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Introduction to OMEGA  
 

What is OMEGA? 

The Online Management of Education Grant Awards (OMEGA) is an automated grant 

reimbursement and application system designed and administered by the Virginia 

Department of Education (the Department).  It is used to process grant expenditure 

reimbursements, budget transfers and application requests.   OMEGA is accessed via the 

Departmentôs secure internet portal, the Single Sign-on for Web Systems (SSWS).  

 

Software and Hardware Requirements 

This web-based software is designed for use with the following components: 

 browsers include Internet Explorer 6.0 and above, 

 standard personal computers utilizing Windows 95 operating system or a later 

version, 

 screens displayed optimally in a maximized browser window in a minimum 

resolution of 800x600 with small fonts (Windows default),  

 no open browser bars, and 

 Adobe Acrobat reader to view the online documentation. 

 

Standards 

 Key instructions or words are printed in bold. 

 Links are displayed as underlined text. 

 There is a link to return to the Table of Contents at the beginning of each section. 

 Screen images are provided throughout.  

 Screen images are based on Internet Explorer 6.0 or a later version.   

 Italicized words are defined in the Glossary.      
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OMEGA Button  Guide   
 

OMEGA buttons are typically represented with the following images.  

 

 

Provides a quick link drop-down menu which lists 

the OMEGA functions available to the user.   

 

 

 

  Initiates the selected action or chooses the selected line item.     

 

 

 

  Provides additional information about a particular subject depending on where you 

are in OMEGA.  (To the left of a Project Group name, this button shows everyone in the 

Approval Queue.) 

 

 

 

 Expands for more information (who created or approved the request so far) or to 

download an application.  

 

 

 

  Returns to the OMEGA home page. 
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Accessing OMEGA 
 

To access OMEGA, log in using the Departmentôs Single Sign-on for Web Systems 

(SSWS) at:   https://p1pe.doe.virginia.gov/ssws/login.page.do. Alternately, access the 

VDOE Home page at:   http://www.doe.virginia.gov/ and click ñSSWS Log Inò listed 

under Quick Links on the right hand side of the page. 

 

The following web page appears.  

 

 
 

Enter the User Name assigned by the  SSWS Account Manager and Password.    

 

Select  to proceed.   
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A Valid Login  
If the Login is successful, the SSWS Application Selection page will appear.  Select 

Online Management of Education Grant Awards-OMEGA to continue.  

 

 
 

An Invalid Login  
 

An incorrect login produces an error message above the User Name and Password.  

SSWS allows 3 login attempts. On the third incorrect try, the SSWS account is blocked 

and it must be unblocked by the entityôs SSWS coordinator. 
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A Forgotten Password   
 

If  you have forgotten your password: 

 

1.  Click on I Forgot My Password on the SSWS Login screen. 

 

2.   Enter your User Name and E-mail address as shown below.  

   

 
 

 

3.   Click the ñReset Passwordò button.  If the User Name and E-mail address match the 

previously assigned information in SSWS, a new password will be sent to your email 

address.  This new password must be used the next time you log on. For security reasons, 

you will immediately be required to change the password. 
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Changing Passwords 

 

Password Requirements 
SSWS passwords MUST:  

 be changed at least once every 90 days,  

 be at least 8 characters in length,  

 differ from the User Name,  

 contain at least one special character (not a number or letter) 

 contain at least one number 

 contain both upper and lower case letters 

 not be a previously used password 

 

Changing a Password 

 
1. From the SSWS Application Selection screen, select the Change Password link from 

the column on the right. 

 

 
 

 

2. Once in the Change Password screen,   

 enter the old password, 

 enter the new password,  

 retype the new password to confirm, and  

 Select Save and Continue to save the information, 

 Passwords must meet certain criteria as listed below. 
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 Note:  All passwords display as a series of bullets ( ) 

 

 

3. The following screen will appear to inform you of the successful change.  

 
 

4. Select Online Management of Education Grant Awards-OMEGA to continue. Note 

that Omega is one of many possible Web based systems that can be accessed through 

SSWS. In the above example Omega is the only option available for the user. 
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Moving Around In Omega 

 
Omega provides shortcuts to allow quick access to various parts of the screen. For 

example, clicking on Approval Queueé 

 

 

  

é takes you to the Approval Status: Clicking on Summary takes you to é 

 

  

é the Request Summary section. 
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Notice the blue arrow found at various places. Clicking it toggles between showing 

details of the section é 

 

  

é and hiding the details: 

 

 
 

Clicking on the blue dot with the ñiò in it, é 
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é opens a pop-up box that shows the Approval Queue 

 

 
 

Clicking on a name é 

 

 
 

é returns another pop up box with that userôs phone number and email address. 
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OMEGA Home Page 
Upon successfully logging into SSWS and selecting Online Management of Education 

Grant Awards ï OMEGA, you will go to the OMEGA Home Page.   

