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Introduction 

The GrantSolutions Grants Management Module (GMM) and Online Data Collection (also known as inForm) 

provide a convenient way for Grantees to submit the SF-429 forms and for Grantors to review and approve or 

reject the forms.  

Program Office staff may view or print SF-429 forms submitted by Grantees. 

The SF-429 consists of a total of three forms: Attachment A, Attachment B, and Attachment C. The Cover Page 

section is available and must be completed for each form. 

 The SF-429 Attachment A (General Reporting) is an annual report that is submitted once during the 

budget period at the time the Final SF-425 is submitted.  

 The SF-429 Attachment B (Request to Acquire, Improve, or Furnish) is created on an ‘as needed’ basis. 

The Grantee can submit a request as soon as the grant is available in GrantSolutions, even after the 

grant is closed. 

 The SF-429 Attachment C (Request for Disposition) is created on an ‘as needed’ basis. Grantees can 

submit a request as soon as the grant is available in GrantSolutions, even after the grant is closed. 
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GRANTEE WORKFLOW 

Grantees need to perform specific steps to submit the SF-429. Those steps are listed below: 

1. Login to the GrantSolutions Grants Management Module (GMM), access Online Data Collection, and 

navigate to the SF-429. 

2. Enter and edit data, and save sections. 

3. Validate the SF-429 to check against rules. 

4. Certify the form to electronically sign. 

5. Electronically submit the SF-429. 

 
Figure 1: SF-429 Submission Process Workflow for Grantees - Steps are Save, Validate, Certify, and Submit 
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GRANTOR WORKFLOW 

After the SF-429 is submitted by the Grantee, Grantor staff clicks the Review button from the “Report Form 

Status Page” to take ownership.  

Once the form is under review, it can be approved to transfer the data to the Property Tracking and 

Management System (PTMS), or rejected for changes.  

Important! When a form is approved, it can no longer be rejected for changes. However, once approved, a 

revision may be created. 

The Grantor approval process workflow is as follows: 

 
Figure 2: SF-429 Attachments A, B, and C Grantor Approval Workflow 

To change an approved form, Grantees may create a revision. A revision is an exact copy of the original 

submitted form except the fields are open for edits. The original form is retained on the “Report Form Status” 

page for historical purposes. 

Important! A timeout warning message appears after 25 minutes of inactivity. Activity includes clicking any of 
the actions buttons (e.g. View Attachments, Review, Print, Approve, or Reject) or navigating to another screen. 
When the timeout warning message appears, click the OK button to continue working for another 25 minutes.  
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Login 

GRANTORS WITH ACCESS TO THE GRANTSOLUTIONS GMM 

Grantors access the SF-429 from the GrantSolutions GMM.  To log in: 

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

www.grantsolutions.gov.   

2. The “Grants Center of Excellence” Home page appears. Click the button Login to GrantSolutions.  

 
Figure 3: The Grants Center of Excellence Home page 

3. The “GrantSolutions” login screen displays. Login with your PIV card or with your Username and Password. 

 
Figure 4: GrantSolutions login screen - Username field, Password field, Login and HHS PIV buttons 

  

http://www.grantsolutions.gov/
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4. The “Grants List” screen appears. From the menu bar, select Online Data Collection. 

 
Figure 5: Grants List - Online Data Collection menu option 

5. The Online Data Collection “Home” page appears in a new window. 

 
Figure 6: OLDC Home screen 
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LOGIN FOR GRANTORS THAT DO NOT USE THE GRANTSOLUTIONS GMM 

Important! Grantors that do not use the GrantSolutions GMM access the SF-429 from the GrantSolutions 

“Portal” screen.  To log in and access the SF-429: 

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

www.grantsolutions.gov.   

2. The “Grants Center of Excellence” Home page appears. Click the button Login to GrantSolutions.  

 
Figure 7: The Grants Center of Excellence Home page 

3. The “GrantSolutions” login screen displays. Login with your PIV card or with your Username and Password. 

 
Figure 8: GrantSolutions login screen - Username field, Password field, Login and HHS PIV buttons 

  

http://www.grantsolutions.gov/
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4. The “Portal” screen opens. Select Reporting/Monitoring – OLDC from the menu bar. 

 

Figure 9: GrantSolutions Portal screen - Reporting/Monitoring - OLDC menu 

5. The Online Data Collection “Home” page appears in a new window. 
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Navigation 

The Online Data Collection menu list is available from the “Home” screen. From the menu, users can access their 

forms. 

