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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 systdesigned and administered e Virginia
Department of Education (the Department). lisedto procesgrant expenditure
reimbursemeist budget transferandapplicationrequests. OMEGH#As accessed via the
De p ar t secne intérset portahe Single Sigron for Web SystemsSSWS).

Software and Hardware Requirements
This webbased software is designed for use with the following components:
e browsers include Internet Explorer 6.0 and above,
e standard personal computers utilizing Windows 95 operating system or a later
version,
e screens displayed optimally in a maximized browser window in a minimum
resolution of 800x600 with small fonts (Windows default),
e no open browser bars, and
e Adobe Acrobat reader to view the online documentation.

Standards

e Key instructions or words are pred inbold.
Links are displayed ashderlined text.
There is dink to return to thelable of Contentat the beginning of each section
Screen images are provided throughout.
Screen images are based on Internet Explorer 6.0 or a later version.
Italicizedwords are defined in the Glossary.
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OMEGA Button Guide

OMEGA buttons are typically representedh the followingimages

-+ Go . o o
[1wantto...(Select One) E®000ides a quick link drodown menuvhich lists

the OMEGA functions availablao the user

Initiates the selecteakctionor 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, thisdmushows everyone in the
Approval Queue.)

+ Expand for more information (who created or approved the request so far) or to
downloadanapplication.

OMEGA
Returns to the OMEGA home page.
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Accessing OMEGA

To access OMEGA, log inusing tbee p a r t Smgle $igha for Web Systems
(SSWS) at https://plpe.doe.virginia.gov/ssws/login.page.délternately, access the
VDOE Home page at http://www.doe.virginia.gov/ and clickASSWS Log Il listed
under Quick Linkson the right hand side of the page.

Thefollowing web page appears.

SSWS Login

Please Enter Your User Name and Password

1

User Name: ‘ [

Password: |

| Forgot My Password

VIRGINIA DEPARTMENT OF EDUCATION
NOTICE AND WARNING

This system is the property of the Virginia Department of Education. Access to this system is limited to persons
authorized by either the Virginia Department of Education or Virginia School Division Account Managers. Persons
permitted access shall use this system only for those purposes for which they have been authorized and shall not share
access to their accounts with others. All accesses and activities on this system may be monitored. Any evidence of
unauthorized access, unauthorized use, misuse, or abuse of this system or the information contained in this system
may be reported to the appropriate authorities for investigation and prosecution.

Information accessed via this system may be sensitive and/or confidential. Persons using this information are
cautioned that federal, state, and local laws and policy may apply to the dissemination of this information to others.

Enterthe User Nameassigned by the SSWS Account ManaaysiPassword

Selectﬂl to proceed.



A Valid Login
If the Login is successfulhe SSWS Appliation Selection pageill appear Select
Online Management of Education Grant Awaf@BIEGA to continue

Please select one of the Applications listed below

APPLICATIONS

Educational Reqistry Application (ERA) - Educational Registry Application maintains information on DOE divisions,
offices and staff. This application also maintains division and school administration, superintendent, superintendents
designee, principal, central office staff, school calendar, school programs, paired schools, division contacts, and triennial
census counts.

i wnline IManagement of Education Grant Awards for application
r- Y.V K 1 il $y Lei

O_Pﬂipe?t‘iw Grant Awards for
application submission, approvals, award, and financial
School Nutrition Progranitracking. lication for and distribution of federal funds
for the School Nutrition Programs.

mission, approvals, @

Single Sign-on for WEB Systems (SSWS) Admin - Single Sign-on for Web Applications includes maintenance of user
information and access privileges for DOE web applications.

An Invalid Login

An incorrect login producean errormessageabove the User Name and Password.

SSWS allows 3ogin attempts. On the third ino®ct try, the SSWS account is blocked

and it must be unblocked by thatityd SSWS coordinator.

SSWS Login

® Invalid username/password combination for user 'rangoon.weedshiner' _
Please Enter Your User Name and Password

User Name: [rangoon.weedshiner

Password: [uuuu.. ]

IE t My Passwor




A Forgotten Password
If you have forgotten your password:
1. Click onl ForgotMy Passworanthe SSWSLogin screen.

2. Enter your User Name driE-mail addressis shown below

S8WS: Forgot Password

Please enter your User Name and E-mail Address.

User Mame: arigl0l

E-mail Address: |origll1@anyschool k12 va.us

[ Cancel H Reset Password

Please enter your User Name and E-mail Address and click on Reset Password button.
The system will validate the information and e-mail the password to your mailbox.

3. Clicktheil Re s et Poatters fitleerUded Name and-Bail address match the
previously assigned information in SSWS)eav password will be sent to your email
address Thisnew password must be used thexttime you log on.For security reasons,
you will immediately be required to change the password.
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Changing Passwords

PasswordRequirements
SSWS passwords MUST:
e be changed at least once every 99sda
be at least 8 characters in length,
differ from the User Name,
contain at least ongpecial character (not a number or letter)
contain at least one number
contain both upper and lower case letters
not be a previously used password

Changng a Passwad

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

S5WS Instructions

L - -
SSWS Application Selection Educational Directory

Contact List

Applications Contact
Info

v Welcome Ann Origiato. hange Password
Please select one of the Applications listed below

Change E-mail

APPLICATIONS
. Dropbox
nfine Management of Education Grant Awards-OMEGA - Online Management of Education Grant Awards for applicaion

submission, approvals, award, and finandial racking

2. Once in the Change Passwanieen
¢ entertheold password,
enterthenew password
retype the new password to confirand
Select Savand Continue to save the information
Passwords must meet certain criteria as listed below.



Change Password

N

Enter Password Information
Current Password:
Mew Password:

Confirm Mew Password:

[ Cancel H Save and Continue

The password must contain least 8 characters.

The password must contain at least one number.

The password must contain at least one special character (not a number or letter).
The passwords must contain both upper and lower case letters.

The password cannot be a previously used password.

Note: All passwords display as a seriebulfets ********)

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

Logout
SSWS Application Selection

¥ Password changed successtully.
Please select one of the Applications listed below
APPLICATIONS

Online Management of Fducation Grant Awards-OMEGA - Online Management of Education Grant Awards for application
submission, approvals, award, and financial tracking.

Start of Page - Skip to Content

4. Select Online Managemeaf Education Grant Award®MEGA to continueNote
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.



Moving Around In Omega

Omega provides shaits to allow quick access to various parts of the scFaan.
example, clicking on Approval Queuec¢é

Ty

lwantto.. (Select One) v & SSWS Home OMEGA Home Logout

| Request for Reimbursement

.
| Summary Details (Approval Queu%

| Preject Group: MCLE - Title I Part A - Improving Basic Pregrams

| Project: 4259010000, Title I - Local Education Agency

| Award: S0104080046 Award Year:2008

€ t akegheppprovaltSmtus Cl i cki ng on Summary takes

Approwval Status

Summary ) Details

1.25453? Created 04/07 /2010 Ann Originator a

1.254538| Submitted 04/12/2010 | Ann Originator o |

€ the Request Summary section.