 

The OMEGA Home Page consists of four main sections:  

 I want toé Drop-down Box, 

 I want toé List, which has the same selections as the Drop-down Box list, 

 Announcements, and,   

 The userôs To-Do List.   

 

In the top right corner, there is also a list of Additional Resources available.    

 

Section 1:  I want toé Drop-down box 
 

The ñI Want To ... Drop-down Boxò provides links to OMEGA functions so that the user 

can access the desired operation quickly.  The functions granted to the logged-on user via 

the permissions process are the only ones listed in the drop-down box (with the exception 

of the Views of Authorized Designees functions).   

 

Clicking on the Drop down arrow.... 
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 .... opens up the ñI want toò list. Click on an item in the list to select it, then click on the 

ñGoò button. 
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Section 2: The ñI want toé Listò 
 

The ñI want to... Listò shows the same functions as the ñI want toé Drop-down Box.ò  

As in the case of the drop-down box, only the functions granted to the logged-on user are 

available for use (with the exception of the Views of Authorized Designees functions).  

 

 
 

Section 3: Announcements 
 

The Announcements Section includes important broadcast messages for the user.  The 

Department can direct a message to a specific LEA or recipients of a specific grant.  All 

broadcast messages include timely, helpful information for the user.  The 

Announcements section should be read frequently as information can change daily.  
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Section 4: The To-Do List   

   
The To-Do List includes items that require action by the logged-on user.  Items in the To-

Do List vary depending on the userôs permissions.   
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Section 5:  Additional Resources 
  

In the upper right corner of the home page are four links for additional resources. 

 OMEGA SUPPORT creates an email message to the help desk in the Department, 

 HELP is a link to online documentation or training,  

 PRINT captures the current screen for printing, and  

 LOGOUT closes OMEGA. 
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View My To-Do List  
 

The To-Do List  displays items requiring action.    

 For Originators  this includes reimbursement requests, budget transfers and 

application requests that have been created (saved) and not yet submitted.  The 

Originatorôs To-Do List also includes requests where the most recent status is 

ñdeniedò.  Any reviewer in the queue within the LEA or DOE can deny a request 

and the denied request will return to the Originatorôs To-Do list.  

 For reviewers this would include reimbursement requests, budget transfers and 

application requests that have been submitted by an Originator and require 

approval. 

 

 

Location of the To-Do List  
 The To-Do List can always be found on the OMEGA home page. 

 It can also be accessed by selecting ñView my to do listò from the I want toé 

Drop-down Box within OMEGA and then clicking on the green Go button. 
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The ñView my To-Do listò function generates the following To-Do List page. 

 

  

 
 

This list provides the following information:  

 Id - the number generated and assigned by OMEGA when the request is created, 

 Request Date - the date of the most recent status update,  

 Request Type - application, reimbursement or budget transfer, and 

 Description - an OMEGA generated description of the request.   

 Action ñGoò Button. Originators click on the ñGoò to access the request to edit, 

submit or cancel. Reviewers click on ñGoò to access Approve or Deny buttons. 
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View My Coming Soon List  

 
The Coming Soon List is the mechanism in OMEGA whereby an Reviewer can monitor 

the status of requests that will eventually require approval at his or her level.   

 

Depending on the Approval Level of the user, his or her Coming Soon List can include 

requests with the following status levels: 

 Created, 

 Submitted, 

 Denied,  and/or  

 Approved (when the last approval given was from a lower approval level than 

that of the current user).  

 

Example:  If a request requires Levels 1, 2, and 3 Approvals, the Level 3 Reviewer will 

see the item on his or her Coming Soon List until the request successfully passes the 

Levels 1 and 2 Reviewers.  After successfully passing through the lower levels of 

approval, the request will be deleted from  the Level 3 Reviewerôs Coming Soon List and 

appear on to his or her To-Do List.   
 

