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Online Data Collection
Assignment Delegation for Grantees

About This Guide

The Online Data Collection (OLDC) Assignment Delegation User Guide is designed to assist grantees
with administrative roles in creating new users, assigning job types and reports, assigning additional
roles, copying permissions, and deleting users.

GUIDE COMPONENTS
This guide contains the following sections:
e Lesson 1: Introduction
e Lesson 2: Add a New Account
e Lesson 3: Edit Assighments
e Lesson 4: Copy Assignments

e Lesson 5: Delete User

e Lesson 6: Password Administration
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Lesson 1: Introduction

The Online Data Collection (OLDC) system is role-based and permissions can be customized to meet
the needs of each person.

All users are given a Job Type, which is a title in the system such as Grant Director. Each Job Type
consists of a group of roles (assigned permission). For example, the Data Entry Job Type contains the
roles create, edit, validate, and attach documents to forms. Other Job Types have fewer capabilities,
but are often assigned additional roles. For example, the Grant Director has the Certify role but is
sometimes given the Submit role.

OLDC Assignment Delegation allows grantees with the Grant Administrator Job Type to create new, or
modify existing accounts. Each account must have at least one Program and one Job Type assigned.

The Grant Administrator can assign permissions by either using the “Edit Assignments” or the “Copy
Assignments” feature.

e Use Edit Assignments to manually assign Programs and Job Types to a new user.

e Use Copy Assignments to copy all permissions from an existing user to a new user.

Tip: For more information about Job Types and Roles, see Appendix A: Job Types and Roles
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Lesson 2: Add a New Account

ADD NEW USER
Grant Administrators may create new accounts. To create a new OLDC account, complete the

following steps:

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

www.grantsolutions.gov.

2. The “GrantSolutions” Home page appears. Click the Login button.

e ____
=

Grantsou_ltlons HOME ABOUT BENEFITS SERVICES PARTNERS CONTACT Q ‘

PARTNERS IN INNOVATION

PARTNERING
TO BETTER SERVE THE
GRANTS COMMUNITY

With more than 10 years of experience supporting the end-to-end mission
of 1,500+ national grant programs, GrantSolutions draws upon unparalleled
grants management expertise.

LEARN MORE

Figure 1: GrantSolutions public website - Login button
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3. The “GrantSolutions.gov” login screen displays. Enter your existing GrantSolutions Grants Management
Module (GMM) username in the Username field and the password in the Password field.

4. Click the Login button.

GRANTS ,/ EXCELLENCE sgursoimorsce:

CENTER . Solcti

Login to

Before logging in please read the Warning Notice

Unauthorized Access Warning
You are accessing a U.S. Government information system, which includes (1) this computer, (2) this Usemname: @ \mhelpsalot [
computer network, (3) all computers connected to this network, and (4) all devices and storage media

attached to this network or to a computer on this network. This information system is provided for U.S. Password: @ I""“""' |
Government-authorized use only. Unauthorized or improper use of this system may result in disciplinary
action, as well as civil and criminal penalties. [ LOGIN HHS PIV ]

By using this information system, you understand and consent to the following:
Having trouble logging in?

= You have no reasonable expectation of privacy regarding any communications or data transiting or
stored on this information system (that goes for all those explicit emails you may still have hanging Forgot Password/Unlock Account
around). Atany time, and for any lawful Government purpose or just because we feel like it, the
government may monitor, intercept, and search and seize any communication or data transiting or
stored on this information system.

= Any communication or data transiting or stored on this information system may be disclosed or Reqister New Organization

used for any lawful Government purpose. Request a User Account

Search Grant Announcements

Figure 2: GrantSolutions login screen

5. The “My Grants List” screen appears. From the menu bar, select Online Data Collection.

& GrantSolutions.gov e

ccount Management = Funding Opportunity Applications Grants = Reporis = IDnIine Data Collection I Help/SBupport =

My Grants List

The COE Training Center Show Expired Grants

Figure 3: My Grants List - Online Data Collection menu option
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6. The Online Data Collection “Home” page appears.

= " f Name: Marge Helpsalot Help / FAQ
k._/) On-Line Data Collection Last Login:1o,/10/20:7 16:33:45 PM End OLDC
OLDC Home Switch Home Eni
N 5 .
_Report Form Entry () _/ On-Line Data Collection
User / System Settings
End OLDC Welcome! If this is your first time, please feel
free to make use of our training resources. For
Privacy any questions visit our dynamic database of
A il questions and answers. Many functions
-Accessibility throughout this application, contain links that
Help / FAQ provide context-sensitive help.
News & Tios
e

Figure 4: OLDC Home page

Login for Grantees That Do Not use the GrantSolutions GMM
Important! Grantees that do not use the GrantSolutions GMM access OLDC from the GrantSolutions
“Portal” screen.

From the GrantSolutions Login screen, enter your username in the Username field and your password
in the Password field. Click the Login button.

