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Quick Sheet: Upload Reports to OLDC in Excel or XML Format 
Audience: HUD Grant Recipients 
 
INTRODUCTION 
US Department of Housing and Urban Development (HUD) Grant Recipients now have the option to complete 
the Standards for Success Annual (PRL) Report in a Microsoft Excel or extensible Markup Language (XML) 
template and upload it to GrantSolutions inForm, also referred to as Online Data Collection (OLDC). If you decide 
to submit your Standards for Success Annual (PRL) Report using either of these options, you must first notify 
HUD of your intention at AskGMO@hud.gov in order to acquire this functionality in GrantSolutions. You may 
find the templates at www.hudexchange.info/programs/standards-for-success/ under “Reporting Tools”, 
clicking on Other case management system, and clicking on the appropriate links. 
 
Important! Once uploaded, reports must still be validated, certified, and submitted in OLDC. 
 
UPLOAD A REPORT 
To upload a report that was completed in either the provided MS Excel or XML template, perform the following 
actions: 
 
1. Log into GrantSolutions OLDC (www.grantsolutions.gov). 

2. From the OLDC Home screen, click the link Report Data Upload from the side navigation menu. 

 

  

http://www.hudexchange.info/programs/standards-for-success/
http://www.grantsolutions.gov/
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3. The “Report Data Upload” screen appears. Select a Program Name from the first drop-down list. 

4. Select a Grantee Name from the second drop-down list. 

5. Select a Report Name from the third drop-down list. 

 

6. The screen refreshes and two additional drop-down lists appear. Select the Funding / Grant Period from the 
fourth drop-down list. 

7. Select the Report Period from the fifth drop-down list. 
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8. The screen refreshes and the File Upload box appears.  

  

9. Upload the file in one of two ways: 

• Option 1: Drag and drop the completed template from your computer to the File Upload box. 
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• Option 2: Select the here link from the File Upload box and navigate to the completed template to 
add. 
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10. The “Upload complete” message appears. A link is available to upload another file if needed. 

 

11. Once the file is successfully uploaded it is in the Saved status. The report must still be Validated, Certified, 
and Submitted before the process is complete. Return to the main menu clicking the OLDC Home link. 

 

12. The “OLDC Home” screen appears. Click the link Report Form Entry. 
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13. The “Form Selection” screen appears. Select the Program Name, Grantee Name, Report Name, Funding / 
Grant Period, and Report Period. 

 
Tip: The Report Status is Saved. 
 
14. Select the Action New / Edi t/ Revise Report and then click the Enter button. 
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15. The “Report Sections” screen appears.  

 

16. From “Report Sections”, users with the assigned authority perform the following actions: 

• Validate 

• Certify (Click to sign on the Cover Page) 

• Submit (return to the Report Sections screen to submit) 

17. Once submitted, the report is received by the Grantor. 
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My Uploads 
Towards the bottom of the “Report Data Upload” screen, click the blue plus sign to expand the My Uploads bar 
and view the status of your uploaded files. 

 

All uploaded files appear. Click the down arrow to view more information about an uploaded file. 
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The row expands, and upload details are visible.  

 
 

Program and Grantee Uploads 
Click blue plus sign to expand the Program and Grantee Uploads bar and filter your uploaded files by Program 
Name and Grantee Name. 
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Select the Program Name and the Grantee Name from the drop-down lists and the list of uploaded files appears.  

 

Click the down arrow to view more information about an uploaded file. 
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