The only request status that does not appear on any Coming Soon List is a cancelled 

request.  OMEGA users should monitor all requests on their lists and cancel all requests 

that will not be submitted.  This will help to ensure that the Coming Soon and the To-Do 

lists do not become lengthy and cumbersome.   
 

To View the Coming Soon List: 
 

Select View my coming soon list from the I want toé List on the OMEGA Home Page. 

Or select View my coming soon list from the I want toé Drop-down Box and click on 

the green Go button.    
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Upon selection of the View my coming soon list, the following page will appear.   

 

 
 

 

 

This list provides the following information:  

 Id - the number generated and assigned by OMEGA upon creation of the request, 

 Request Date - the date of the most recent status update,  

 Request Type - application, reimbursement or budget transfer, and 

 Description - an OMEGA generated description of the request.   

 

To view the details of a specific request on the Coming Soon List, click  the  button 

found to the right of its description.   

 

Note that an upper level reviewer can access a request in the Coming Soon List and 

approve or deny a request that has not been acted on by a lower level reviewer.  
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Creating and Submitting a Reimbursement Request 
 

Requirements for Reimbursement Requests: 
 

All r eimbursement requests require the following information: 

 Expenditure Start Date - the date of the first expenditure on the request,  

 Expenditure End Date - the date of the last expenditure on the request,  

 Object Code - code established by the Department to classify expenditures (See 

#APPENDIX_A, page 106),  

 Sector - identifies whether the cost is associated with a public or private school  

(See App. B page 111),  

 Program Area - additional classifications established by the Department for 

expenditures (See App. B page 111), and  

 Payment Amount. 

 

In addition to the list above, reimbursement requests including Object Codes 3000-8000 

also require the following information: 

 Vendor Name (100 characters max.), 

 Description of the Expenditure (240 characters max),  

 Check/Voucher Number (10 characters max), and  

 Payment Date ï date payment record was established (date processed in the 

accounting system or the date the check was cut).     

 

When grant funds are obligated prior to the award end date and payment is made after the 

award end date, the Encumbrance Date field entry is required.  The Encumbrance Date is 

the date the funds were obligated, ie, purchase order date. The Encumbrance Date must 

be within the award period. Refer to the ñFederal Award Closing Scheduleò (see below) 

for additional information. 

 

Important : Sub-recipients should review the ñFederal Award Closing Scheduleò to 

determine when reimbursements must be submitted after an award ends. To access the 

Schedule, go to the DOE Home page, click on About VDOE, click on Finance and 

Operations, click on Grants Accounting and Reporting Resources, click on the closing 

schedule you wish to view under the ñFederal Award Closing Schedulesò section.   
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CREATING A REIMBURSEMENT REQUEST  

 

Step 1: Select ñCreate/Submit a reimbursementò from the I want toélist on the   

OMEGA Home Page or from the I want toé Drop-down Box.  

 
 

One of two possible scenarios will develop: 

 

Scenario 1:   No Default Award established during this LogOn period in OMEGA 

C hoosing the Create/Submit a reimbursement function will access the Select 

Award page so that the user can select a funding source.  This will become the 

default award. 

 
 

Select the desired award using   button in the Action column.  

 

Note:   If, upon selection of the award, the user then tries to Create/Submit a 

Reimbursement but is denied access, review the userôs OP1 form to ensure that the 

appropriate permissions have been established.  If the OP1 form shows permission is 

granted for this award, the user should contact OMEGA Support at the Department. 
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Scenario 2:  There is a current award selected as the default award 

 If an award has already been selected since the user last logged onto OMEGA, the 

most recent award selected is the default award.  As a result, the Create/Submit a 

reimbursement command will link the user directly to a Request for 

Reimbursement form and this default award will already be in place on the 

Reimbursement Request. If the default is the correct award, the user can proceed 

with the reimbursement request. If the default is incorrect, the user should return to 

the ñI want toò drop down list, select ñselect a funding sourceò, and choose the 

correct award from the list. 

 

 
 

Step 2:  Enter the Expenditure Date Range. 

  

Expenditure Start Date:  the date of the first expenditure on the reimbursement request 

Expenditure End Date:  the date of the final expenditure on the request.  

  

 
 

Omega will accept only the date format MM/DD/YYYY. Note that the Expenditure Start 

Date and Expenditure End Date cannot cross state fiscal years. The state fiscal year ends 

June 30
th
. A Start Date of June 15

th
 and an End Date of July 10

th
 will  not be allowed.  