Reimbursement Request Summary

‘ [}S Details Approval Queue
Reimbursment Request Summanry
e e e el e
Request TrEsiEL Request into consideration
0000 ] 28,52 0.00 z8.52 8,52
1000 0 10,059.99 0.00 10,059.99 10,059.99
2000 0 1,246.64 0.00 1,246.64 1,246,564
3000 0 0.00 0.00 0.00 0.00
4000 0 0.00 0.00 0.00 0.00
5000 ] 0.00 0.00 0.00 0.00
5000 z 20,743.47 15.00 20,728.47 20,7 28.47
2000 ] 0.00 0.00 0.00 0.00
—":—S::'S - 32,078.62 15.00 32,063.62 32,063.62




Notice the blue arrow found at vaui® placesClicking it toggles between showing

details of the section &

” "\
Approval Stalus

Summary Details

Status Tracking Number m Status Date Assigned By m

].254538| Submitted | 04/12/2010 | Ann Originator

1264637 | Created 04/07/2010 Ann Originator

€ and hideailsng t he

Approval Status

Summary Details

Clicking on the blue dot with

|Iwantm... (Select One) v|. SSWS Home OMEGA Home Logout

t

he

=1}

(@2

Request for Reimbursement

AN

\ Summary Details Approval Queue

i Selected Project Group, Project, Award Information

i
Project Group: NCLE - Title |C|i|:k here ko Yiew Appraval Summaryi

Project: 429010000, Title I - Local Education Agency

‘ Award: S010A080046 Award Vear:2008




€ 0 p&popup box that shows the Approval Queue

MCLB - Title I Part A - Improving Basic Programs

Approval Queue for Reimbursement Request
[ | approval Level | # Required | Available Usars
Creats Request Originator, Ann
Lewvel 1 Approval o Mot sat
LEA || Level 2 Approval 0 Mot set
Level 2 Approval 1 Approver, Art
Lewvel 4 Approval o] Mot set
Level 5 Approval L Klinger, Maxwell
SEA | Level 6 2pproval 1 Schultz, Sgt
Level 7 Approval 0 Grump, Donald
=

Clicking on a name ¢&

MNCLB - Title I Part A - Improving Basic Programs

Approval Queue for Reimbursement Request

| Approval Level | # Required | Available Users
Create Request Orig’”{]aton Ann
Level 1 Approval o] Mot = "
T Click. here to see this approver s details |
LEA | Level 2 approval o] Mot set
Level 3 Approval i ApprOVEr, Art
Lewvel 4 Approval u] Mot set

€ r rag another pop up box with that usgphone number and email address.

(= https:/it1pe.doe.virginia.govio. .. g

First Mame : 2nn
Last Mame : Criginater
Middle Name : i
Phone Mumber : 8045551212 i

Email Address : 2nn.Cricinater@jcc.ecu

[Close | '

- %J Lacal intranet g v Wo0w -

10
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OMEGA Home Page

Uponsuccessfully logging into SSWehd lecing Online Management of Education
Grant Awards OMEGA, youwill goto theOMEGA HomePage

The OMEGA HomePage consists dbur mainsections:
e | wanttoé Drop-downBox,
e | wantto é List, which has the same selections as the Rlopn Box list,
e Announcementsand
e The uls-BalLBts

In the top right carer, there is also a list of Additional Resources available.
Section1:1 want t-downb@xr op

Thefil WantTo ... Drop-down Boo provideslinks to OMEGA functionsso that the user
canaccess the desired operatgurickly. Thefunctions granted tthe loggeeon usewia
the permissions procease the only ones listed in the drdpwn box (with the exception

of the Views of Authorized Designe&sctiong.

Clicking on the Drop down arrow....

S55WS VIRGINIA DEPARTMENT OF EDUCATION

B OMEGA SUPPORT
@ Online Management of Education Grant Awards (OMEGA) :EE}‘;T

N LOGOUT

v SSWS Home OMEGA Home Logout
/

Announcements

ARRA Funded Grant Reimbursements: Due to reporting requirements for Recovery Funds, all line items for vendor
payments of $25,000 or greater must include the nine character zip code of the home office of the vendor at the end
of the vendor name field. Reimbursement requests lacking this information will be denied.

Create/Submit a To Do List (12 items)

reimbursement

Request Request e
View my to do list

£289.00 for 2009 Sward
Reimbursement SZ213C030047, project .
Reguest 423500000: Even Start Family

Literacy Stats Grants

129620 11/04/2010
Select a funding source

£59,785.32 for 2009 Award
hmmm e b A - SR544N050047 . nrnisct -

11



opens
button

SSWS VIRGINIA DEFARTMENT OF EDUCATION

up
i Go o

B OMEGA SUPPORT
@ Online Management of Education Grant Awards (OMEGA) :Eﬂ‘ﬁ.r
HLOGOUT

e

ﬁe/lectafunding source SSWS Home OMEGA Home Logout

t h ean fteim inuhe kst to selectit, them dick on the |

Awantto... (Select Ona)

Wiew my to do list
Select a funding source

Miew my grant balances

Change my information
Submit an application

View an application

WView my notifications

Create/Submit a reimbursement

Change my object code budget

Submit an application amendment

Wiew my Spend Down Calendar Repaort
View my Spending Frogress Report

View Authorized Designees by Division
Wiew Authorized Designees by Expiration Date

(12 items)

eporting requirements for Recovery Funds, all line items for vendor
he nine character zip code of the home office of the vendor at the end
ests lacking this information will be denied.

Change my object code
budget

View my grant balances

View my coming soon
list

View my pending list

View my
reimbursement/budgets

Change my information

Submit an application

130984

121323

121951

122038

132039

132040

11/18/2010

11/29/2010

12/22/2010

01/27/2011

0z2/15/2011

02/16/2011

Reimbursement
Request

Reimbursement
Request

Reimbursement
Request

Reimbursement
Request

Reimbursement
Request

Budget Transfer

Reimbursement
Renussr

£289.00 for 2009 Award
S213C030047, project
423500000: Even Start Family
Literacy Stats Grants

£59,785.32 for 2009 Award
529440590047, project
£23320000: ARRA St Fiscal
Stabilization Fund - Educatien St
Grants

£10,644.71 for 2010 Award
WO48A100046, project
610950000: CTE Federal
Fayments

£15.00 for 2010 Award
S0104100046, project
425010000: Title I - Local
Education Agency

£0.00 for 2009 Award
S010&030046, project
429010000: Title I - Local
Education Agency

Moving £2,282,826.21 within
2010 Award SO010A100046,
project 429010000: Title I - Local
Education Agency

£0.00 for 2009 Award
50104090046, project
42901 0000: Title T - 1 aral

m
Tvpe

c k



Section 2:Thedl want da oé Li st

Thefl want to... Listo shows the same functions asihe want t-down BBxo o p
As in the case of the dregiopwn box, only the functions grantealthe loggeebn user are
available for uséwith the exception of the Views of Authorized Designees functions)

Salact a Rnding SoUe v| @ SSWS Home OMEGA Home Logout

ARRA Funded Grant Reimbursements: Due to reporting requirements for Recovery Funds, all line items for vendor
payments of 525,000 or greater must include the nine character zip code of the home office of the vendor at the end
of the vendor name field. Reimbursement requests lacking this information will be denied.

->

To Do List (12 itens)

eimbursement

Request Request S
n m

View my to do list
£285.00 for 2009 Award

Rezimbursement S213C0%0047, preject
129630 11/04/2010 .
= Fequest 429500000: Even Start Family
Select a fundlng source Literacy Stats Grants

£59,785.32 for 2009 Award

Chan em Ob-ECt CCIC'E . 539440390047, project
g ¥ o8] 130984 11/18/2010 ::'TE:;““E“ £25320000: ARRA St Fiscal .
9 Stabilization Fund - Education St
Grants
£10,644.71 for 2010 Award
— Reimbursement V0422100045, project
BELEEE LR Fequest 610950000: CTE Federal .
Payments

Section 3:Announcements

The Announcementse8tion ncludes important broadcast messages for the Uéer.
Departmentan direct a mesga to a specifit EA or recipients of a specific grant. All
broadcast messages include timely, helpful information for the user. The
Announcements section should be read frequastinformation can change daily

13



S5Ws VIRGINIA DEPARTMENT OF EDUCATION

mOMEGA SURPCORT

Online Management of Education Grant Awards (OMEGA) =.2= : EE;‘ST
Onling Management of Education Grant Awards. | [_Jlalcleliyy

Sk

wantto... (Select One} SSWS Home OMEGA Home Logout

Announcements

ARRA Funded Grant Reimbursements: Due to reporting requirements for Funds, all line items for vendo

Recowvery
payments of $25,000 or greater must include the nine character zip code of the home office of the vendor at the

of the wendor name field. Reimbursement reqguests lacking this information will be denied.

