The comments should be attached to the state’s Module 2 form within OLDC. We suggest
waiting to do the following steps after you have uploaded all of your XMLs. These steps can
also be repeated for Module 4.

1) After completing the XML uploads, return to the OLDC homepage

2) On the left hand side of the homepage, you will click on Report Form Entry (this is the
same step you take to complete/submit the State Plan and Module 1)

3) From the Form Selection screen, you will complete Steps 1 — 3. Under Report Name,
each Module is listed separately, so you will have to submit each Module on its own.
Choose the appropriate Module (for the purposes of this question, it would be Module 2
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4)Choose, the appropriate Reporting Period under Step 4 (10/01/2017 —09/30/2018)
5)Then initialize the report, by selecting the edit icon (the pencil in a box)
a. You’'ll notice in the screenshot below
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6) From the Report Sections screen, select “View/Add Attachments”.
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This table displays the sections of the report form and the status of each. Return to this screen to Validate, Certify, or Submit.
Selections in the dropdown lists may include:

+ Create Section - Indicated by an asterisk (*), copies that section and creates a new blank section.
« Clear Section Data - Deletes all data saved for that section.

Delete Section - Permanently deletes that section and data

Edit Section - Opens the form section in a data-entry version.

Print Section - Opens a new browser window with the report in a print-friendly version
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7) From the Form Level Attachments screen, select “Choose File” to browse for your

document and then click attach file. Once the file has uploaded, click close (it will first
show as pending as the system scans for viruses. You do not have to remain on this

screen.
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8) Now back on the Report Sections screen, select “Validate”. Once the report is Validated,
a button to Submit will appear next to the validation button, letting you know that your
report is ready for submission.

9) You can print the entire report after submission.
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