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INSTRUCTIONS FOR ACCESSING THE FEDERAL VOCA ASSISTANCE REPORTING 

SYSTEM AND COMPLETING THE FEDERAL VOCA ASSISTATNCE SUBRANTEE 

QUARTERLY REPORT 

 

As of the October – December 2015 quarter, VOCA Assistance subgrantees are required to complete a 

quarterly report in the federal reporting system (PMT), in addition to the report required by the state that 

is currently submitted in the COGMS system.  Listed below is information about this new requirement, 

including instructions on how to access and complete the report. 

WHO TO CONTACT IF YOU NEED HELP: If you have questions about how to complete the report or about how 
to access the system, you should contact your Office for Victims Programs (OVP) grant manager.  If we are 
unable to help you, we will refer you to the PMT help desk; they can be reached by phone at 1-844-884-2503 
and via email at ovcpmt@csrincorporated.com.  
 
USER ACCOUNT:  You must have a user account set up in the federal reporting system before you will be able to 
access your quarterly report.  All VOCA subgrantees have been set up in the federal system and the project 
director listed on your grant should have received an email from the federal OVC PMT system with a link and 
instructions on how to set up a user account and password.   Once the project director sets up a user account, 
additional users can be set up in the system.  If you have not received information about how to set up a user 
account, please contact Debbie Kasyon at 303-239-5703 or debbie.kasyon@state.co.us.  If she is unable to 
resolve the issue, you will be asked to contact the OVC PMT help desk at 1-844-884-2503 or 
ovcpmt@csrincorporated.com.   
 
HELPFUL TIPS BEFORE YOU GET STARTED: 
1.  You will be timed out of the system 30 minutes after you stop saving data; click the save button often. 
 
2.  You do not have to complete your report all at once. Clicking the SAVE or SAVE & CONTINUE buttons within 
the report will save your work.  When you log back in to the system you can continue from where you left off.   
 
3.  A copy of the federal reporting form, with instructions and an appendix with definitions, is available on our 
website at http://dcj.ovp.state.co.us.  You will find it under Reporting Forms & then VOCA.  It is titled VOCA 
Federal Subgrantee Report Sample.  You cannot complete the federal report from our website; this is only a 
sample document with instructions.  
 
4.  You may now count an individual in more than one victimization category (Question 6A – Types of 
Victimizations), but you MAY NOT count them more than once within the same victimization type. For example, 
if an individual presents as a Domestic and/or Family Violence victim and an Adult Sexual Assault victim, you can 
now count that victim once for each type of victimization – domestic violence and sexual assault – but you 
would not count them twice in the domestic violence category.   
 
5.  You can now count the number of times you provide a service to a victim (Question 9).  For example, if you 
provide "referral to other victim service programs" to an individual on three different occasions, you may count 
that service three times in the quarter/reporting period. 
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ACCESSING THE FEDERAL SYSTEM AND COMPLETING YOUR REPORT: 
 
1.  Log in to the federal reporting system at https://www.ovcpmt.org.   
 
2.  Enter your user name and password where indicated 
 

 
3.  Click the OVC PMT button

 
 
  

https://www.ovcpmt.org/
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4.  Select your agency (there should be just one option for most agencies) 

 
 
5.  At this screen you can review your Subgrant Award Report (SAR).  This is information that has been entered 
for you by the state.  You can only review the information.  This is also the screen where you will access your 
quarterly report by clicking the Enter Data tab at the top of the screen. 
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6.  Once you click the Enter Data tab, you will select the quarter for which you are reporting.    
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7.  At the next screen, you will begin to enter your quarterly data.  The first 4 questions are specific to how your 
agency is tracking individuals/clients.   
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8.  Question 2 is asking if your agency is able to identify individuals/clients as new or continuing throughout the 
grant period, not just for the quarter (reporting period).   If you are able to track information this way, you will 
answer YES and then go directly to question 4. 
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9.  If you answer NO to question 2, you will go to Question 3, which is asking if your agency is able to track the 
number of NEW individuals/clients that received services for the quarter/reporting period.   All agencies, with 
very few exceptions, are able to track the number of NEW individuals/clients during each quarter/reporting 
period.  If you feel you need to answer NO to this question, please contact your grant manager at OVP to 
discuss. 

 

 

10.  Question 4 is asking you to report the number of NEW individuals/clients who received services for the first 
time during the quarter/reporting period (see above screen shot).  Please note that ALL individuals/clients are 
considered NEW for the October – December time period, not January – March as we have counted in the 
past.  This change is related to new federal reporting requirements.   
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11.  Question 5 asks you to report demographic information on all NEW individuals/clients served during the 
reporting period.  Note that the demographic categories include a NOT REPORTED and a NOT TRACKED option.  
Per the federal Office for Victims of Crime (OVC), NOT REPORTED means that your agency collects this 
information but it was not provided or indicated by the person completing the intake form.  NOT TRACKED 
means that your agency is unable to submit demographic information because you need to change your data 
collection system AND efforts are underway to track this information. Very few agencies will mark NOT 
REPORTED or NOT TRACKED.  
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12.  In question 6 enter the number of individuals (all victims, not just new clients) who received services by type 
of victimization.  SOMETHING NEW:  Agencies can count individuals in more than one victimization 
type/category, though you cannot count an individual more than once within the same victimization type.  Also 
note that you can hover over an underlined item for a definition of crime type in this section.  
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13.  Question 7 asks you to report the number of individuals you assisted with victim compensation.  

In question 8, you need to indicate which types of services you provided to your clients.  Once you click a specific 
service type (such as information and referral), that service category will open up and you will be asked to 
indicate the number of individuals who received services in that category overall (this number cannot exceed 
the number of victims served as reported in question 1) and then indicate the number of times you provided 
each individual service in each subcategory.  For example, if you provided “information about the criminal 
justice process” to an individual client on three different occasions during the reporting period, you may count 
that service three times.  This means the numbers reported in the subcategories under each service type CAN 
exceed the number of individuals served.   
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14.  Once you have entered all of the services that were provided during the quarter/reporting period, click the 
REVIEW button at the top of the screen to review your report. 

 

 

15.  If you see any sections that say REQUIRED, you will need to click on that section to complete it before 
submitting your report.   
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16.  Once you have entered data in all of the sections and your report is ready to be submitted, you will see this 
screen.  Mark the box to indicate data entry is complete and click the SAVE button.  You will be able to create a 
PDF of your report by clicking on the REPORTS tab at the top of the screen. 

 

 

17.  Your Office for Victims Programs (OVP) grant manager will review your quarterly report before approving it 
in the federal system.  If changes are needed, you will be notified by OVP staff.   