I want to ...

Create/submit a
reimbursement

To Do List

I e e
Wiews mw oo dn list

Section 4:The To-Do List

TheTo-Do List includesitemsthatrequireactionby the loggeebn user Items in thelo-
Do List vary depending on the u$epermissions

v|@®

l'wantto... (Select One) S5SWS Home OMEGA Home Logout

ARRA Funded Grant Reimbursements: Due to reporting requirements for Recovery Funds, all line items for vendor

Announcements
payments of $25,000 or greater must include the nine character zip code of the home office of the vendor at the end

' of the vendor name field. Reimbursement requests lacking this information will be denied.

Create/Submit a
reimbursement

(12 items)

Wiew my to do list

Request Request
n

£285.00 for 2009 Award

Reimbursement
Request

S213C030047, project .
42%500000: Ewven Start Family
Literacy State Grants

1296320 11/04/2010
Select a funding source

£59,785.32 for 2009 Award

Change my DbjECt code 532544050047, project

130984 11/i8/z01g heimbursement

£25320000: ARRA St Fiscal
bUdQEt rizEw=sE Stabilization Fund - Educatien St
Grants
View my grant balances 5 $10,644.71 for 2010 Award

Reimbursement

131323 Request

W04841000465, project

6£10950000: CTE Federal
Payments

14



Section 5: Additional Resources

In the upper right corner of the home page are four links for additiesalirces.
¢ OMEGA SUPPORT creates an email message to the help desk in the Department,
e HELP is a link to online documentation or training,
¢ PRINT captures the current screen for printing, and
e LOGOUT closes OMEGA.

VIRGINIA DEPARTMENT = cOUCATION

W OMEGA SUPPORT
Online Management of Education Grant Awards (OMEGA) .22 :gﬁ‘;.r
Orline Managernent of Education Grank Awards, h

lwantto.. (Select One) v/ & SSWS Home OMEGA Home Logout

Announcements

+ ARRA Funded Grant Reimbursements: Due to reporting requirements for Recovery Funds, all line items for vendor

payments of $25,000 or greater must include the nine character zip code of the home office of the vendor at the end
of the vendor name field. Reimbursement requests lacking this information will be denied.

15
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View My To-Do List

TheTo-Do List displays itemsequiringaction.

e For Originators this include reimbursement requests, budget transders
applicationrequestghat have beeareated(saved) and not ysubmitted The
Originatoré To-Do List also includs requestsvhere the most recent status is
i d e n.iAaydeviewerin the queuevithin the LEA or DOEcan deny a request
and the denied request willreturnto®e i gi n aDodst 6 s To

e For reviewersthis would include reimlmgement requests, budget transfers and
applicationrequestghat have been submitted by an Originator and require
approval.

Location of the To-Do List
e TheTo-Do List can always be found on the OMEGA home page
e It can also be accessby selecing fiView my to do listo fromthel want t
Drop-down Boxwithin OMEGA and then clicking on the green Go button.

SSWS VIRGINIA DEPARTMENT OF EDUCATION

B OMEGA SUBBORT
@ Online Management of Education Grant Awards (OMEGA) 3.23 :EE}'ST

B LOGEOUT

| wantto... (Select One) v.\ SSWS Home OMEGA Home Logout
lwantto,. [SelectOng) N

Create/Submit a reimbursement

Selectafunding source

View my grantbalances

Fer -
Wiew my pending list

Wiew my reimbursement/budgets r 2008 Award V048A0S0046, project 610950000 CTE

Change my information Payments

Submit an application £5,000,00 within 2009 Award HO27A090107, project .
Submit an application amendment 000: IDEA 811 Flow-through

Wiew an application r 2009 Award 50104090046, project 423010000; Title 1 .
View my Spend Down Calendar Report Egucztion Agancy

Wiew my Spending Progress Report

View my notifications

Wiew Autharized Oesignees by Division

Wiew Autharized Designees by Expiration Date




ThefView my To-Do listo function generatethe followingTo-Do List page

Page Header

I'wantto... (Select One)

v|&

SSWS Home OMEGA Home Logout

>

Create/Submit a
reimbursement

View my to do list
Select a funding source

Change my object code
budget

View my grant balances

View my coming soon
list

View my pending list

Wiew my
reimbursement/budgets

Change my information

ARRA Funded Grant Reimbursements: Due to reporting requirements for Recovery Funds, all line items for vendor
payments of $25,000 or greater must include the nine character zip code of the home office of the vendor at the end
of the vendor name field. Reimbursement requests lacking this information will be denied.

To Do |j5l (&6 items)

1296320

120984

121323

121951

122038

122039

11/04/2010

11/18/2010

11/29/2010

12/22/2010

01/27/2011

02/15/2011

Rezimbursement
Rzquest

Rezimbursement
Rzquest

Rezimbursement
Rzquest

Rezimbursement
Rzquest

Rezimbursemeant
Rzquest

Budget Transfer

This list provides the following information:
¢ |d - the numbegenerated and assigned by OME@HhAen the request igeatd,

Actionii Go 0

BQrigirtatora t i ¢ k
submit or canceReviewersc | i

c k o accefis@prave dDenybuttons

Request Request S
n m

£289.00 for 2009 Award
S213C050047, project
429500000z Even Start Family
Literacy Statz Grants

£59,785.32 for 2009 Award
53944050047, project
625220000: ARRA St Fiscal
Stabilization Fund - Education St
Grants

£10,644.71 for 2010 Award
04842100046, project
6£10%50000: CTE Federal
Fayments

£15.00 for 2010 Award
S010A100046, project
429010000: Title I - Local
Education Agency

£0.00 for 2009 Award
5010A050046, project
429010000: Title I - Local
Education Agency

Moving $2,282,826.31 within
2010 Award SO102100046,
project 429010000: Title I - Local
Education Agency

Request Datethe date of the most recent status update,
Request Type application, reimbursement or budget transfer, and
Description- an OMEGA generated description of the request.

on the 0 Goo editp

17
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View My Coming Soon List

TheComing Soon Litis the mechanism in OMEGA wherebg Revieweican monitor
the status of requests that will eventually require approvasatr helevel.

Depending on the Approval Level of the udes, or hetComing Soon Listan include
requests with the followig statislevels:

Created,

Submitted,

Denied, andbr

Approved (vhenthe last approvajiven wasrom a lower approvakevel than
that of thecurrent user)

Example: If a request requires Lew, 2, and 3Approvals the Level Reviewerwill
see thetem on his or he€oming Soon Listntil the request successfully passes the
Levels 1 and 2Reviewes. After successfully passing through the lower levels of
approval, the requestilvbe deleted fromthe Level 3Reviewets Coming Soon Lisand
appeaon to his or heflo-Do List.

The only requesttatusthat deesnot appear on any Coming Soon List is a cancelled
request. OMEGA usehouldmonitor all requesten their listsand canceall requests
that will not be submitted. This will help to ensuhat the Coming Soon and the-Do
listsdo not becoméengthy andcumbersome

To View the Coming Soon List:

SelectView my coming soon lisffrom thel want toé List on theOMEGA Home Page
Or selectvView my coming soon lisfromthel ~ wa n Drog-dmwen Boxand click on
the green Go button.

SSWSs VIRGINIA DEFARTMENT OF EDUCATION

B OMEGA SUPPORT
@ Online Management of Education Grant Awards (OMEGA) :EE;ET

HLOGoUT

<

View my coming soon list & SSWS Home OMEGA Home Logout

lwantto... (Select One)
Create/Submit a reimbursement

View my to do list
Selects funding source puncements |
i - reporting requirements for Recovery Funds, all line items for vendor

he nine character zip code of the home office of the vendor at the end
ests lacking this information will be denied.