 

23 

 

 

Step 3: Enter the expenditure data.  (Expenditure data can be entered manually or 

uploaded from Excel into OMEGA. )  

 

For Manual Entry:  

Select the New Entry link near the bottom of the request for reimbursement form.   

 

For Electronic Data Entry:  

Use the Browse button to locate the file and upload into OMEGA.  For details about this 

feature see Appendix B Uploading Data for Reimbursements. 
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Entering Expenditure Data Manually:   

 

Upon selection of New Entry, a Reimbursement Request appears, containing 4 sections.  

 

 

 

 



 

25 

 

Section 1:  Selected Project Group, Project, Award Information 
This section displays the selected award and related information.  Change Funding 

Source is located here so that you can change the award from this page if necessary. 

 

 

 
 

 

 

Section 2:  Reimbursement Request Summary 

This section includes columns for:  

 Object Code (code used to identify type of expenditure), 

 No. of Lines ï the value changes as detail lines are added, 

 Funds Available Prior to this Request (the current balance by object code). (Note 

that a budget transfer in process will temporarily decrease this amount. Funds are 

subtracted from donating object lines upon submission of the transfer request. 

Recipient object lines wonôt change until all levels in the queue have been 

approved and the status is ñTransfer Completedò) 

 Funds Requested (amounts will appear as detail lines are added), 

 Funds Available After this Request, and 

 Funds Available After all requests have been taken into consideration (balances 

after all pending expenditures and budget transfer requests are included).  
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Section 3:  Reimbursement Request Details 

 This section includes:  

 Request ID ï a tracking number automatically assigned by OMEGA, 

 Expenditure Start and End Dates , 

 Details of each line in the request appear as lines are added  
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Section 4:  Edit Expenditure Line Item  

This section includes the fields that are required for reimbursement. Required fields are 

denoted by an asterisk (* ). 

 

 
 

 

 
Action Buttons  

  

  Returns the user to the previous page . 

 

  Saves the information in OMEGA in a created status, but does not submit the 

request for approval.  The  request is saved and can be edited and/or submitted at a later 

date.  The first time the request is saved, Omega assigns a unique ID number to the 

request and adds the request to the originatorôs To-Do list. 

 

 Clears the information previously entered for this line item. 

 

    Opens a blank detail line to add another line item to the request. 

 

 Opens a ñlockedò version of the request so that the user can review 

it before submission. The user has options to add a comment, go back to the previous 

page, edit, submit,, or cancel the request.  See below:  



 

28 

 

 

 

 
  

Edit a Reimbursement Request 
 

 

To edit a request, select the   Action button from the bottom of the 

request (see the previous example).  This will allow editing.  The Reimbursement 

Request Details will show each line item in the request and provide an Action column on 

the right for each line.   
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Choose  to change information in the selected line. 

Choose   to copy the line item and add it to the request. 

Choose   to delete the line item from the request. 

 

Select  to save the edited request in the created state. Its always a good idea to 

Save after editing. 

 

Select  to proceed with submission of the request for approval. 
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Note that as detail lines are added é. 

 

 
 

é. the Reimbursement Request Summary updates  
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Submit the Request 

 
Itôs recommended that you click on Save first and then Go to Submit. After saving, youôll 

see the following on the screen. 

 

 

 
 

Note that you can click on Go to Submit without saving. Clicking on Go to Submit 

therotically saves the information and then goes to the next step in the submission 

process.  

 

 

To submit the request, select  é  
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and the following screen is returned.  
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In the example above, the only entry in the status queue shows that the request was 

created by Ann Originator on April 22,2011 and a ñStatus Tracking Numberò assigned by 

Omega. 

 

Click on   and a pop up box gives one more chance to review. If you 

want to proceed, click on OK. If youôre not certain, click on Cancel.  

 

 
 

NOTE:  Once a request is submitted, the Originator cannot edit it. If editing is required 

after submission, any reviewer in the queue can deny it . A denied request will return to 

the To-Do list of the Originator and the originator can then edit it.  

 

When the submission has been processed, the originator will be returned to their Omega 

Home screen and the request will have moved from the originatorôs To-Do list to their 

Pending list. The request will also be on the To-Do list of the first reviewer in the queue 

and on the Coming Soon list of all subsequent reviewers listed in the queue. As each 

reviewer  processes the request, it will be deleted from that reviewerôs To-Do list and will 

be added to their Pending list. When the request reaches its final status of Approval 

Completed after the last reviewer in the queue, the request will disappear from all 

Pending lists. 