GRANTS o/ EXCELLENCE sgusaronsson

CENTER Services

Login to
Unauthorized Access Warning
This warning banner provides privacy and security notices consistent with applicable federal laws, Before logging in please read the Warning Notice
directives, and other federal guidance for accessing this Govemment system, which includes all @
devices/storage media attached to this system. This system is provided for Government-authorized use Usemame: |awa|ters2 |
only. Unauthorized or improper use of this system is prohibited and may result in disciplinary action and/or Password: @ | ........... |
civil and criminal penalties. At any time, and for any lawful Government purpose, the government may
meniter, record, and audit your system usage and/or intercept, search and seize any communication or [ LOGIN J [ HHS PIV J
data transiting or stored on this system. Therefore, you have no reasonable expectation of privacy. Any
communication or data transiting or stored on this system may be disclosed or used for any lawful Having trouble logging in?
Government purpose.
Reset Password/Unlock Account

Figure 5: GrantSolutions login screen
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The GrantSolutions “Portal” screen appears. From the meu bar, click OLDC to open the Online Data
Collection “Home” page in a new window.

~
<® —_— oLbC L vslers2 - v1.0.1.402/22/2017

GranlS;lutions.gov

£ Configure View 4+ Add Widget

TASK LIST PO - n

g Task Description Task Status Module Grant Number Application # Budget Period Reporting

Figure 6: GrantSolutions "Portal" screen - OLDC menu

The Online Data Collection “Home” page appears.

@ On-Line Data Collection = o

LastLoginios/og,/2017 12:24:44 PM

Report Form Entry (@ On-Line Data Collection
User / System Settinas
End OLDC Welcomel If this is your first time, please feel
- free to make use of our training resources. For
Privacy any questions visit our dynamic database of
o guestions and answers. Many functions
Accessibility throughout this application, contain links that
Help / FAQ provide context-sensitive help.
News & Tips

Figure 7: Online Data Collection “Home” page
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7. From the menu list, click User/System Settings.

- On-Line Data Collection e EndoLoc

Last Login:10/10,/2017 16:33:45 PM

Report Form Ent _ On-Line Data Collection
( User [ System Settings )
End OLDC Welcomel If this is your first time, please fesl
EndoLDC free to make use of our training resources. For
Privacy any guestions visit our dynamic database of

- questions and answers. Many functions
Accessibility throughout this application, contain links that

Help / FAQ provide context-sensitive help.

News & Tips

Figure 8: OLDC Home - User/System Settings

8. The “User/System Settings” page appears. Under System Settings, click Assignment Delegation.

- On-Line Data Collection e = EndoLbe

Last Login:10,/10/2017 16:33:45 PM

User Settings
User Preferences personal settings - report form navigation.
View Assignments Review roles and responsibilities.
View Grant Settings Review grant related dates including deadlines, due dates, and extensions.

System Settings

(Assi nment DelegationAssign job types and delegate roles to users.

Password Administration Reset passwords for users

Figure 9: User/System Settings page - Assignment Delegation link
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9. The “Roles and Assignments” screen displays.

S i H Name: e
C,_ On-Line Data Collection e Ent GO

OLDC Home  User/System Seftings  Roles and Assignments

Roles and Assignments
Current Users: Select an option from the "Search By" drop-down list, enter text in the "Search Users” field, and then select a name from the "Current Users” box
= Click "Edit Assignments” to assign job type, to increase or decrease the Programs, Grantees and/or Grants, to assign reports based on the type of report (i.e. Expenditure) and to
increase or decrease the actions available for this user.
s Click "Delete User" to remove the user from the OLDC system permanently.
« Select a name and click "Copy Assignments” to copy assignments from another user to the selected user.
New Users: To create a new user, fill out the required fields indicated by an asterisk *. First Name, Last Name, Email Address and User Type.

» To add an existing GrantSolutions user, click the "Person Search” button. From the following screen, select a name. This name will be added inserted into the "Add New User” fields.
Click "Add User" to complete this process.

Edit Current User Add New User
Sealth | Name v | Name' First; * Micle: Last.*
By Last Name ¥ |_ | | ‘_| Last
Search‘
Users Title- [

Figure 10: Roles and Assignments screen

10. In the Edit Current User portion of the screen, the Search By drop-down box defaults to Last Name. To
determine if the user already has access to OLDC in GrantSolutions, enter their last name in the Search
Users field.

Note: Use the Search By box to search by Last Name, First Name, or User Name.

= . . Name: Help / FA
) On-Line Data Collection B e oot 25441 P Lelo LFAD

OLDC Home User / System Settings Roles and Assignments

Roles and Assignments
Current Users: Select an option from the "Search By" drop-down list, enter text in the "Search Users” field, and then select a name from the "Current Users" box
« Click "Edit Assignments” to assign job type, to increase or decrease the Programs, Grantees and/or Grants, to assign reports based on the type of report (1.e. Expenditure)
and to increase or decrease the actions available for this user.
« Click "Delete User" to remove the user from the OLDC system permanently.
= Select a name and click "Copy Assignments" to copy assignments from another user to the selected user.

New Users: To create a new user, fill out the required fields indicated by an asterisk *: First Name, Last Name, Email Address and User Type.