Change my information
Submit an application
Submit an application amendment

To Do List

18



Upon selection of th¥iew my coming soon list the following page will appear.

Coming Soon List (17 items)

This list provides the following information:

e |d - the number generated and assigned by OME@#creatiorof the request
e Request Datethe date of the most recent status update,

e Request Ype- application reimbursement or budget transfend

e Description- an OMEGA generatedescription of theequest.

I T T S
1s620 1xioarzoto  Rgmbumen  $28500 o 2008 At S215C080047.siece 428500000: S @)
131323 11/29/2010 ::Lr:::;sement :‘é_ll._DE.'E:Z:Eiall lF:Sar 2mlilr=].ntll::\\'ard V0484100046, project 610950000 .
131551 12/22/2010 S:Lmu::;sement _stgéﬂa?éljdzfaﬂtik‘lgn?\g'lr:ciﬂlDAIDDD4G. project 423010000: Title I .
132038 01/27/2011 ::Lr:t:gsement Ist_i:;‘jl:tla?é-:‘-jruigg;an?\;a;:ciﬂ1EIAEI'E|DEI46. project 425010000: Title .
ts2029 oxi3aors  BuigeTanier  USUMSSESEEZESL ity 2010 A Soi0ao00ss e @)
132040 02/16/2011 ;:Lr:::;sement _sri]EiESI?_.EDDCF:Iré?dDuDC‘Baﬁ:aEg25;?:&090046. project 423010000: .
132230 04/06/2011 ::Lr:i:gm-:ment E:nlgﬂu.:-:&l,fcﬁqE-:i-;ifilgSgggxgzgrgftGSADBDD46. project 605120000: .
132232 04/06/2011 ::Lr:t:;sement _srﬁll:;E:SL.:‘:I.JOI;juE‘I:l;Eii\\z;i:‘l::lvlDA].EIDEMG. project 425010000: .
132234 04/06/2011 ::Lr:::;sement -??EEE'BI2.D|_'§cla?éjuﬂcna?i;,“;;i:f;DAD90046' project 425010000: .
132245 04/14/2011 Application Regquest _?:illﬂlr}i;l;::'::afiir:ni’:g ;réc‘la'::'gchnical Education Act of 2006, Federal - .

To view the details of a specific request on@wning Soon List, click the . button
found to the right of & description

Note that a upper leveteviewercan access a request in the Coming Soon List and

approve or deny a request that has not been acted on by a loweeVexekr



Table of Contents

Creating and Submitting a Reimbursement Request
Requirements for Reimbursement Requests

All reimbursement requests require the following information:

e Expenditure Start Datethe date of thdirst expenditureon the request

¢ Expenditure End Datethe date of the last expenditure on the request

¢ Object Code code established by the Department to classify expend{ibees
#APPENDIX_A page 10§

e Sector- identifies whether theost is associated witlpublic or private school
(See App. B page 1]11

e Program Area additional classifications established by the Department for
expenditure¢See App. B page 1),land

e Payment Amount

In addition to the list above, reimbursemesquests includin@bject Codes 30068000
alsorequire the following information:
e VendorName(100 characters max.)
e Descriptionof the Expenditur¢240 characters max)
e Check/Voucher Numbégd0 characters maxand
e Payment Daté date payment record wastablisheddate 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 dateh& Encumbrancédatefield entryis required. The Encumbrace Date is

the date the funds were obligatésl purchase order dafehe Encumbrance Date must

be within the award perioRef er t o t he fAFeder gdecbdlowar d CIl o
for additional information.

Important : Subrecipients should reviewtieFe der al Awar d Cl osing S
determine when reimbursements must be submitted after an award ends. To access the
Schedule, go to the DOHome page, click on About VDOE, click on Finance and

Operations, click on Grants Accounting and Reporting Ressuptick on the closing
schedule you wish to view under the fAFeder
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CREATING A REIMBURSEMENT REQUEST

Stepl: SelectiiCreate/Submit a reimbursemend from thel ~ w a n list o theé
OMEGA HomePage offromthel want t o € -ddvn Bop

Tk A rembUrEement q*_n) SSWS Home  OMEGA Home  Logout

Create

One of two possible scenarios will develop:

Scenario 1: No Default Award established during this LogOn period in OMEGA
Choosing theCreate/Submit a reimbursementfunctionwill accesshe Select
Award pageso that the user caelsct a funding sourcelhis will become the
default award.

S5WS VIRGINIA DEPARTMENT OF EDUCATION
B OMEGA SUBBORT
; . W HELR
@ Online Management of Education Grant Awards (OMEGA) B ERINT
N LOGOUT
[Iwantto... (Select One) v| & SSWS Home OMEGA Home Logout

Select Award \

ARRA - Educaticas Funds SFSF and Jobs Fund

Award Project Start Funds

ARFA St Fiscal Stabilization

02/17/2009 (09/30/2011 59,785.32 .

S354A050047 |2005 625320000 Fund - Educsticn St Grants
ARRA St Fiscal Stabilization

53944050047 |2005 625324400 |Fund - Education St Grants 0z2/17/2009 [09/30/2011 990,100,10] .
Basic Aid FY2010

S410A100047 (2010 627000000 |ARRA Educatien Jobs Fund 0g8/i0/2010 (09/30/2012 1,199, 312,27 .

MCLB - Title I Part A - Improving Basic Programs

Award Project Start Fum:ls

50104040046 | 2004 425010000 L‘;L‘iiv itz ElEd 07/01/2004 | 09/30/2006
S010A100046 (2010 429010000 ;‘;:_Iiv eesl Eiussam 07/01/2010 [09/30/2012 | 2,352,826.31 @

Selectthe desired award usilg buttonin theAction column

Note If, upon selection of the award, the uieen tries to Create/Submit a
Reimbursement but is denied accessiew theu s e ®Pa& form toensure that the
appropriate permissions have been establishetthe DP1 formshowspermission is
granted for this awardhe useshouldcontact OMEGA Support at the Department.
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Scenario 2: There is a current award selected as the default award
If an award haalready been selected since the user last logged onto OMEGA, the
most recehaward selectet the default awardAs a resultthe Create/Submit a
reimbursementcommand will linkthe usedirectly toa Request for
Reimbursemenrform and this default awaravill alreadybein place on the
Reimbursement Requesitthe default ishe correct award, the user can proceed
with the reimbursement request. If the default is incorrect, the user should return to
the Al want tsloedtr oips eloevat dndchdoserthdi ng sou
correct award from the list.

SSWS VIRGINIA DEPARTMENT OF EDUCATION

W OMEGA SUPPORT
@ Online Management of Education Grant Awards (OMEGA) z.23 :EE;\TT

B LoOGoUT

Page Header!

Iwantto_ (Select One) v & SSWS Home OMEGA Home Logout

Request for Reimbursement

i Selected Projeci Group, Project, Award Information

/‘/Project Group: NCLE - Title I Part & - Impreving Basic Progr}\i

Project: 429010000, Title I - Local Educaticn Agency \

Award: 50104080046 Award Year:2008 /

Step 2: Enterthe Expenditure Date Range.

Expenditure Start Datethe date of the first expenditure on the reimbursement request
Expenditure End Datethe date of the final expenditure on the request.

Reimbursement Request

‘ Step 1: Enter date range for reimbursement Request

Expenditure Start Date [mm/dd/ yyyy) = |09/15/2009 |E

Expenditure End Date [mm,/dd/yyyy) ¥

12/15/2009 i

4

Omega will accept only the date format MM/DD/YYY Mote tha the Expenditure Start
DateandExpenditureEnd Datecannot crosstatefiscal yearsThe state fiscal year ends
June 38. A Start Date of June fsand an End Date of July f@vill not be allowed.
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Step 3: Enter the expenditure dataExpenditure data can be entered manually or
uploaded from Excelinto OMEGA.)