 

An approval level may have more than one reviewer. All individuals at a level have equal 

access and authority. When a status changes at a level, it changes for all individuals in the 

queue at that level. A division can require multiple approvals at any level. Due to 

separation of duties concerns, any one individual should not have permissions at more 

than one level for any one award.  
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Below is the To-Do list of the originator before submission of a request. In this example, 

itôs the bottom entry.  
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This is the same To-Do list after submission. The submitted item dropped off the list.  

 

 

 

 
 

 Trouble Shooting: When the requested amount of reimbursement is greater than the 

amount of funds available in a particular object code, OMEGA returns an error message 

and the request cannot be submitted.  Check to ensure that the object code is the correct 

one.  If so, it is necessary to submit an object code transfer request to provide adequate 

funding in that object code.  Once the object code transfer request is submitted and the 

approval process complete, OMEGA records the adjustment and the reimbursement 

request can be submitted.  
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Award End and Encumbrance Dates 
 

All federal grant awards have an award End Date.  All funds must be encumbered  
(obligated) by the End Date of the award even if the expenditure (check written) and 

reimbursement will occur after this date.  For a majority of awards that are administered 

through Omega, the End Date is the last day of the 27
th
 month of the grant award period.  

Most Omega awards start on July 1
st
 and the End Date is September 30th. An award that 

started on July 1, 2010 has an End Date of  September 30,2012.   

 

An Encumbrance Date is required for any reimbursement request where the school 

division paid for the expense (ie, wrote the check) after the award End Date. The 

encumbrance date must be on or prior to the End Date. It is the date the purchase order or 

contract was issued, the last day worked to earn the payroll being paid, or the date the 

travel occurred.   

 

To encumber funds by September 30
th
, a purchase order or contract is issued by that date.  

In the case of payroll, only days worked through September 30
th
 are encumbered by 

September 30
th
.  For travel, only travel completed by September 30

th
 is encumbered as of 

September 30
th
.  The following two examples explain the use of encumbrance date on a 

Reimbursement Request Type. 

 

 The award ends on September 30
th
 and the date of payment of the expenditure is 

on or after October 1
st
.  The encumbrance date is required and must be on or 

before September 30
th
.  

 

 The award ends on September 30
th
 and the date of  payment of the expenditure is 

September 1
st
.  Since the payment date is before the End Date, an Encumbrance 

Date is not required. 
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Table of Contents 

Approving a Reimbursement Request 
 

 

Reimbursement requests to be approved appear on the reviewerôs To-Do list. There are 

two ways of accessing the To-Do list. When a user logs into Omega, the Home Page 

screen is automatically shown and the To-Do list is immediately available. 

 

 
  

 

 

The user can access the To-Do list from virtually anywhere in Omega by clicking on the 

ñI want to éò drop down arrow, selecting ñView my To-Do listò, and clicking on the Go 

button.  
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The To-Do List displays Request Types requiring approval.  ID numbers are 

automatically assigned. The Request Date, Request Type, and a Description are provided. 

The Request Date is the last date that any activity occurred, ie editing, submission, 

approval, or denial. 

 

 
 

Select  to view a request. 
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Displayed on the next screen are the Project Group, Project and Award numbers. 

Selecting either  will take you to that viewing 

area of the request. 

 

 

 
 

The next section shows the expenditure period. All voucher/check dates in the 

reimbursement request must fall within the start and end dates. The date format must be 

MM/DD/YYYY.  

 

 
 

 

The Reimbursement Request Summary displays the funds available by Object Code.  A 

reimbursement expense reduces the Funds Available After this Request. Note that the 

blue arrow following ñReimbursement Request Summaryò is a toggle. Clicking on it 

opens and closes the section.   
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Reimbursement request details are available for review by the Reviewer. The blue arrow 

following Reimbursement Request Details is a toggle. Clicking on it opens and closes the 

section.  

 

 
 

 

 

The Approval Status displays the Status, Status (change) Dates, the name of the 

individual that changed the status and the level at which the change was made.  In the 

example below, level 0 indicates the request has been created and submitted. Each time 

the status changes on a request, the Approval Status will update and a new information 
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line will be added below the last line. The blue arrow following Approval Status is a 

toggle. Clicking it opens and closes the section.  