« To add an existing GrantSolutions user, click the "Person Search” button. From the following screen, select a name. This name will be added inserted into the "Add New
User" fields. Click "Add User" to complete this process

Edit Current User Add New User

SN ast Name v | Name: |First' : | | Micle: Last *
mk,mitﬂ
Users: il |
Current|Smith, Greg (GSmith10) -
Users. |smith, Pat (PSmith21) Street Sireet Address 2

Smith, Patricia (SMITHP8) Address 1.

Smith, Samuel (SSmith&7)

City: | | state: | State v | Zip: |

Figure 11: Roles and Assignments - Edit Current User list
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11. If the user appears in the Current Users list, select their name to make the assignments. If the user’s
name does not appear, they may still have a GrantSolutions account but do not yet have access to OLDC.

Click the Person Search button to search for the user in GrantSolutions.

New Users: To create a new user, fill out the required fields indicated by an asterisk *: First Name, Last Name, Email Address and User Type.

« To add an existing GrantSolutions user, click the "Person Search" button. From the following screen, select a name. This name will be added inserted into the "Add
New User" fields. Click "Add User" to complete this process.

Edit Current User Add New User
Search Name: Fjrst: * Middle: Last: ”
By First: Migdle: Last:
Search‘ | ‘
Users: Title: |
Current -
Users: Street Street Address 2:
Address 1:
City: | |State: i
Email: *
Telephone: | ‘Ext
- [ Add user | Person Search

Edit Assignments Copy Assignments Delete User

Figure 12: Roles and Assignments screen - Person Search button

12. The “Person Search” screen appears. Enter search criteria (User ID, First and Last Name, or Email
Address) and then click the Person Search button.

2T . . Name: Marge Helpsalot Help / FAQ
(.~ On-Line Data Collection Last Login: 1012017 11:5.4-20 AM End OLDC

OLDC Home User / System Settings Roles and Assignments Person Search

Person Search

Step 1:
Enter Search Criteria in at least 1 of the rows. Then press "Person Search" button for results.

Enter Search Criteria

User ID: | ‘ OR
Eirst Name: |Matt | AND Last Name: |Smith | OR
Email Address: | ‘
Refresh Screen m
Step 2:
"Select" the person to add and press the "Select Person” button.
Select: Last Name, First Name, MI: Email Address: User ID: User Type:

Figure 13: Person Search screen - Criteria
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13. If the users name appears, click the checkbox next to their name and then click the Select Person
button.

Note: If the person’s name does not appear, click the Roles and Assignments link towards the top of the
page to return to the previous screen.

OLDC Home User / System Settings Roles and Assignments Person Search

Person Search

Step 1:
Enter Search Criteria in at least 1 of the rows. Then press "Person Search" button for results.
User ID: OR
First Name: AN D ) OR
matt Last Name: smith

Email Address:

Person Search | Refresh Screen m

Step 2:
"Select" the person to add and press the "Select Person" button.

Select: Last Name, First Name, MI: Email Address: User ID: User e:
Smith, Matt msmith@ demo.xyz MSmith Non Federal

Select Person

Figure 14: Person Search screen - Select Person

14. The “Roles and Assignments” screens appears. If the user selected from the Person Search has a
GrantSolutions account but not access to OLDC, their profile information appears in the Add New User
section of the screen. To provide access to OLDC, click the Add User button.

Note: If the user does not have a GrantSolutions account, the Grant Administrator can enter their
information in the Add New User section and then click the Add User button.

+ To add an existing GrantSolutions user, click the "Person Search" button. From the following screen, select a name. This name will be added inserted into the "Ag
New User" fields. Click "Add User" to complete this process.

Edit Current User Add New User

Sefgy_C_h LastName ~ Name: First: * [Matt Middle: T Last"
Bearch Smith
Users: Title:
urrent
Users: Street [1700 Rockville Pike Street Address 2:

Address 1:

City: |Rockville State: MD ¥ A-;Eossa

Email: * |msmith@demo.xyz

Telephone: |3015551212 Ext|301

Person Search § Refresh Screen
Edit Assignments ] Copy Assignments | Delete User

Figure 15: Add New User section - Add User button
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15. The security message appears. Click OK to continue.

- - o — —

q oldcdemo.grantsolutions.qov says: * r
IMPORTANT: The actions you are now taking will add a new user that will
be trusted to access this GrantSolutions and gain access to assigned
applications. This is a government owned system and is for the express use
for government business and may contain sensitive information. It is your
responsibility to make sure you give access to only those individuals that

|8l should be authorized to complete their required tasks in accordance with then s
HHS Rules of Behavior ( http://www.hhs.gov/ocio/policy/hhs-

lj ocio-2010-0002.001s_hhs_rules_of_behavior.html ), and Federal Law. If you to as

s discover attempts to improperly gain rights to access this system, please

i reportitto the help desk at app_support@acf.hhs.gov or call 866.577.0771.

m  They will, in turn, report it to the OIS Security Officer for investigation.

e Cancel mail

r, a nam
complete this process.

