
  

 
 

 
 
 

    
 

  
 

  
        

  
 

    
 

     
     
     

           
          

 
       

 

 

 
       

January 2023 

EAC Quick Sheet: Submit a Federal Financial Report in Online Data 
Collection (OLDC) 
Audience: EAC Grant Recipients 

FEDERAL FINANCIAL REPORT PROCESS 
The Election Assistance Commission (EAC) utilizes the Online Data Collection (OLDC) service to collect and 
process reports about business needs. OLDC is an online repository of forms and attachments that stores data 
from recipient users in reports. Completed reports are sent to grantor users for approval based on Program 
Name, Grantee Name, Report Name, and Funding/Grant Period. 

To process a report for EAC Grants staff approval, a recipient user with the data entry permissions must initiate 
a report. This process includes creating, editing, and saving the report sections with the required information. 
After verifying information and correcting errors, the recipient must validate the report to move it forward. 
Next, a recipient user with the authority to certify must electronically sign the report. Lastly, a recipient user 
with the authority to submit the report must officially submit the report to EAC for review and approval. 

The figure below represents the submission workflow steps Grant Recipients will follow outlined in this quick 
sheet: 

The last section of this document provides step-by-step instructions on how to revise a submitted report. 
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To initialize and save a new Federal Financial Report (FFR), follow the steps below: 

1. From the latest version of a preferred internet browser, such as Google Chrome or Firefox, go to 
www.Grantsolutions.gov. 

2. The “GrantSolutions Public Website” screen appears. Click the Login button. 

3. The “GrantSolutions Login” screen appears. Click the Login.gov button. 
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4. The “Login.gov Sign in” screen appears. Enter your Email Address and Password, then click the Sign in 
button. 

5. The “My Grants List” screen appears. Click the Avatar drop-down and select the Online Data Collection 
option. 
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6. The Regular “OLDC Home” screen appears in a new window. Click the Report Form Entry hyperlink to 
start a new report. 

7. The “Form Selection” screen appears. Click the Program Name drop-down and select a Program option. 

4 



  
  

 
 

 
 
 
 

       

 

        

 

  

5
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8. Click the Grantee Name drop-down and select a Grant Recipient. 

9. Click the Report Name drop-down and select the Federal Financial Report (EAC FFR SF-425) option. 
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The Funding/Grant Period drop-down appears and auto-populates the current grant period. The “Form 
Selection” screen refreshes, and available report(s) for the organization appear in a results table. 

10. Locate the reporting period start and end date range from the Reporting Period column, then click the 
Create button in the Actions column. 
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The “Report” screen appears. An information box displayed at the top of the screen contains the following 
fields: 

a. Program Name 
b. Grantee Name 
c. Report Name 
d. Funding/Grant Period 
e. Report Period 
f. Report Status 

11. Verify that the information is correct before proceeding. 

As a report progresses through the workflow, the Report Progress Bar changes status. In this example, the 
report is in the Initialized status once the create button has been selected. 

Note: The option to print is available. To print a report, click the Print button. 
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Help text is available for certain cells. To access help text, click the cell hyperlink. 

The help text window appears. Click the OK button to close the help text window. 
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While completing the FFR, click the Save button often to retain all information entered. 

12. The information in sections 1, 2, 3, 4a, and 4b is auto-populated. Verify that the information is correct, 
then proceed to the next step. 
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13. In the Report Type section, select the Report Type radio button. Report Type options include: 
a. Quarterly 
b. Semi-Annual 
c. Annual 
d. Final 
Note: If a submitted report has the wrong Report Type, the report will be rejected. Navigate to the how 

to make changes to a report or if EAC rejects a report section of this document and follow the directions. 

14. In the Basis of Accounting section, select the Cash or Accrual radio button. 

15. The Project/Grant Period section is auto-populated but can be modified. To edit the Project/Grant 
Period click the To: and From: text boxes and enter the desired date. 

16. The Reporting Period End Date section is auto populated but can be modified. To edit the Reporting 
Period End Date click the (Month, Day, Year) text box and enter the desired end date. 
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17. In the TRANSACTIONS section, go through each cell and enter the dollar amount in the corresponding 
Cumulative text box. 

18. In the Indirect Expense section, click the Type drop-down and select an expense type option. 

19. In the Rate section, enter the indirect cost rate in the text box. 
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20. In the Period From section, click the Period From drop-down and select the desired date. 

21. In the Period To section, click the Period To drop-down and select the desired date. 

22. In the Base, Amount Charged, and Federal Share sections, click the text boxes and enter the dollar 
amount. 

23. To add an Indirect Expense, click the Add button. 
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The report screen refreshes, and a new indirect expense row appears. 