 

 

 
 

Upon submission, the reimbursement request is available for approval or denial. 

Comments may be entered and become a permanent part of the request. For 

reimbursement approvals, comments are optional. For denials, comments are required.  

 

The red writing below the comment area is a result of an ongoing issue with status 

changes. Because Omega screens may rebuild slowly, multiple status change requests can 

be recorded in error and the error will ultimately stop the processing of the request. The 

intent is to remind reviewers to click only once on the Submit, Approve or Deny button.  

 

 
 

Select   

 

 

A pop-up window asks the user to confirm the action. 
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Select OK to finish the approval process. When Omega finishes processing the request, 

the user is returned to their Omega home screen.  

 

The item is removed from the reviewerôs To-Do list .......  

 

 
 

 ......... and added to the reviewerôs Pending list. The reviewer can view-only the request 

from the Pending list by clicking on the appropriate Go button.  
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  Table of Contents 
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Grant Award Selection 
 

You can ñSelect a Funding Sourceò by using the ñI want toéò list on the OMEGA 

homepage or the ñI want toéò drop down boxes found throughout the OMEGA program.     

 

This ñSelect a Funding Sourceò function  

 provides a list of all the grants in the OMEGA system that the logged-on user has 

permission to view,    

 lists the following information for each displayed award: 

1)   award code (assigned by Department of Education) 

2)   award year (corresponds to the first year of the award)   

3)   project code (assigned by Department of Education) 

4)   description of award       

5)   start date of award (first date that obligation of awarded funds is allowed) 

6)   end date of award (last date to obligate awarded funds) 

7)   funds available (reflects all transactions SUBMITTED to date),  and  

 activates and identifies the default funding source to be used in other OMEGA 

applications.  The word ñcurrentò in the Action column shows the active (default) 

award.  When there is no current, active award, OMEGA brings you to this page 

to select an award.  The selected grant remains current until another grant is 

selected. 
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Change My Object Code Budget 

 
Also known as ñBudget Transferò Change My Object Code Budget is the mechanism 

used to move funds within an award from object line to object line. Transfers do not 

increase nor decrease the funds available or affect the awardôs remaining balance.  

 

From the OMEGA home page  

 

Select a funding source from your To-Do Listé 

 
 

 
 

Select the appropriate award by clicking on the  button. 

 

From the OMEGA home page select Change my object code budget. 

 

  

 

 

Select   

 
 

The Request for Budget Transfer appears.   The object code, its description, and the 

amount available by object code are shown.  The increases and decreases to change 

object code budgets are entered in the ñAmt. of Changeò column. A minus (-) is entered 
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where funds are subtracted.  The total in the Amount of Change column MUST equal 

$0.00.  An explanation of the object code changes is required entry in the Text Box.   

 

The example below is before any changes were made. 

 

 
 

 

The next example is after changes were entered. Note that the ñAmt of Changeò column 

total is zero and the required justification has been entered. Other than the decimal point 

and minus sign, no special characters are entered i.e., ($  +  ,).  
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There are three options: 

 

  
 

- The Back button returns the user to the home screen without saving the request. 

-  Save saves the request, adds it to the userôs To-Do list and Omega assigns a 

unique request ID number. The request can be submitted immediately. If itôs not 

submitted, itôll stay in the To-Do list available for editing. 

- Reset changes all amounts entered into the Amt of Change column back to zero. 

  

Upon Saving, if an error is detected, Omega will return an error message as in the 

following example. 
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Any error must be corrected before processing can begin. In the example, the wrong 

amount was entered in object line 6000 (should have been minus 5000) and no 

justification was entered.  
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After saving the data, confirmation appears at the top of the page and a request ID is 

assigned. 
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Clicking on   allows another review of the data and another chance to 

edit.  

 

 
 
 

After successfully saving, the Status Queue indicates the request is Created and shows a 

tracking number, status change date, the individual that changed the status, and the level 

at which the change was made.  

 

There are four options: 

 

- Back returns the user to the Omega Home page. 

- Edit Request allow further changes to be made. 

- Submit Request begins the processing and puts the request into the approval 

queue. A pop-up window will ask for confirmation as shown below. Select OK  to 

complete the Transfer Request and return to the home page. 
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- Cancel Request will remove the request from the To-Do list. Once cancelled, the 

request cannot be further processed. Cancellation requires a justification.   