 
Figure 10: Home screen 

Navigation links appear and disappear towards the top of the screen as different pages are accessed. Click any of 

the Navigation links (breadcrumbs) to return to previously visited screens. For security purposes, do not use the 

back button. 

 
Figure 11: Navigation links 
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Access the SF-429  

VIEW THE SF-429 

Grantors may access the SF-429 from the Report Form Entry Menu. To view a form: 

1. From the OLDC “Home” page, select Report Form Entry. 

 
Figure 12: Home page – Report Form Entry menu link 

2. The “Form Selection” screen appears. Under Step 1, use the drop-down menu to select the Program Name. 

3. Under Step 2, use the drop-down list to select the Grantee Name (Grantee organization). 

Note: If assigned to a large number of Grantees and additional search filter may appear for use. 

4. Under Step 3, use the drop-down list to select the form (in this example it is Status Report Attachment A (SF-

429 A). 

 
Figure 13: Form Selection screen 
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5. The screen refreshes and steps 4 – 7 appear. Please note that the available steps may differ depending on 

the form type (SF-429 A, B, or C) selected in Step 3. 

6. Under Step 4, use the drop-down list to select the Grant number. 

7. Under Step 5, use the drop-down list to select the Budget Period/Year of Support. 

 

Figure 14: Form Selection screen - Steps 4-6 

8. Under Step 6, selected the desired Period Covered By This Report radio button. 

9. Under Step 7, use the drop-down button to select the action View/Print/Status/Approve Report. 

10. Click the Enter button. 

 

Figure 15: Form Selection screen - Step 7 and the Enter button 
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11. The “Report Form Status” page appears, 

 

Figure 16: Report Form Status page 

  



View and Print the SF-429 
 

 

 

12 

REPORT FORM STATUS PAGE 

The “Report Form Status” page is an excellent resource for following a forms progress. From the Status page, 

easily check the SF-429’s status, attachments, history, and contact information. 

Report Form Status Table 

The Report Form Status table contains the following columns: 

 Report Submissions: View submitted forms. 

 Report Status: Tracks the steps a report has taken within Online Data Collection. For example, a new 

report form displays an "Initialized" status. After a form is saved, the status changes to "Saved".  

 Status Date: The last time a change was made to the form.  

 Report Action: No actions are available for view only roles.  

 Print: Allows the user to view or print the form from the browser (HTML), as a PDF, or as a PDF w/ 

Attacments (the last option is only available for forms that are in the submitted status or later). 

 
Figure 17: Report Form Status Page - Report Form Status table 

  



View and Print the SF-429 
 

 

 

13 

File Attachments 

All files attached to an SF-429 are available from the File Attachments section.  

 

Figure 18: File Attachments section 

 

History 

The Status page contains information about a report’s History, such as the name of the person who validated 

the report and the date and time the action was taken.  

 
Figure 19: Report Form Status Page - History 
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Contacts 

A list of primary contact names, phone numbers, and e-mail addresses are listed under Contacts on the Status 

page.   

 
Figure 20: Report Form Status Page – Contacts 

 

Report Sections 

1. To view the SF-429 from the Report Form Status page, click the View Original button. 

Note: When there is a revision (an editable copy of of the original approve form), there is another row 

containing the View Revision # button. 

 

Figure 21: Report Form Status page - View Original button 
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2. The “Report Sections” screen appears.  

3. Click the Print Full PDF button to open the full report as a PDF (not including attachments). 

4. The SF-429 Sections Table contains two or more sections. The table also contains the Action drop-down lists 

and the Section Statuses. The two possible actions are as follows: 

 Print Section: Opens the selected section as a PDF in a new window. 

 View Section - Opens the form section in a read-only version 

5. To view a section, select View Section from the Perform Action column, and click the Go button. 

 

Figure 22: Report Sections screen - View Section drop-down and Go button 
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6. The “Report” screen opens to the selected section for viewing. Use the Next Section or Previous Section 

buttons to navigate to a different section. 

7. To view a documentation attached to a cell, click the paper clip icon located to the right of the field name.

 

Figure 23: Report - section screen 
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8. The Attachments screen opens in a new window. Click the attachment file name to open. When done click 

the X in the upper right corner to close the window. 

 

Figure 24: Manage Attachments window 

 

9. When done viewing the form, either click the Form Selection navigation link return to the Form Selection 

screen and select a new form or Grantee, or click the End OLDC link to close OLDC. 

 

Figure 25: Form Selection and End OLDC links 


