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Chapter 3
Ongoing Progress Report (OPR)  
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Accessing the Online Data 
Collection (OLDC) Portal
To access the Ongoing Progress Report (OPR) you need to get into the On-
line Data Collection (OLDC) system.  At the top right of your grant navigation 
page you will see your initials in capital letters. Click on the pull-down list 
next to it and choose "Online Data Collection"

You will be taken to the Online Data Collection page. Choose the "Report 
Form Entry" link located on the left side of the page.

Figure: OLDC Access
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The Program Name and Recipient Name field will be automatically populated 
with your grant information. You will then need to select the Performance 
Progress Report (OPR) from the Report Name field by selecting the drop-
down menu and finding the correct report.

Figure: Form Selection

Figure: Choose Report Form
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Figure: Page Navigation 

Your current Funding/Grant Period should then automatically populate the 
next field, but if not, select the correct grant period from the dropdown 
menu. Once selected, you will see a list of required Semi-Annual Reporting 
for the entire project period. Review the list to find the correct report for the 
current reporting period, then select the plus icon in the far right column ti-
tled, “Actions.” If you have already initiated the report, you will see additional 
icons appear. By hovering your cursor over the icon, you will see what each 
one allows you to do. Click the action for “Edit”.

Figure: Form Selection Expanded

A new page will appear with a listing of each report section. Each section 
has a dropdown menu with actions that you can select, as well as a status. 
If you’ve begun the report, but have not saved anything yet, the Section 
Status will read “Initialized.”
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At the top of the page, you’ll see a navigation bar with “Previous Section 
(does not appear on Cover Page),” “Save,” “View/Add Attachments,” “Val-
idate,” and “Next Section.” You’ll want to save any edits you make before 
selecting next section. If you choose next section without saving, you may 
receive a pop-up reminder. When you are finished reporting, select validate 
to check for errors.

Select “Edit” from the Cover Page dropdown menu and the cover page will 
load. Here, you will see several fields that are automatically populated with 
your organization and grant information. Be sure the information is accurate 
and fill in any blank fields before moving on. 

Figure: Navigation Bar

Figure: OPR Cover Page



49 2022 POST AWARD MANUAL

Figure: Navigation Part 2

After editing and saving the Cover Page section, you can move on to Section 
A and report on your Objective Work Plan Status/Update. Again, be sure to 
save before clicking, “Next Section.”

If you need to take a break and come back to edit the OPR, you can 
jump to a specific report section by using the dropdown menu at the top 
of the webpage.

Figure: OWP Progress Section
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The following several sections will ask you to report on project accomplish-
ments, including the status of each activity and the outputs your project 
generated. You’ll also need to select whether the activity is completed, on-
going, delayed or not applicable to the current reporting period. Be thorough 
in reporting the details of your activities. If you are delayed for any reason at 
this halfway point during the current project year, then explain why and how 
you intend to catch up. 

Do this for each year and objective of the project. Past years will automati-
cally populate based on past submitted reports. You can input “Not Applica-
ble This Reporting Period” into fields that apply to future reporting periods. 
Do not leave any box blank or you will have validation errors. 

Continue to click “Save” and then “Next Section” until you have completed 
all years and all objectives.

Figure: OWP Progress Section Year 2 Page
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After Project Year reporting, you’ll move on to the Staffing Section. Review 
and update this section accordingly. If you have had a change in project 
staff, explain the reasons why. 

Figure: Staffing Section
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In the next section on Challenges, describe any issues you have faced and 
whether you have overcome them. If you were able to address your chal-
lenges, explain how you succeeded. If you have not overcome challenges or 
need extra help, let ANA know you would like training and technical assis-
tance at this time. 

NOTE: You can ask for immediate training and technical assistance by con-
tacting your Project Specialist or your regional ANA T/TA Center, directly.