Figure 16: Security Message

16. The “User created successfully in OLDC” message box appears. Click OK.

T T T T g T O T T O TO T T T g o ¥y o T s v Ty T T oy v I vy T TCororo s TTe T TG =T

oldcdemo.grantsolutions.gov says:

a Collection

User created successfully in OLDC.

Settings Roles and A‘

Figure 17: User Created Successfully message

17. The user’s name appears pre-selected in the Edit Current User list.

» To add an existing GrantSolutions user, click the "Person Search” button. From the following screen, select a name. This name will be g
New User" fields. Click "Add User" to complete this process.

Edit Current User Add New User
Search Name: Eiret * il
o Eist g |
Search‘ ‘ ‘
Users: Title: |
Current Smith, Matt (MSmith ) -
Users: L Slre?t ‘ |Street Address 2:

Figure 18: Roles and Assignments screen - Edit Current User list

New users (previously without a GrantSolutions account) do not receive the e-mails with their User
Name and Password until a Program and Job Type are assigned.
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Lesson 3: Edit Assignments

Once a new user is added to the system, the next step is to assign a Job Type and Program. A Job Type
is an OLDC title that contains a group of permissions called roles. There are five grantee Job Typestin
oLDC:

Data Entry - Person responsible for entering data into OLDC. The Data Entry Person can create and edit forms by
default. Additional roles may be given, including Certify, Submit, and Unsubmit.

Authorized Official - Person directly involved in the processing of the grant. This might be a Financial Officer in
charge of budgeting the grant, or a member of an audit team. An Authorized Official has view-only and Certify
roles by default. Additional roles such as Submit may be assigned to the Authorized Official.

Grant Director - Manager of the grant recipient. The default roles are View-only and Certify. Grant Director may
be given other available permissions if more direct control over grants is required.

Grant Administrator - Person responsible for creating accounts and assigning roles to Grantee staff. A Grant
Administrator can create an account and assign roles to staff members working with a specific program or grant.

Contact the Support Center to assign a new Grant Administrator.

View-Only - View and print forms, but cannot perform any action such as data entry.

BE AWARE

Grant Administrators do not have the ability to create another user with the Grant Administrator Job Type. Only
Federal or Service Center staff can assign that Job Type.

tsee Appendix A for more detail on Job Types and Roles
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Assign Program and Job Type

After a user is created, their name automatically appears selected at the top of the “Edit Current User” box. To
assign or edit permissions, complete the following steps:

1. Search for and select the user’s name in the Edit Current User box.

2. Click the Edit Assignments button.
--——- - —  ————————————————————— O  ———————————

OLDC Home User / System Settings Roles and Assignments

Roles and Assignments
Current Users: Select an option from the "Search By" drop-down list, enter text in the "Search Users" field, and then select a nam

« Click "Edit Assignments" to assign job type, to increase or decrease the Programs, Grantees and/or Grants, to assign reports H
Expenditure) and to increase or decrease the actions available for this user.

+ Click "Delete User" to remove the user from the OLDC system permanently.

+ Select a name and click "Copy Assignments” to copy assignments from another user to the selected user.

New Users: To create a new user, fill out the required fields indicated by an asterisk *: First Name, Last Name, Email Address and|

+ To add an existing GrantSolutions user, click the "Person Search” button. From the following screen, select a name. This name|
New User" fields. Click "Add User" to complete this process.

Edit Current User Add New User
Se&g}c; Name: Fjrst: * | Middle:
Search| | | |
Users: Title: |
(#illi=laid Smith, Matt (MSmith ) o
Users: Street Street Addr
Address 1:
City: | State: | Stats
Email: *
Telephone: | |Ext.| |
[ Add User | | Refresh|

( Edit Assignments ' Copy Assignments Delete User

Figure 19: Roles and Assignments screen - Edit Assignments button
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3. The “Assign Programs” screen displays. For new users without any previous assignments, the left side
Current Assignments section is blank. As permissions are added, an assignment “tree” grows allowing
the Grant Administrator to navigate permissions directly from the side bar.

~ . . Name: Marge Helpsalot Help / FAQ
@ On-Line Data Collection Last Login‘sofs/20u7 11:34:20 AM End OLDC

Assign Programs

Select to assign Job Type and click Load/Refresh List button. (Note: changing any previously selected options on the
page will lose unsaved data.)

Job Type: Selecta Job Type ¥

Figure 20: Assign Programs screen

4. From the Assign Programs portion of the screen, select a Job Type and click the Load/Refresh List
button.

~ . . ame: Help / FA
) On-Line Data Collection Lo Logit ot 13420 8 End oLoc

Assign Programs

Select to assign Job Type and click Load/Refresh List button. (Note: changing any previously selected options on the
page will lose unsaved data.)

Job Type:| Data Entry Person v /

Figure 21: Assign Programs screen - Job Tye drop-down list and Load/Refresh List button
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5. All programs assigned to the Grant Administrator display. In this example, the Grant Administrator is
only assigned to the program Restore Act Direct Component.

Assign Programs

Select to assign Job Type and click Load/Refresh List button. (Note: changing any previously selected options on the
page will lose unsaved data.)

