m,&m ETilip é E.Sgc

OLDC Home Report Form Status
Program Name: Temporary Assistance for Needy Families
WI [1 396081138 A1 | WI Oneida

Application SF-424M

10/01/2016 - 09/30/2030 TANF (17PQWITANF)

10/01/2016 - 09/30/2017

Grantee Name
Report Name:
Funding/Grant Period
Report Period:

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

Report Form Status
Report Status: Status Date: Report Action: T
HTL Prin Fom + [

! Submitted 06/13/2018
Submitted 06/12/2018
Revision # 1 File Attachments
. = N Uploaded Upload
Attachment Type: File Name: Date: Status Uploaded By
Attach ;upportmg documents as specified in agency Z.S:»lBFdAnnua\ Report 10-1- ' 061139018 |Saved <
instructions <d1sdost
Original File Attachments
Attachment Type: File Name: Uploaded Date: |Upload Status| Uploaded By
Attach supporting documents as specified in agency instructions. | TANF Plan 12-26-2017 docx |06/12/2018 Saved / s

Figure 50: Report Form Status page

31. An email confirmation of the form submission is sent to designated Grantors and Grantees.
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Revisions

OVERVIEW

To make changes to a submitted form, create a Revision. A Revision is an exact duplicate of the submitted form,
only the data fields are open and modifications can be made. The original form with attachments and
subsequent revisions are retained for historical purposes. All previously submitted forms are tracked and
accessed from the “Report Form Status” page.

Important Instruction: Create a Revision when submitting an Annual Report for the same Report Period in which
the Plan was already submitted, or when creating an Amendment.

0OLDC Home Form Selection

Page He
Form Selection

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

Step 1: Program Name: Temporary Assistance for Needy Families =

Step 2. Graniee Name: | [ ] (2002-2050) W1 Oneida -

Step 3:  Report Name: Tribal Annual Form (SF-424 - M) =
Step4:  Funding / Grant Period: | 10/01/2016 - 09/30/2030 TANF (17PQWITANF) =

Step 5. Report Period:

Reporting Period Type Report Status
10/01/2017 - 09/30/2018 Annual
10/01/2016 - 09/30/2017 Annual Submitted (Revision #1)

Figure 51: Form Selection screen - Report Status is submitted (Revision #1)

Once changes are made to the revised form, it must still be validated, certified, and submitted to complete the

process.

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 submitted form.
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CREATE AND SUBMIT A REVISION
To create and submit a revision, complete the following steps:

1. From the OLDC Home menu list, select Report Form Entry.

My Recent Activity H Activity Report | Report Due |

Report Form Entry

User / System Settings
End OLDC

Privacy

Accessibility
Figure 52: Home page - Report Form Entry link

Program Name Grantee Name Grant Report Name

2. The “Form Selection” screen appears. Under Step 1, use the drop-down list to select the Program Name.
3. Under Step 2 (if needed), use the drop-down list to select the Grantee Name (Grantee organization).

4. Under Step 3, use the drop-down list to select the Tribal Annual Form (SF-424M).

@‘j On-Line Data Collection

" “Administration for Children -, Families Bams e Help / FA
o —————— it Login:12/21/2017 13:03:48 PM End OLDC

Form Selection

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

Step 1. Program Name:  Temparary Assistance for Needy Families -

Step 2 Grantee Name: |WI[' — 1(2002-2050) W1 Oneida

Step 3. Report Name: |TribaIAnnuaI Form (SF-424 - M)

Figure 53: Form Selection screen — steps 1to 3
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5. The screen refreshes and steps 4 — 6 appear. Under Step 4, use the drop-down list to select the
Funding/Grant Period.

Important Instruction: Please verify the correct Funding/Grant Period is selected. The number in
parenthesis next to the date range is a combination of the Fiscal Year, Grantee Organization abbreviation,

and the program (example: 177PQWITANF). Use this number to help determine if the correct Funding/Grant
Period is selected.