For Manual Entry:
Select theNew 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 OMEFEor details about this
feature sedppendix BUploading Data for Reimbursements.

Request for Reimbursement

i Selected Project Group, Project, Award Information

Project Group: NCLE - Title I Part & - Impreving Basic Programs

Project: 429010000, Title I - Local Education Agency

| Award: S010A080046 Award Vear:2008

Reimbursement Request

‘ Step 1: Enter dates range for reimbursement Raquast

Sxpanditurs Start Dtz [mm/ddyyyy) < |0g/15/2009 |7

12/15/2009] |

Expenditure End Dats (mm/dd/yyyy) #

Step 2: Enter reimbursement request line item data,
Data can be entered into OMEGA by loading 2 flat file with multiple lines ar by manually keying data ene line at 2 time,

To load a flat file with multiple lines of data click "Browse" and navigate to and select the file you wish to uplead, After selecting

the filz, click " = EEELE] d times will wvary depending on your cennection and the size of the file, Click "Help"”
to ses at file layout.

/
| |[ Browse.. | >
N ker

% manuzlly keydatz one line at 2 time, click "New Entry",

MNew Entry

-~ [pack Jsave JReset]
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Entering Expenditure Data Manually:

Uponselection ofNew Entry, a Reimbursement Requegipearscontairing 4 sections.

‘ ﬁequest for Reimbursement

Summary

Details

Edit Line

i Selected Project Group, Project, Award Informati

/ch/ectGrnupu MCLE - Title T Part & - Improwing Basic Programs

( Project: 429010000, Title I - Local Education Agsncy

rd: SO010A080046 Award Year:Z008

| Change Funding Source

e —
Reimbursement Request Summary

Details

Edit Line

Reimbursement Request Details

Reimbursment Request Summary
Funds Awvailable Funds Awvailable Funds Awvailable After all
Prior to this After this requests have been taken
Request Request into consideration
oooo o 0. 28.52
1000 o 10,059.99 0.00 10,059.99 10,059.99
2000 o 1,246.64 0.00 1,246,644 1,.246.64
XCIOCI o 0.00 0.00 0.00 0.00
<4080 o 0.00 0.00 0.00 0.9{
Sooo o 0.00 0.00 0.00 /600
s000 o 20,743.47 0.00 20,743.47 /Zgr?43.4?
2000 \S\ 0.00 0.00 0.00 0.00
el 0 5.62 0.00 3207862 3207862
Funds —_

Summary

Details

Request Id is 103002

| Expenditure Start Date [mm/dd vyvy)

| 039/15/2009

| Expenditure End Date [mm,/dd/ vyyy]

Total number of line items in the Reimbursement Reguest is 0

Obhject Code

Check/Voucher

Numaer

R T
(mm/dd/vvvwv)

Payment Date
(mm/dd/vvvwv)

| 12/15/2009

Expenditure
Description

Item
Duantity

Edit Expenditure Line Item

Summanry

Details

bject Code =

Sector =

Program Arsa *

Wendor

Diescripticn
(240 char Max)

Check
“Woucher Mumber

Encumbrancs Date
{mm/dd/yyyy) =

| Select One

| Unspecified

|E=

=

|
[Eave fReset fAdd f[Go To Submit
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Section 1: Selected Project Group, Project, Award Information
This section displays the selected award and related informatioamge Funding
Sourceis located here so that you can changeathard from this pageé necessary

‘ Request for Reimbursement

‘ Summary Details

i Selected Project Group, Project, Award Information

| Project Group: MCLE - Title I Part & - Improving Basic Proegrams

Project: 429010000, Title I - Local Education Agency

Award: SO010A080046 Award Year:2008

‘ Change Funding Source

Section 2: Reimbursement Request Summary
This section includes columiigr:
e Object Coddcodeusedto identify type of expendituje
e No. of Linesi the value changes as detail lines are added,
¢ Funds AvailablePrior to this Requegthe currenbalance by object codgNote
that a budget transfer in process welnporarilydecrease this amouriunds are
subtracted from donating object lines upon submission dfaheferrequest.
Recipient object liness 0 nchangeuntil all levels in the quge havebeen
approved andransf@f@o mplagtuesdd s A
Funds Requested (amounts will appesdetail lines are addégd
Funds Available After thiRequestand
Funds Available After all requests have been taken into consideration (balances
after allpending expenditussand budget transfer requests m@uded.

Reimbursment Request Summary
Funds Available Funds Available Funds Available After all
Prior to this After this requests have been taken
Request Request into consideration

0000 ] 28.52 0.00 28,52 28,52
1000 i} 10,059,599 0.00 10,059,959 10,059,959
2000 ] 1,246,654 0.00 1,246,64 1,246,64
2000 ] 0.00 0.00 0.00 0.00
4000 i} 0.00 0.00 0.00 0.00
5000 ] 0.00 0.00 0.00 0.00
6000 0 20,743.47 0.00 20,743.47 20,743.47
8000 i} 0.00 0.00 0.00 0.00
;S;ad's 0 32,078.62 0.00 32,078.62 32,078.62
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Section 3: Reimbursement Request Details

This section includes:
e Request ID atracking numbeautomaticallyassigned by OMEGA
e Expenditure Start and End Dates ,
e Details of each he in the request appear as lines are added

w}g Summary  Details
Request Id is 103902
Expenditure Start Date [mm/ddyyyy) 03/13/2009
Expenditurz End Date [mm/dd/yyyy) 12/15/2009

Total number of line items in the Reimbursement Request is 0

Object Code Program Area Epe"!mf"e
Description

Check/Voucher | Encumbrance Date | Payment Date [tem
Number (mm/dd/yyyy) | (mm/dd/yyyy) |Quantity

L T
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Section 4: Edit Expenditure Line ltem
This section includethe fieldsthat are required for reimbursemeRequired fieldsare
denoted by an asterisk)(

Edit Expenditure Line Item

| Summary Details

Object Codz * | Select One b
sector * | Public |+
Program Area © Unspec[’f@d [‘Q
W
Vendor I
Ciescripticn
(240 char Max]
Check I
“Woucher Mumber
Encumbrance Dats
[mm/dd/yyyy] = “EI
Fayment
Date [mm/dd/yyyy) I E
Amount * |
[Back J|save JjlReset j]Add J[Go To Submit

Action Buttons

1 Returns the user to thgeeviouspage .

- Saves the information in OMEGA incaeated status butdoes not submitthe

request for approval. The requessaved andan be edédand/or subnitedat a later

date. The first time the request is sav€inega assigns a unique ID number to the
request and adds the-Doksguest to the origin

Reset . . : o
Clears the information previously entered for this line item.

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

GDTﬂ'S”bm't Opens dofiveckeé on of the Usexcanredegvue st s

it before submissiarThe user hasptionsto add a commengo back to the previous
page edit, submit, or cancel the requesSee below:
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Approval Status

‘ Summary Details

[ Status Tracking Number | Status | Status Date | Assigned By | Level | Comments |
% 1264637 | Created 04/07/2010 Ann Originator 0

BUCKINGHAM CO FPELC SCHS hersby claims reimbursement of disbursement made during the pericd 05/15/2009 to
12/15/2009 under the provisions of the program or grant indicated abowe. This is to certify that the expenditures listed in the
reimbursement hawe been paid in accordance with the federal/state policies and/or regulations of Virginia Board of Education, It
further certifies that documentation has been retzined in the office of the educational agency/organization and is available upon
request to support the claim, It is understoad that this claim is subject to federal and/or state audits,

Comments:

OMEGA will start processing the request once you have mouse clicked /selected the submit, approve or deny button,
and confirmed the transaction by mouse clicking/selecting the OK button.