Figure: Challenges Section
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When you move on to the Financial Section, you will be asked to enter actual 
expenditures for each quarter of the current reporting period and briefly 
explain if the forecasted and actual do not match. Don’t worry if the Fore-
casted columns are blank or contain zeroes ($0), you cannot edit Forecasted 
amounts. Simply make note of it box 3a. If this section does not validate, you 
may need to enter just one dollar ($1) into the future funding quarters as a 
placeholder for future expenditures.

Figure: Financial Section 
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In the last section, you will have the opportunity to share Other information 
that the OPR did not already capture. This might include success stories, 
staff recognition, and anything else you’d like ANA to know.

Second Semi-Annual Report
The second semi-annual OPR includes additional sections for you to report 
on data elements that aid ANA in their accountability to Congress. ANA re-
ports annually to Congress on how its funding was used and the impact the 
funded projects had in Native communities.

When completing the second semi-annual OPR, you will want to use the 
same steps used above to access the report. Fill out all of the sections as 
in the first semi-annual OPR and in section A-Objective Work Plan, you will 
need to update the status for any activities that were listed as "On-going or 
Delayed" by using the expansion tab at the bottom right corner of the text 
box.  Don’t forget to update the "Status of Activity" in the last column too.

Figure: Other Section
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The second semi-annual OPR includes seven additional sections (Sec. F-L). 
In these sections you will report on the entire budget period (YR1, YR2, 
etc.) and not just on the reporting period. In section F you will report on the 
project indicators.  These can be found in the Outcome Tracker submitted 
with your application.  Fill out this section, save your work and go to the next 
page.

Figure: Section A-Objective Work Plan-Use of the Expansion Tab

Figure:  Outcome Tracker 
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In section G you will report on intergenerational interaction between Elders 
and Youth.  Click on the appropriate bubbles then save and go to the next 
page.

In section H you will identify who wrote the grant.  Save your work and go to 
the next page.

Figure:  Elders and Youth Section

Figure: Development of Grant Application
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In section I you will report on partnerships.  Add rows for questions #1 and #2 if 
you have more than one partnership in place at the end of the budget period. 

In section J you will report on any community involvement that happened 
during the budget period.

Figure: Community Participation Section

Figure: Partnership Section
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In section K you will report on benefits provided to your community as a re-
sult of your project. Answer each question accordingly and move to the next 
section of the report.

Section L is the last section of the report and this is where you will talk 
about Lessons Learned during the budget period you are reporting on.  
Once you have completed this section, click on the "Save" button and then 
click "Validate". Correct any error messages that might pop up, contact the 
AOR to "Certify and Submit" the report.  Now you’re done!

Figure: Native Business Section

NOTE:  Once the report is submitted you will not be able to make any 
changes.  You will need your Program Specialist to release the report back 
to you before you can edit it.

Toolkit Page 13   
Activity 7

Figure: Lesson Learned Section
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Finalizing the Ongoing 
Progress Report (OPR)
Review all sections of the OPR before beginning the validation process.  Any 
missing data or incomplete fields will result in validation errors that can pre-
vent you from submitting your report.  

Pay particular attention to Section A. OWP, you must provide a description 
of work performed during the reporting period.  If you have activities that 
you didn’t start on time or were contingent on another activity that was de-
layed you must describe why the problem arose, when you expect to begin 
the work and how will the delay effect the completion.  Do not leave the 
description of the activity blank because you experienced challenges or de-
lays.  Explain them.  A blank activity description will trigger a validation error 
and the system will not allow you to submit the report until the error is fixed.

VALIDATING, CERTIFYING AND SUBMITTING A REPORT 
IN OLDC

Validate
Click the Report Sections link toward the top of the screen.

Figure Report Sections

Once the data is entered and saved for each section, the entire form must 
be validated. Validate checks the form for errors and missing data. Click Vali-
date from a section or from the “Report Sections” screen.

Figure: Validate Button

NOTE:  A blank copy of the entire OPR report can be found in Appendix 5.
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The screen refreshes and the status updates.