Job Type: Data Entry Person ¥

« Assign for Program: Check "All" for program(s) and Press "Save". Results in user having default roles for selected job type for all
reports the assigning person has.

« Assign for Grantee or Grant: Check "Select” for program(s) and Press "Next". Screen will change to the grantee assignment
screen.

Grantees q . A Primary Notify on
All Select UnAssign Programs: Assigned Contact Submit Job Type
‘ (W] ‘ ‘Resmre Act Direct Component ‘

[sove I Reset | nex: |

Figure 22: Assign Programs screen with Program assignment

6. To assign one or more grants to the user for the program, click the Select checkbox from the Grantees
column and then click the Next button.

Assign Programs

Select to assign Job Type and click Load/Refresh List button. (Note: changing any previously selected options on the
page will lose unsaved data.)

Job Type: Data Entry Person ¥

« Assign for Program: Check "All" for program(s) and Press "Save". Results in user having default roles for selected job type for all
reports the assigning person has.

« Assign for Grantee or Grant: Check "Select” for program(s) and Press "Next". Screen will change to the grantee assignment
screen.

Grantees . . . Primary Notify on
UnAssign Programs: Assigned . ioct  Submit

All ﬁt
‘ (W] ‘ ‘ResmreAm Direct Component ‘ | | |

m

Job Type

Figure 23: Assign Programs screen with Program assignment - checkboxes and Next button
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7. The “Assign Grantees” screen displays. Select the desired program and click the Load/Refresh Grantee
List button.

Current Assignments: Assign Grantees
User: Smith, Matt (MSmith27)

Select to assign Job Type and click Load/Refresh List button. (Note: changing any previously selected options on the
page will lose unsaved data.)

Job Type: Data Entry Person ¥

Load/Refresh List

Select one or multiple Programs from the Program list and click the "Load/Refresh Grantee List" button to load or
update the Grantee list

ct Programs: (select one or multiple) |
‘ Restore Act Direct Component ||

( Load/Refresh Grantee List )

Figure 24: Assign Grantees screen

8. The grantee list displays below the previously selected program. Under the Grants column, click the All
checkbox next to the grantee organization name to assign all grants available for the program.

e C(Click the Primary Contact checkbox to indicate if the person is a Certifier or if their name should
appear as a contact on the Report Form Status page.
e C(Click the Notify on Submit checkbox if the user should receive e-mails once the form is submitted.

9. Click the Save button.

Note: To only assign one of the available grants, click the Select checkbox and click the Next button.
From the “Assign Grants” screen, select the desired grants and then click Save.

Job Type: Data Entry Person ¥

Load/Refresh List

Select cne or multiple Programs from the Program list and click the "Load/Refresh Grantee List" button to load or
update the Grantee list

Select Programs: (select one or multiple)
4 Restore Act Direct Component

Load/Refresh Grantee List

» Assign for Grantee: Check "All" for region(s) or grantee(s) and Press "Save". Results in user having default roles for selected job
type for all reports the assigning person has.
» Assign for Grant: Check "Select" for region(s) or grantee(s) and Press "Next". Screen will change to the grant assignment screen.

Grants . Grantee(s): . Primary Notify on
Al Select UMASSION ool by: All State Territory Tribe Other 1599 Contact  submit LD L7
Region 04

—

Bay County Board of County Commissioner [
(2015—)

Previous save || Reset | Next |

Figure 25: Assign Grantees screen - checkboxes and Save button
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10. The “Assign Grantees” screen refreshes and the Current Assignments Assignment Tree is populated.
Expand the tree to view the new assignments.

New users (did not previously have a GrantSolutions account) are now e-mailed an automatically
generated GrantSolutions username and Password. The Grant Administrator is e-mailed confirmation
that the new user is created. Existing GrantSolutions users do not receive email notification.

i i Name: Marge Helpsalot Help / FAQ
) On-Line Data Collection Lst Lopinitoji3/ ol o0 seeeCan End OLDC
OLDC Home User / System Settings Roles and Assignments Edit Assignments
Current Assignments: Assign Grantees

User: Smith, Matt (MSmith ) 7 Y
;mm ' Program Name: Restore Act Direct Component J
it

Q Restore Act Direct Componen

Select to assign Job Type and click Load/Refresh List button. (Note: changing any previously selected options on the page will lose unsaved data.)

Job Type:| Select a Job Type ¥

Load/Refresh List

Figure 26: Assign Grantees screen and new Assignment Tree

CUSTOMIZE ROLES

Additional roles can be assigned to users (such as Submit and Unsubmit) as needed. To add or remove
roles, perform the following steps.