You will be returned to the OMEGA home page once your transaction is completed.

While waiting for your transaction to comp nr refresh. as such actions will prevent the processing of

your request.,

Edit Request Submit Request

Edit a Reimbursement Request

Cancel Request

To edit a request, sadtthe w Action buttonfrom the bottom of the
request gee the previous exampleThis will allow editing The Reimbursement

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

k Reimbursement Request Details

Summary Details

Total number of line items in the Reimbursement Request is 1

Description
Check/Voucher EIIEUI;I;:D;BIIEE Payment Date Item J—
Number (mm/dd/ ) (mm/dd/vyvvy) |Quantity

[Back Jl[save j[Reset §[Go To Submit
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to change information in the selectiuk.

to copy the line itenand add it to the request

Choos to delete thdine item from the request

Selectﬁ to save the edited request in the created dtatalways a good idea to
Save after eding.

Go To Submit

Select to proceed with submission of the request for approval.

Edit Expenditure Line Item

‘ Summary Details

Object Code * | G000 Materials and Supplies hd

Secter * | Public »
Brogram Ares * | Unspecified ¥

Springfield Electric Cc|

Wendor *

radicactive slag for "Make vourself glow in the

Description * |dark”school project.
[240 char Max)

Check

Voucher Number * 258 |
Encumbrnce Date (mm/ddiyyyy) | |
Daymant
Date (mm/dd/yyyy) * |09/15/2010 |EH

1927

[Back [[Save JReset JAdd JGo To submit

Amount ®
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Note that as detai l |l i nes are added ¢é.

Request Id is 122253

| Expenditure Start Date [mm/dd/ yvyy) | o07/01/2010

| Expenditure End Date [mm/dd/yyyy) | 0%9/30/2010

2r of line items in the Reimb t R st is @

Total
Entr-y Check/voucher E"EUJ;?;E'"EE
Number (mmyddy ) ( Sddfvwwy)

Ite
Quan

S14424 ;gi?cﬁ:rsunal Public Unspecified

2000 Emploeyes
S14476 Bensfits

Ll
=]
=]
=]

Marges
Simpson
Inc

Purchased/Contracted  Public Unspecified Barticles
814428 gervices
Z2a5d 07/15/2010 1z.00
. . Moe's
S000 Other Charges Bublic Unspecified " Food and bewerages
814431 < e Catering 9 [N [y <

789 09/01/2010

-
=]
(2]
1]

€. the Rei mbursement Request Summary wupdat

Reimbursement Request Summary

Details  Edit Line

nbursment Request Su

Object | Mo. of | Fund= Avellable | runds | Fne bl | e e oo
Request N Request into consideration
0000 u} 0.00 0.00 \ 0.00 0.00
1000 2 146,627.09 / 73.00 \ 146,562.09 146,562.09
2000 2 42,375.23 15.00 42,360.23 42,360.23
3000 z 33,815.69 [};0.00 33,795.69 33,795.69
4000 u} 0.00 HG.GD 0.00 0.00
S000 z 15,026.02 23.00 i5,001.02 15,001.02
6000 1 2,798.14 19.27 2,778.87 2,778.87
8000 [u} 0.00 \ U.UUI 0.00 0.00
-'I:—:::IE 3 240,552.17 W, 240,437.30 240,437.30
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Submit the Request

Ités recommended that yalick on Savefirst andthenGo o Submit.Af t er s avi

see the followingn thescreen.

=000 Marge

Purchased/Contracted  Public Unspecified Simpsen Barticles

B14428 corvices Inc g IE x
3454 07/15/2010 12.00
5000 Other Charges Public Unspecified MUE'S. Food and beverages

814431 Catering 2 [

09/01/2010 11.00

783

Total 154.27

[Back fl[save J|Reset J[Go To Submit

Note that yu canclick on Go to &ibmit without saving. Clicking on Go to Submit
theroticallysaves the information and then goes tortiet step in theubmission
process.

. Go To Submit |
To submitthe request, seleI e
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Edit Expenditure Line Item

‘ Summary Details

Object Code * | 6000 Materials and Supplies L

Secter * | Public |+
Brogram &rea * | Unspecified |+

Wendor * |Springﬁe|d Electric Cc|

radioactive slag for "Make vourself glow in the

Description * |dark”school project.
(240 char Max)

Check

“oucher Number * |988 |
Encumbrancs Dare (mm/de/vyyy] | |EE
Bayment
Date (mm/cefyyvy] * |09/15/2010 |E
Amount = | 19.27|

[Back Jsave [Reset f{Add

and the following screen is returned.

1648270 | Created 04/22/2011 Ann Originator ]

ACCOMACK CO PELC SCHS hereby claims reimbursement of disbursement made during the peried 07/01/2010 to 09/30/2010
under the provisions of the pregram or grant indicated abowve, This is to certify that the expenditures listed in the reimbursement
hawe been paid in accardance with the federzl/state pelicies and/er regulations of Virginia Beard of Educatien. It further cartifies
that decumentatien has been retained in the office of the educational agency/organization and is available upon request to support
the claim. It is understeod that this claim is subject te federal and/or state audits,

Comments:

OMEGA will start processing the request once you have mouse clicked/selected the submit, approve or deny button,
and confirmed the transaction by mouse clicking/selecting the OK button.

You will be returned to the OMEGA home page once your transaction is completed.

While waiting for your transaction to complete, do not select back or refresh, as such actions will prevent the processing of
your request,

[Bac ]| dit Request [ submit Request [l Cancel Reauest |
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In theexample above, thenly entry in the status queue shows that the request was
created by Ann Originator on Ap22,2011 and afi St a rackisgNuimbe assigned by
Omega.

Click on and a pop up box gives one more chance to review. If you
want to proceed, <click on OK. I f youdre no

Summary Details

1648270 | Created 04/22/2011 Ann Originator o

Message from webpage

\__?/ Are you sure wou wank bo SUBMIT this request? (OK = Yes Cancel = Mo)

ACCOMACK CO PEL ‘2010 to 0S/20/2010
under the provisions g the reimbursemeant
hzwe been paid in acc [al4 ] | Cancel ] n. It further certifizs
that decumentation hi on request to suppert
the claim. It is under

Comments:

OMEGA will start processing the reguest once you have mouse clicked/selected the submit. approve or deny button,
and confirmed the transaction by mouse clicking/selecting the OK button.

You will be returned to the OMEGA home page once your transaction is completed.

While waiting for your transaction to complete, do not select basleorTeTrasitessuch actions will prevent the processing of
your request.

NOTE: Once a request is submitted, the Originator cannot edit it. If editing is required
after submission, amgviewerin the queue can deny it . A denied request will return to
the TaDo list of the Originator and the originator can then edit it.

When thesubmissiorhas been processedlbe originator willbe returned to theOmega

Home screen and the requedt havemovedf r om t h e To-Doligttoth@art or 6 s
Pending list. The request will also be on TleeDo list of the firstreviewerin the queue

and on the Coming Soon list all subsequenteviewes listed in the queueAs each

reviewer processes threquest, it will be deleted from thaviewed $o-Do list and will

be added to their Pending list. When the request reaches its final status of Approval
Completed after the lastviewerin the queue, the request will disappear from all

Pending lists.