OLDC Home Form Selection

Form Selection

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

Step 1: Program Name: Temporary Assistance for Needy Families

Step2: Grantee Name: vy |- 1(2002-2050) WI Oneida -

Step3: Report Name: |Tribal Annual Form (SF-424 - M)

Step 4:

Funding / Grant Period: |10f01f2016 - 09/30/2030 TANF (17PQWITANF)

Step 5: Report P8

Ranartina Parind

Tune Bennrt Status
Figure 54: Form Selection screen — step 4

6. Under Step 5, use the drop-down list to select the Report Period.

Important Instruction: When submitting an Annual Report for a Funding/Grant Period, select the Reporting

Period to which the report belongs. When a Plan is already submitted for that Report Period, create a
Revision with the Report attached.

Step 4. Funding / Grant Period.  10/01/2016 - 09/30/2030 TANF (17PQWITANF)

Step 5. Report Period:

Reporting Period Type Report Status
. 10/01/2017 - 09/30/2018 Annual

1 0/01/2016 - 09/30/2017 [ Annual Submitted /

Figure 55: Form Selection screen — step 5
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7. Under Step 6, from the Select Action drop-down list select New/Edit/Revise Report.

8. Click the Enter button.

Step & Select Aclion: |New / Edit / Revise Report

e

Figure 56: Form Selection screen - Step 6 and the Enter button

9. The SF-424M “Report” screen appears. Make any necessary changes (including uploading attachments).

OLDC Home Form Selection Report Report Form Status

Program Name: Temporary Assistance for Needy Families
Grantee Name: W1 Oneida
Report Name: Application SF-424M Revision # 1
Funding/Grant Period: 10/01/2016 - 09/30/2030 TANF (17PQWITANF)
Report Period: 10/01/2016 - 09/30/2017
Report Status: Initialized

Report Progress
Initialized Edit-Saved Validated Cerlified Submitted

v} O O O ]

View/Add Attachments Validate

APPLICATION FOR FEDERAL ASSISTANCE
SF - 424 - MANDATORY

OME APFROVED
Control Mo: 4040-0002
Expires 01/31/2019
“ersion 01.1

* 1.a. Type of Submission: *1.b. Frequency: * 1.c. Consolidated * 1.d. Version:

O Plan ® Annual Application/Plan/Fundin @) Initial

) Funding Request ) Other Request? () Resubmission
® Other Explanation: evision

O Update

* Other (Speci
| 2. Date Received: State Use Only:

Figure 57: Report screen - Revision #1

10. When done, Save, Validate, Certify, and Submit.
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11. The “Report Form Status” page appears and the original and revised submissions are available to view.

Program Name~ Temporary Assistance for Needy Families
Grantee Name: W Oneida
Report Name: Application SF-424M
Funding/Grant Period: 10/01/2016 - 09/30/2030 TANF (17PQWITANF)
Report Period: 10/01/2016 - 09/30/2017

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

Report Form Status
Report Submissions: Report Status: Status Date: Report Action: Print:
View Revision # 1 Submitted 1212712017
View Original Submitted 1202712017
=== Revision # 1 File Attachments
Attachment Type: File Name: % l;m: UploBz;ded
Attach s_upportu_'ng documents as specified in ?.',‘:';":,' Report 12:6 |00 e feavey cvm;a
agency instructions. 2017 doex alters
Original File Attachments
) a . Uploaded Upload Uploaded
Attachment Type: File Name: Date: Status By
Attach s_upportu_'lg documents as specified in ;?r;dman 1226 | o017 |saved mmna
agency instructions. 2017.docx alters

Figure 58: Report Form Status page with Revision #1




	Submit the SF-424M Cover Document in the GrantSolutions Online Data Collection System
	Table of Contents
	Introduction
	Workflow

	Complete and Submit the SF-424M with an Attached Plan
	Certify
	Submit

	Complete and Submit the SF-424M with an Attached Annual Report
	Certify
	Submit

	Revisions
	Overview
	Create and Submit a Revision