1. Use the Current Assignments tree to drill-down to the “Customize Report for Grantee Level
Assignments” screen.

i H Name: Marge Helpsalot Help /[ FA(
() __ On-Line Data Collection Last Login‘1o/ ) 207 08:54:26 AM End OLDC
OLDC Home User / System Settings Roles and Assignments Edit Assignments
Current Assignments: Customize Report for Grantee Level Assignments
User: Smith, Matt (MSmith ) Va 1
1 Programs Program Name: Restore Act Direct Component
4 Rlesmrem:l Direct Component Grantee Name: Bay County Board of County Commissioner [ 1(2015-—)
- Grantees
2 Region 04 i . . o o ! )
5 Coun of Coul Select one or multiple Reports from the Report list and click the "Load/Refresh Action List" button to load or update the Action list. Selecting Job Type displays
I default Actions for the Job Type highlighted in yellow.
#l Reports
Assign UnAssign Report Type i Select Job Type to view default roles:
a Select All % View Only User -
[m] (| |Grant Application Form v ®  [Data Entry Person
a [} |Program Performance Form v Authorized Official

Grant Director -

Load/Refresh Action List

Figure 27: Expanded Assignment Tree and Customize Report for Grantee Level Assignments screen
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2. All available reports display in the Report Type box. Assign or Unassign desired reports or click the
Select All checkbox to add additional permission to all assigned reports.

3. Select aJob Type from the Job Type list and then click the Load/Refresh Action List button.

Note: Selecting a Job Type from this screen does not change the Job Type assignment, but instead
highlights the default roles associated with the Job Type in the Action List.

Current Assignments: Customize Report for Grantee Level Assignments

User: Smith, Matt (MSmith )
é Programs
1) Restore Act Direct Component
L Grantees
i Region 04
%/ Bay County Board of Coul
4 Reports

r i
Program Name: Restore Act Direct Component
Grantee Name: Bay County Board of County Commissioner [ 1(2015-—)

Select one or multiple Reports from the Report list and click the "Load/Refresh Action List" button to load or update the Action list. Selecting Job Type displays
default Actions for the Job Type highlighted in yellow.

ign UnAssign Report Type Ass'gngd Select Job Type to view default roles:
a Select All 4 View Only User -
=] (] |Grant Application Form v ‘e |Deata Entry Person
a [} |Program Performance Form v Authorized Official
Grant Director =

Load/Refresh Action List

Figure 28: Customize Report for Grantee Level Assignments screen with possible selections highlighted

4. The screen refreshes and the Action(s) List displays towards the bottom of the screen. The Action list is
used to add or remove individual roles. Check or uncheck roles to assign from the Select checkbox.

Note: Select one report at a time from the Report Type list to view previously assigned roles in the
Action List.

3. Click the Save button.

Make changes to the Action list and click "Save". Click "Reset" to restore to default settings.
Select Action(s): D Fa"‘ Assigned
) Add File Attachments ()] v =
(W] Add New User U
a Add/Edit/Delete Contact Person o
[} Certify with Signature Authority U
[54] Create New Grant Form a v
(0] Delete Existing User U
54} Delete Grant Form o v
(W] Director Certify Authority U
%] Edit Existing Grant Form a v
U Edit Existing User U
[54] Help/FAQs u v
(W] Revise Submitted Grant Form (]
\ Search Contact Person 9]
O Submit Grant Form U v
=

Figure 29: Customize Report for Grantee Level Assignments screen - Action List
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5. The screen refreshes and the changes are made. Reports and Roles may be added or removed at any
time.

Customize Report for Grantee Level Assignments

r

Program Name: Restore Act Direct Component
Grantee Name: Bay County Board of County Commissioner [ 1(2015-----)

Select ocne or multiple Reports from the Report list and click the "Load/Refresh Action List" button to load or update the Action list. Selecting Job
default Actions for the Job Type highlighted in yellow.

Assign UnAssign Report Type Assigned Select Job Type to view default roles:
o Select All v 0 |View Only User -
o [ |Grant Application Form v e/ |Data Entry Person
] [ |Program Performance Form v {_|Authorized Oficial
Grant Director -

Load /Refresh Action List

Figure 30: Customize Report for Grantee Level Assignments screen

6. If no additional changes are necessary, End OLDC.
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Lesson 4: Copy Assignments

When creating a new user, it is possible to copy the assignments of an existing user to the new user. Copy
Assignments may be used in place of Edit Assignments.

Note: If a user with existing permissions is selected to have assignments copied to them, the new
permissions overwrite the existing ones.

To copy assignments from one user to another, follow these steps:

1. From the “Roles and Assignments” screen’s Edit Current User list, search for and select a user to receive

roles.

2. Click the Copy Assignments button.

T — ]
OLDC Home User / System Settings Roles and Assignments

Roles and Assignments
Current Users: Select an option from the "Search By" drop-down list, enter text in the "Search Users" field, and then select a nam

+ Click "Edit Assignments" to assign job type, to increase or decrease the Programs, Grantees and/or Grants, to assign reports H
Expenditure) and to increase or decrease the actions available for this user.

* Click "Delete User" to remove the user from the OLDC system permanently.

+ 3Select a name and click "Copy Assignments” to copy assignments from another user to the selected user.

New Users: To create a new user, fill out the required fields indicated by an asterisk *: First Name, Last Name, Email Address and|

« To add an existing GrantSolutions user, click the "Person Search" button. From the following screen, select a name. This name|
New User" fields. Click "Add User" to complete this process.