An approval level may have more than eseeewer All individuals at a level have equal
access and authority. When a status changes at a level, it changes for all individuals in the
gueue at that level. A division can require multiple approvals at &sl/ [Bue 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 theTo-Do list of the originator before submission of a request. In this example,
bottom entry.

itds the

Create/Submit a
reimbursement

View my to do list
Select a funding source

Change my object code
budget

View my grant balances

View my coming soon
list

View my pending list

View my
reimbursement/budgets

Change my information
Submit an application

Submit an application
amendment

View an application

View mv Snend MNown

To Do List (10 items)

=

131323
122038
122038

122040
132245
122253

122255

1222356

1222357

Request Request e
m

11/29/2010

01/27/2011

0z2/15/2011

0z/16/2011

O4/14/2011

04/22/2011

04/22/2011

04/22/2011

04/22/2011

Reimbursement
Regquest

Reimbursement
Regquest

Budget Transfer

Reimbursement
Request

Applicatien
Request

Reimbursement
Request

Reimbursement
Request

Reimbursemeant
Reguest

Reimbursemeant
Reguest

£10,644.71 fer 2010 Award
0482100046, project
610950000: CTE Federal
Payments

£675.00 for 2009 &ward
S010&050046, project
425010000: Title I - Local
Education Sgency

Mowving 52,282,826.31 within
2010 Award S010A100046,
project 423010000: Title I - Local
Education Agency

£1,357.00 for 2009 Award
S010&030046, project
429010000: Title I - Local
Education Agency

2010 Perkins Carzer and Technical
Educatien Act of 2006, Federal -
Title I, Applicatien id 22973

£0.00 for 2010 Award
S010&100046, project
429010000: Title I - Local
Education Agency

£0,00 for 2010 Award
52674100044, project
£14800000: Title IT - Part &

£0.00 for 2010 Award
S3674100044, project
£14800000: Title IT - Part &

£0.00 for 2009 Award
S010&4090046, project
423010000: Title I - Local

{32258 04/22/z011 Reimbursement
\REqUESt

Education Agency

£154,27 for 2009 &ward
S3674030044, project
£14800000: Title IT - Part &
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This is the sam&o-Do list after submission. The submitted item dropp#dhe list

To Do List (9 items)

Create/Submit a
reimbursement

View my to do list
Select a funding source

Change my object code
budget

View my grant balances

View my coming soon
list

View my pending list

View my
reimbursement/budgets

Change my information
Submit an application

Submit an application
amendment

View an application

121323

132038

1320389

122040

132249

132253

132255

132256

132257

11/29/2010

01/27/2011

02/15/2011

02/16/2011

04/14/2011

04/22/2011

04/22/2011

04/22/2011

04/22/2011

Feimbursemant
Reguest

Reimbursement
Reguast

Budget Transfer

Feimbursemant
Reguest

Application
Regquest

Feimbursemant
Reguest

Reimbursement
Regueast

Feimbursemant
Reguest

Reimbursement
Regquest

£10,644.7 1 for 2010 Award
0484100046, project
£10%50000: CTE Federal
Payments

£675.00 for 2009 Award
S010&050045, project
423010000: Title I - Local
Education &gency

Moving £2,282,826.21 within
2010 Award S010A100046,
project 425010000: Title I - Local
Education Agency

£1,357.00 for 2009 Award
S0104030046, project
423010000: Title I - Local
Educatiofh &gency

2010 Perkins Career and Technical

Educatien Act of 2006, Federal -
Title I, Application id 22973

50,00 for 2010 Award
S0104100046, project
423010000: Title I - Local
Education &gency

£0,00 for 2010 &ward
53674100044, project
614800000: Title II - Part &

£0,00 for 2010 Award
53674100044, project
S14200000: Title I - Part &

£0.00 for 2009 Award
50104090046, project
429010000: Title I - Local
Education Agency

Request Request -
n m

Trouble Shooting: When the requested amount of reimbursement is greater than t
amount of funds available in a particular object code, OME&&Arnsan error message
and the request cannot be submitted. Check to ensure that the object code is the ¢
one. If so, itis necessary to submit an object code transfer request to provide ade
funding in that object code. Once the object dodesfer request is submitted and the
approval process complete, OMEGA records the adjustment and the reimburseme

request can be submitted.

ne

correct
quate

nt
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Award End and Encumbrance Dates

All federal grant awards have an awanid Date All funds must bercumbered
(obligated) by théznd Dateof the award even if the expendityoheck writtenyand
reimbursement wilbccur after this datefFor a majorit%]c:]f awardthat are administered
through Omegahe End Dateis the last day of the onth of the gant award period.
Most Omega awardstart on Julyi® andthe End Dateis September 3. An awardthat
started on July 2010 has arEnd Dateof September 30,2@1

An Encumbrance Dates required for any reimbursement request wherasc¢heol

division paidfor the expensée, wrote the checlgfter theawardEnd DateThe
encumbrance dataust be on or prior to the End Dateislthe 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 Septembel38 purchase order or contract is issued by that date.
In the case of payroll, only days worked through SeptembBagdencumbered by
September 30 For travel, only travel completed by Septem®@" is encumbered as of
September 30 The following two examples explain the use of encumbrance date on a
Reimbursement Request Type.

e The award ends on Septembel'20d thedate of paymenf the expenditure is
on or after October®l The encumtance date is required and must be on or
before September 30

e The award ends on Septembel'20d the date opayment othe expenditure is
September®l Since thepayment datés before théEnd Date anEncumbrance
Dateis not required.
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Approving a Reimbursement Request

Reimbursementequests to be approved appear onr¢heewed Fo-Do list. There are
two ways of accessing thio-Do list. When a user logs into Omega, tHeme Page
screen is automatically shown and ffeeDo list is immediately available.

SSWs VIRGINIA DEPARTMENT OF EDUCATION

B OMEGA SURPPORT
@ Online Management of Education Grant Awards (OMEGA) :Eﬁrﬁ'r

L pEalcialing
|wantto.. (Select One) v|® SSWS Home OMEGA Home Logout

Announcements

ARRA Funded Grant Reimbursements: Due to reporting requirements for Recovery Funds, all line items for vendor

payments of $25,000 or greater must include the nine character zip code of the home office of the vendor at the end

of the vendor name field, Reimbursement requests lacking this information will be denied.
i 3 ite
Create/Submit a To Do List (5 itemns)

Request Request
“

Meowing £100.00 within 2010
Award SO010~4100046, project
429010000: Title I - Local
Education &gency

reimbursement

View my to do list

. 145614 10/06/2011 Budget Transfer
Select a funding source

Moving £24.46 within 2009 Award

i S0104050046, project
Change my object code 145618 10/06/2011 BudgstTransfer Jooooncnn e PO ement

bUdgEt Grant - Title I
£0.50 for 2010 Award

: Reimbursement HOZ7A100107, project
View my grant balances 143646 10/08/2011 2l T T Bt 5
through
View my coming soor e, EEEREEE
- eimbursemen r Projec
list TR LEENENLL mo 423010000: Title I - Local
Education &gency
i i i £5,00 for 2010 Award
View my pendlng list 145670 10/20/2011 Reimbursemant S0104100046, project
Request 429010000: Title I - Local
Vi Education Agency
lew my
NS DRI Uy U U T | N | T

The user can access fhe-Do list from virtually anywhere in Omega lnyicking on the
Al want to éo0 dr o pVied mwho-Daistd andwlickisganithe Ga i n g
button.
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SSWS VIRGINIA DEPARTMENT OF EDUCATION

W OMEGA SUPPORT
@ Online Management of Education Grant Awards {OMEGA) :EE;TT

B LoOGOUT

‘

7
Wiew my to do list ( vg SSWS Home OMEGA Home Logout

'wantta... (Select One) \,
Create/Submit a reimbursement
Selecta funding source

Change my object code budget
View my grant balances ic Programs v|
Wiew my coming soon list

View my pending list Agency w

View my reimbursement/budgets
Change my information Generate Report |
View an application

View my Spend Down Calendar Report

View my Spending Progress Report

View my notifications

View Authorized Designees by Division

View Authorized Designees by Expiration Date

TheTo-Do List displays Request Types requiring approval. 1D numbers are
automatically assigned. The Request DRiEquest Typeand a Description are provided.
The Request Date is the last date that any activity occurred,iregeditbmission,
approva) or denial

Create/Submit a To Do List (5 ftems)
reimbursement
Requ Requ
Il M

Moving 5100.00 within 2010
Award S010A100046, project
425010000: Title I - Local
Education Agency

Wiew my to do list

145614 10/06/2011 Budget Transfer
Select a funding source

Maving 524,46 within 200% &ward

Chanae mv obiect code S010&090046, project
a Y ] 145618 10/06/2011 Budget Transfer 228320000: Schoal Impravemznt
bUdgEt Erant - Title I
£0.50 for 2010 &ward
" Reimbursement HO272100107, project
View my grant balances 143646 10/08/2011 oo 2307 10000: IDEA 611 Flow- .
threugh
View my coming soon e SR
. eimbursemen r Projec
list LETEEE LHENETLL oo 429010000 Title [ - Local
Education &gency
i i i £5.00 for 2010 Award
View my pending list 145670 10/20/2011 Reimbursement  SO010A100046, project .
Request 4295010000: Title I - Local

Education Agency

i e e e e S A m e

Select. to viewarequest.