 

 

 
 

 

Clicking on Cancel Request will require confirmation: 
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Table of Contents  

Reviewing Object Code Budget Changes 

 

Select View My To-Do List . 

 
 

A Budget Transfer Request Type appears in the To-Do List of the originator before 

submission and thereafter in the To-Do list of each reviewer in the queue in turn.  

 

The example below is the To-Do list of the first reviewer in the queue. Note ID 145677, 

the OMEGA tracking number. 

 

Select  to view the Request. 
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The Selected Project Group, Project, and Award Information are displayed. 
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To approve this request click Approve....  

 

 
 

...and Omega will return a confirmation box. Click Ok to proceed or Cancel to stop. 
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Upon clicking OK, the reviewer will, in a few moments, be returned to their Omega 

Home screen. The request will be deleted from the reviewerôs To-Do list and added to 

their Pending list. It may be accessed from the Pending list as view-only. Note: the 

request will remain in the Pending list until the final reviewer in the queue approves, then 

it will be deleted from the Pending list.  

 

Comments are optional for Approvals. A comment becomes a permanent part of the 

record. If a comment is to be entered, it must be entered before approving a request.  

 

Any reviewer in the queue can deny a request. Denials require a comment that describes 

the reason for the denial. Upon clicking Deny, a confirmation box will appear.  

 

 
 

A request denied by any reviewer will return to the To-Do list of the originator. The 

originator has the option of editing and resubmitting or cancelling the request. A 

resubmitted request follows the approval queue and goes to all required review levels. 

 

The red writing below the comment area is a result of an ongoing issue with status 

changes. Because Omega screens may rebuild slowly, multiple status change requests can 

be recorded in error and the error will ultimately stop the processing of the request. The 

intent is to remind reviewers to click only once on the Approve or Deny button.  

 

The below example is the To-Do list of the next (level-3) reviewer. Request ID 145677  

has been approved at level-1. 
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. 

Clicking on the Go button opens the request. Note that each status change is documented 

in the Status queue below.  

 

 
 

Each reviewer has the same options to approve or deny.  

 
OMEGA processes object code budget changes in two phases.  Upon submission of a 

transfer, funds are immediately subtracted from the donating object line(s) and the Funds 

Available total is temporarily reduced by the amount being transferred.  Transferring 

funds are added to the recipient object line(s) after the request is approved at all required 

review levels and the status changes to Transfer Complete. 
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Table of Contents  

View Grant Balances 
 

Select View my Grant Balances from the OMEGA home page under I Want Toé 
 

 
 

Select   

 

If a default award has been selected, the Funds Available screen will be returned for that 

award. If no selection has been made, select from the list of Funding Sources and that 

selection will become the default as shown in the example below. To see another Award, 

select another funding source.   
 

 
 

As shown in the below example, the grant balance is displayed by object line. The 

ñFunds Available after all requests have been taken into considerationò column reflects 

completed transfers and reimbursements including those pending payment.   
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Table of Contents 

View Pending List 
 

Select Pending List under I Want Toé on your OMEGA home page 

 

The Pending List of an originator includes applications, budget transfers and 

reimbursements that have been submitted. The Pending List of a reviewer includes 

applications, budget transfers and reimbursements that have been approved by the 

reviewer. An item stays on the Pending list until the status either changes to Approval 

Completed or Denied. Upon Approval Completed the item simply drops off the list.  

Upon denial, the item moves to the all reviewersô Coming Soon lists and to the 

originatorôs To-Do list. 

 

A request accessed from the Pending list can only be viewed. 

 

 
 

 
 

 

Select the  button to view additional details. 
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If needed, select  next to Approval Status to open the status queue to see the details. The 

arrow is a toggle that opens and closes the Approval Status list. 

 

 
 

 

You will see the Created and Submitted dates as well as the dates for approval or denial.  

The Assigned By identifies the individual who performed the function displayed in the 

Status column.    
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Table of Contents 
View My Reimbursement/Budgets 

 

This selection allows the user to view-only all reimbursments and tranfers regardless of 

the status. 

 

Select View My Reimbursement/Budgets from the OMEGA home page  

 

 
 

Search options filter the Request Type.  Select the Request Type. 

 
 

Select the Project Group. 

 
 

Select the Project. 

 
         

Select the Award Code. 






























































