Edit Current User Add New User
Search Name: Firet- * ; .
By: Last Name ¥ First: Middle:
Search
Users: Title:
(®f1ic-lald Smith, Matt (MSmith ) o
Users: Street Street Addr
Address 1:
City: State: Statd
Email: *
Telephone: Ext.
[ Add user |

Edit Assignments || Copy Assignments |] Delete User

Figure 31: Roles and Assignments screen - Copy Assignments button
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3. The “Copy Assignments” screen displays. Search for and choose a user from the Current Users list to
copy their assignments to the person selected on the previous screen.

4. Click the Copy Assignments button.

lssignments

Copy Assignments
User Name: Smith, Matt (MSmith )
Email: MSmith @demo.xyz

Choose the user below to copy their assignments to the person selected from the previous screen.

Search By:

Search Users: ‘kumar

Current Users: ‘L(umaﬂ, Krishna1 ( ) ) -

(e )

Figure 32: Copy Assignments screen

5. The message “You are about to Copy Assignments. Do you want to continue?” appears. Click OK.

Microsoft Internet Explorer,

\ ? ) You are about bo Copy Assignments, Do you wank bo contin Clos

[ ok, | [ Cancel

Figure 33: Confirmation Message
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6. The message “The Assignments for the User have been copied between selected users” appears. Click
OK.

Microsoft Internet Explorer

X

' E Assignments have been copied between selected users,

Figure 34: Copied Assignments Successful message

7. The two users now have the exact same permissions. If the assignments were copied to a new account

(no previous GrantSolutions account), the user name and password e-mails would now be sent to the
new user.

8. Click the Roles and Assignments link from the top of the screen to return to the “Roles and
Assignments” page or click the End OLDC button to exit the system.




S
GrantSOI_UtlonS Online Data Collection

PARTNERS IN INNOVATION Assignment Delegation for Grantees

Lesson 5: Delete User

In OLDC, it is possible to delete a person’s access to the system. Although the account is deleted, their
record remains in the database and information about that user can be retrieved upon request. This is
necessary since actions performed by that user are tracked for historical purposes.

If a staff member permanently leaves the organization or a job, delete them from OLDC. If a staff
member takes extended leave, do not delete them from OLDC but remove their assigned programs.

TIPS

When a user’s assignments are removed, their name still displays in the “Edit Current User” list. The name only
disappears once the user is deleted.

To delete a user from OLDC, follow these steps:

1. From the “Roles and Assignments” screen, select the user to delete from Edit Current User. Click the
Delete User button.

Roles and Assignments
Current Users: Select an option from the "Search By" drop-down list, enter text in the "Search Users” field, and then select a nam
« Click "Edit Assignments" to assign job type, to increase or decrease the Programs, Grantees and/or Grants, to assign reports H
Expenditure) and to increase or decrease the actions available for this user.
+ Click "Delete User" to remove the user from the OLDC system permanently.
+ Select a name and click "Copy Assignments” to copy assignments from another user to the selected user.

New Users: To create a new user, fill out the required fields indicated by an asterisk *: First Name, Last Name, Email Address and

» To add an existing GrantSolutions user, click the "Person Search" button. From the following screen, select a name. This name
New User" fields. Click "Add User" to complete this process.

Edit Current User Add New User
Search Name: Fijrst: * Middle:
By Last Name v First. Middle:
Search
Users: Title:
[of1i =lal Smith, Matt (MSmith ) -
Users: Street Street Addri
Address 1:
City: State: Statd
Email: *
Telephone: Ext.

-
Edit Assignments | Copy Assignments Delete User )

Figure 35: Roles and Assignments screen - Delete User button
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2. The message “Once a user has been deleted they are permanently removed from OLDC. Are you sure
you want to delete this User?” appears. Click OK.

i

Microsoft Internet Explorer

\ ? ) Once a user has been deleted they are permanently removed From OLDC, Are you sure you want ko delete this User?

| oK, { [ Cancel

Figure 36: Warning Pop-up Message

3. A confirmation message appears stating the selected user has been removed from accessing the OLDC
system. Click OK.

Microsoft Internet Explorer |

& The selected user has been removed From accessing the OLDC syskem,

Figure 37: Deletion Confirmation Message
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Lesson 6: Password Administration

The Password Administration section gives users with the “Password Administration” role the
capability to reset their staff’s passwords.

To reset a password, follow these instructions:

1. From OLDC Home, click the link User/System Settings.

2. Under the heading “System Settings”, click the link Password Administration.

User Settings

User Preferences personal settings - report form navigation.

View Assignments Review roles and responsibilities.

View Grant Settings Review grant related dates including deadlines, due dates, and extensions.

System Settings

Assignment Delegation Assign job types and delegate roles to users.

(Password Administration ’Qeset passwords for users.

Figure 38: User/System Settings - Password Administration link
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3. The “Password Administration” screen displays. Search for the user that needs their password reset, and
then select their name from the Current Users box.

4. Click the Password Reset button.

Password Administration

Choose the user below then press the button "Password Reset". Email nofifications will be sent.

T scarcn sy

Search Users: [kumad x

Current Users: ([r Kumar1, Krishnal ( )

.’