If the report status is Saved with Errors, an error message appears at the top 
of the Report screen. The errors must be corrected and the report revalidat-
ed. A report with errors cannot be certified or submitted.

1.	 Click the Go to Error link to go directly to the field in need of corrections.
2.	 Click the Long Description link to view a description of the error.

Figure: Report Progress

Figure: Go to Error



61 2022 POST AWARD MANUAL

Use the same process outlined for Error Messages to correct warnings.

Figure: Warnings

NOTE: If the status is Saved with Warnings, the warnings should be 
corrected. However, a report with warnings can still proceed through the 
approval process (certifying and submitting).

Certify
After the entire report is successfully saved and validated (no errors), the 
Recipient Authorizing Official electronically signs the report. Click the Certify 
button from the “Report Sections” screen.

Figure: Certify Button
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A pop-up message appears stating “Changes made after saving and vali-
dating this form will be lost. 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.” Click OK.

Figure: Changes Made Warning and OK Button

Figure: Click to Sign

The screen refreshes and the status is Certified. Click the Report Sections 
navigation link towards the top of the page.

Figure: Report Sections

The “Cover Page” section opens. In field 12b, select the Click to Sign button.
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Submit
The last step is to electronically send the OPR to ANA. From the “Report 
Sections” screen, click the Submit button.

Figure: Submit Button

A pop-up message appears stating “This will officially submit your report. Do 
you wish to continue?” Click OK.

Figure: Do you wish to continue? And, OK button.

A confirmation message appears stating “We have received your report. This 
page shows all reports we have received along with attachments.” Click OK.

Figure: Report confirmation message and OK button
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The “Report Form Status” page appears and the report is in the Submitted 
status.

An email confirmation of the report submission is sent to designated grant-
ors and recipients.

Figure: Report Status Submitted

Figure: Email Notification
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Change a Submitted Report
When a report is submitted by the recipient but is not yet In Review by ANA, 
the recipient may take the report back to make changes. Contact ANA if the 
report is already in the Review status.

When a report is edited, it must be re-Validated, Certified, and Submitted to 
complete the process. Previous due dates apply.

Figure: Resubmitting a Report
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Revisions
Once the OPR is approved, the process is complete. However, if a recipient 
needs to make a change, they have the option of creating a revision.

A revision is an exact duplicate of the Accepted OPR, only the data fields are 
open and modifications can be made. The original report does not change 
and can be accessed by clicking “View Original” from the Report Form 
Status page. There is no limit to the number of revisions for a single report. 
However, if a revision is made after the OPR’s due date, the Recipient is not 
able to submit the revision and must instead contact their ANA Program 
Specialist for assistance.

NOTE: Revisions may only be created for the OPR. To request changes to 
the OWP, please contact ANA staff. 

To create a revision:
1.	 Log into the GrantSolutions Grants Management Module (GMM) (https://
home.grantsolutions.gov/home).

2.	 Click the menu Online Data Collection.

Figure: Online Data Collection
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3.	 The OLDC “Home” screen appears. Click Report Form Entry.

4.	 The “Form Selection” screen displays. Select the Program Name, Grantee 
Name, and Report Name (in that order).

5.	 The screen refreshes. Select the Funding/Grant Period from the drop-
down list.

Figure: Report Form Entry

Figure: Form Selection
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6.	 Select the Report Period. 

NOTE: Ensure the Report Status says Submission Accepted by CO.

7.	 Select the Action New/Edit/Revise Report, and then click the Enter but-
ton.

8.	 The “Report Sections” screen opens. The screen appears exactly like the 
original report. However, the report name now also includes the Revision 
number. The submission of a Revision follows the exact same process as 
the submission of the original OPR: Initialize, Save, Validate, Certify, and 
Submit. If a Revision needs to be made after the due date is passed, the 
Federal Office may need to submit on behalf of the recipient.
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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 Accepted Report.

Figure: Report Submissions View Revision Button