24. To delete an Indirect Expense, select the checkbox in the Delete column. Then click the Delete Marked 
Rows button. 

The screen refreshes and the indirect expense row has been deleted. 

25. In the Remarks section, click the text box and enter the dollar amount for each field. 
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26. Click the Source of program income text box and enter the source of program income name. 

27. In the Amount column, click on the text box and enter the dollar amount. 

28. To add another Source of program income, click the Add button. 
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The screen refreshes and a new Source of program income row appears. 

29. To delete a Source of program income, select the checkbox in the Delete column and click the Delete 
Marked Rows. 

30. In cell f, click the text box and enter the necessary information. 

15 



  
  

 
 

 
 
 
 

     

 

    

 

  

16

EAC Quick Sheet: OLDC FFR Process 
January 2023 

31. To add an attachment, click the View/Add Attachments button. 

32. The “Form Level Attachments” window appears. Click the Choose File button. 
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33. Select the file, then click the Attach File button. 

34. The successful file upload message appears. Click the OK button. 
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The file appears in the Form Level Attachments tab. 

35. To close the attachment window, click the Close button. 
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37. Ensure all sections of the FFR are complete and accurate, then click the Save button to save the changes 
made to the report. 

The Edit-Saved checkbox is checked in the Report Progress bar. 
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To validate the report, users with the validate permissions will follow the steps below: 

1. Log into GrantSolutions, navigate to the “OLDC Home” screen and click the Switch Home Page 
(Enhanced) hyperlink. 

2. In the My Recent Activity tab, locate the report and click the Edit option from the Actions drop-down. 

3. Click the Validate button to validate the report. 
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If errors occur, follow the steps below. If no errors exist, the report will be in the Validated status. 

Upon clicking the Validate button, if an error exists, an error message appears above the report header. 

4. To resolve the error, click the Goto Error hyperlink and edit the appropriate field. 

5. Upon fixing the error, click the Validate button. 

The Validated checkbox is checked in the Report Progress bar. 
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To certify the report, users with the certify permissions will follow the steps below: 

1. Log into GrantSolutions, navigate to the “OLDC Home” screen and click the Switch Home Page 
(Enhanced) hyperlink. 

2. In the My Recent Activity tab, locate the report and click the Edit option from the Actions drop-down. 

3. Click the Certify button. 
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4. The certify notification appears. Click the OK button. 

5. In the Certification section, click the Click to Sign button. 

6. The confirm certify window appears. Click the OK button. 
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7. The screen refreshes. Scroll down to the Certification section to review the contact information and date 
of signature. 

Note: If the pre-populated contact information is incorrect, please contact the GrantSolutions Help Desk at 
help@grantsolutions.gov or by phone dial 1-866-577-0771. 

The Certified checkbox is checked in the Report Progress bar. 
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To submit the report, users with the submit permissions will follow the steps below: 

1. Log into GrantSolutions, navigate to the “OLDC Home” screen and click the Switch Home Page 
(Enhanced) hyperlink. 

2. In the My Recent Activity tab, locate the report and click the Edit option from the Actions drop-down. 

3. Click the Submit button. 
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4. The submit report message appears. Click the OK button. 

5. The report received confirmation message appears. Click the OK button. 

The “Report Form Status” screen appears. 

The submitted report and attachments appear under the Report Form Status section. 
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Once a report is submitted, if changes need to be made or if EAC rejects the report, the report will need to be 
unsubmitted and uncertified. However, the option to unsubmit is unavailable if the report progress is in the In 
Review status. 

Note: Only users with permissions can perform the unsubmit and uncertify process. 

To make changes to a report, follow the steps below: 

1. On the Regular “OLDC Home” screen, click the Switch Home Page (Enhanced) hyperlink. 

The Enhanced “OLDC Home” screen refreshes with the My Recent Activity, Activity Report, and Report Due tabs. 
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2. In the My Recent Activity tab, locate the correct report in the Submitted status. 

3. In the Actions column, click the Actions drop-down and select the Report Status option. 

28 



  
  

 
 

 
 
 
 

       
 

 

     

 

  

29

EAC Quick Sheet: OLDC FFR Process 
January 2023 

4. The “Report Form Status” screen appears. In the Report Action column, click the Unsubmit Report 
button. 

5. The unsubmit confirmation message appears. Click the OK button. 
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The screen refreshes, and the report is in the Certified status. 

6. In the Report Submissions column, click the Edit Original button. 
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7. The “Report” screen appears. Click the UnCertify button. 

8. The uncertify verification message appears. Click the OK button. 
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The report refreshes and is now in the Saved—Validated status. Changes can now be made to the report. 

Once changes are complete, the report must be validated, certified, and submitted to EAC Grant’s staff for 
approval. 
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