' Password Reset '
B m———

5. The “Resetting the password will affect all ACF System Accounts. Do you want to reset the password for
the selected user” message appears. Click OK.

Figure 39: Password Administration screen

Microsoft Internet Explorer x|

\ ? ) Resetting the password will affect all ACF System Accounts, Do you wank ba continue ko reset the password for the selected user?

Cancel

:

Figure 40: Pop-up warning message
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6. The “Password has been successfully reset for the selected user and an email has been sent to that
user” message appears. Click OK.

Microsoft Internet Explorer b

The password has been successfully reset For the selected user and an email has been
sent to that user,

Figure 41: Confirmation message

7. The user now receives an e-mail with the new temporary password.
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Appendix A: Job Types and Roles

LIST OF JOB TYPES

Grant Partners

Grant Administrator - Person responsible for creating user accounts and assigning roles to Grantee staff. A
Grant Administrator can create accounts and assign roles to staff members working with a specific program or
grant.

Data Entry Person - Person responsible for entering data into OLDC. The Data Entry Person can create and edit
reports by default. Additional roles may be given, including Certify, Submit, and Unsubmit.

Authorized Official — Person directly involved in the processing of the grant. This might be a Financial Officer
(FO) in charge of budgeting the grant, or a member of an audit team. An Authorized Official has view-only and
Certify roles by default. Additional roles such as Submit may be assigned to the Authorized Official.

Grant Director - Manager of the grant recipient. The default roles are View-only and Certify. The Grant Director
may be given other available permissions if more direct control over grants is required.

View-Only — Read and print report forms, but cannot perform any action such as data entry.
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LIST OF ROLES

Role

Assignment

Add File Attachments

Adds attachments to a report for submission.

Add New User

Creates new users within the organization to have access to
the OLDC system. It also defines the job type and delegate
roles.

Add/Edit/Delete Contact Person

Allows access to the Contact Person section of the OLDC
application. Users can add new contacts, edit existing
contacts, or delete contacts that no longer pertain to the
program or grant.

Certify with Signature Authority

Officially signs a form for submission. This does not submit
the report form to ACF. Report forms must be certified prior to
submission. Users with both Certify and Submit roles must
certify a report form before submitting it.

Create New Grant Form

Creates a new form or report for a specific time period
pertaining to the requirements of the grant.

Delete Existing User

Delete users within the organization that have access to the
OLDC system. Any defined job types and delegations of roles
to that user are also deleted.

Delete Grant Form

Deletes a form, report, or revision after it has been created.
Reports of Submitted status or higher cannot be deleted. This
role also removes all previously entered data and any
reference to the particular file or report.

Director Certify Authority

“Officially" signs a form for submission. Is often used if a
second signature is required for a report form. This does not
submit the report form to ACF. Report forms must be certified
prior to submission. Users with both Certify and Submit roles
must certify a report form before submitting it.

Edit Existing Grant Form

Allows editing of any report, including revisions. Reports of
Submitted status or higher cannot be edited.

Edit Existing User

Edits the roles, job types, and delegated roles of the users
within the organization that have access to the OLDC system.

Help/FAQs

Allows access to the features and functions of the OLDC Help
program and Frequently Asked Questions (FAQ) database.
Recommended for all users.

Password Administration

Allows the Grant Administrator to reset passwords for staff.

Revise Submitted Grant Form

Creates a revision of a form or report for a specific time period
related to the requirements of the grant. In some cases, this
feature is only available upon approval from the ACF Grant or
Program Office.

Search Contact Person

Allows access to the search function within the contact person
section of the OLDC application. Users can search or browse
other users listed, and choose to add them to the contacts list
for the program or grant.

Submit Grant Form

Officially submits a report form for ACF approval. This role
does not certify the report. A report must be certified prior to
submission. Users with both Certify and Submit roles must still
Certify a form before it can be submitted.
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Role Assignment
Un-submit Grant Form Unsubmits a report in two cases. The first case is after

submission of a form but before the ACF Grants or Program
Offices reviews it. The second case is upon notification from
ACF Grants or Program Offices that form changes are
necessary.

View Contact Person Allows access to the contact person section of the OLDC
application. Users can browse and view contacts that pertain
to a user’s program or grant.

View Grant Settings View-only role. Allows access to a listing of important grant
related dates including deadlines, due dates, and extensions
applicable to a user’s program or grant.

View Personal Roles View-only role. Reviews the roles and responsibilities
assigned to the user. These also define the application
capabilities and functions available to the user.

View/Print Grant Form View-only role. Allows the user to view or print any and all
reports, including revisions. Reports of any status can be
viewed as well.

View Status/History Permits the user to see the History and to enter public remarks
in the Remarks section of the Report Form Status page.

HELPFUL HINTS AND TROUBLESHOOTING

o Edit Assignments Breadcrumb (Navigation Link): Clicking the Edit Assignments breadcrumb returns the
user to the “Assign Programs” screen (same as clicking Programs from the Navigation Tree).

o Modifying existing Permissions: When modifying existing permissions such as Notify on Submit or
Primary Contact, make sure the correct Job Type is selected at the top of the screen.