Displayed on the next screen are the Project Group, Project and Award numbers.

Selecting eithe SWmmary  Details  Approval Quele il takeyou to that viewing
area of the request.

SSWs VIRGINIA DEPARTMENT OF EDUCATION

W OMEGA SUPPORT
@ Online Management of Education Grant Awards {OMEGA) :Eﬁ‘ﬁ.r

B LOGEOUT
|wantto. (Select One) v| & SSWS Home OMEGA Home Logout

Request for Reimbursement

Summary Details Approval Queue

i Selected Project Group, Project, Award Information

o
‘ Project Group: NCLE - Title I Part A - Improving Basic Programs

Project: 423010000, Title I - Local Education Agency

‘ Award: S010A4100046 Award Year:2010

The next section shows tle&penditure periodAll voucher/check dateis the
reimbursement requestust fall within the start and end dat&éhe date format must be
MM/DD/YYYY.

Reimbursement Request

‘ Request Id is 145669

‘ Date range for expenditure Request

| Expenditure Start Date [mm/dd/yyyy) ‘ 08/01/2011

| Expenditure End Date (mm/dd/yyyy] ‘ 08/21/2011

The Reimbursement Request Summary displays the funds availaDlgdnt Code A
reimbursement expse reduces the Funds Available After this Reqinste that the

blue arrow foll owing ARei mbur sement Reques
opens and closes the section.
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Reimbursement Request Summary

Details  Approval Queue

Reimbursment Request Summary

Object | No. of Fund_s A‘U'Ella_hle Funds Funds Aval!ahle Funds Available After all
Prior to this After this requests have been taken
Requested . 5 .
Request Request into consideration
Qooo 0 0.00 0.00 0.00 0.00
1000 1,095,409.42 0.00 1,095,409.42 1,095,409.42
2000 302,545.81 0.00 302,545.81 302,645.81
3000 431,118.29 75.00 431,043.25 431,043,25
4000 2,930.00 2,000.00 530,00 1,025.00
3000 51,529,592 500,00 51,029.92 51,029.92
6000 432,213.54 0.00 432,213.54 432,213.54
8000 0.00 0.00 0.00 0.00
Total
Funds 2:315,746,98 2,075.00 2:313,171.98 2,313,366,98

Reimbursement request details are available for review byekiewer The blue arrow
following Reimbursement Request Detalils is a toggle. Clicking on it opens and closes the
section.

Reimbursement Request Details

Summary Approval Queue

Total number of line items in the Reimbursement Request is 4

[ otmce | | vt e | G
Description
Check/Voucher Encumbrance Date Payment Date Item
Number {(mm/dd/vyvvyv) {(mm/ddfvvvv) Quantity

2000

Purchased,/Contracted Euklic Unspecified ‘;Eisture baaks
21430 Services

341-890 08/12/2011 100.00
S EE 5000 Other Charges Public Unspecified Bookstore  test

51516874 08/25/2011 500.00

The Approval Status displays the Status, StathangeDatesthe rameof the

individual that changed the status and the lavelhich the changevas made In the

example below,dvel 0 indicates the request has been created and subBétédtime

the status changes on a request, the Approval Status will update and a new information
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line will be added below thiastline. The bluearrow following Approval Status is a
toggle. Clicking it opens and closes the section.

Approval Status

| summary Details

Status Tracking Number m Status Date Assigned By mm
1827404 Creatzd 10/20/2011 Ann Ongmator

183?405‘ Submitted | 10/20/2011 | Ann Orlglnator |

Upon submissionhereimbursementequest is available for approval denial.
Comments may be entered dmetome germanenpart of the requeskor
reimburserentapprovals comments are optional. Fdenials 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 recordd in error and the error will ultimately stop the processing of the request. The
intent is toremind reviewers to click only once on t8abmit,Approve or Deny button.

ACCOMACK CO PELC SCHS hereby claims reimbursement of disbursement made during the peried 08/01/2011 te 08/21/2011
under the provisions of the program or grant indicated abowve, This is te certify that the expenditures listed in the reimbursement
hawe been paid in accerdance with the federal/state pelicies and/or regulztiens of Virginia Board of Education, It further certifies
that decumentation has been retained in the office of the educational agency/erganization and is available upon request to support
the claim. Itis understood that this claim is subject to federal and/or state audits.

Comments:

OMEGA will start processing the request once you have mouse clicked/selected the submit, approve or deny button,
and confirmed the transaction by mouse clicking/selecting the OK button.

You will be returned to the OMEGA home page once your transaction is completed.

While waiting for your transaction to complete, do not select back or refresh, as such actions will prevent the processing of

your request.
[Bac [ avprove [ oeny |

Select| Approve

A pop-up window asks the user to confirm the action.
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Microsoft Internet Explorer

@ fAre wou sure wou wank ko APPROYVE this request? (0K = Yes Cancel = ho)

ok & | Cancel

Select OK tdinish the approval proces#/hen Omega finishes processing the request,

the user is returned to th@©mega home screen.

Theitem is removed fromthe e v i

Create/submit a
reimbursement

View my to do list
Select a funding source

Change my object code
budget

WView my grant balances

View my coming soon
list

ViEW{%ﬂ}F pending list

View my
reimbursement/budgets

eTe-Baligt s

To Do List (4 itemns)

145614

145618

145646

145670

and

10/06/2011

10/06/2011

10/06/2011

10/20/2011

a d d e d The cevidwér an vieveonly teewegjuest s

Budget Transfer

Budget Transfer

Reimbursement
Request

Feimbursement
Request

Mewing $100,00 within 2010
Award S010A100046, project
429010000: Title I - Local
Education Agency

Maoving 24,46 within 2009 Award
S010A050046, project
428920000: School Improvement
Grant - Title I

£0.50 for 2010 Award
HO27/A100107, project
4307 10000: IDEA 611 Flow-
through

%£5,00 for 2010 Award
50104100046, project
425010000: Title I - Local
Education Agency

from the Pendlné |I.St by clicking on the appropriate Go button.

Request Request
n m
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Pending List

(27 items)

Request S
n REquESt Tvpe m

144864

140782

145564

145564

145674

145674

145669

145669

06/09/2011

08/10/2011

08/10/2011

08/10/2011

10/27/2011

10/27/2011

10/28/2011

10/28/2011

Budget Transfer
Reimbursement
Request

Reimbursement
Request

Reimbursement
Request

- - =

Budget Transfer

Budget Transfer
Reimbursement
Request

Reimbursement
Request

Moving 54,543,13 within 2009 Award Q18640530048, project
605110000: Drug Free Schosl Payments

%$18,618.93 for 2003 Award H391A090107, project 512450000:
ARRA IDEA Part B Stats Grant

52,40 for 2009 Award S010A030046, project 428520000: School
Improvement Grant - Title I

52,40 for 2009 Award S010A030046, project 428520000: School
Improvement Grant - Title I

Mowving 58,000.00 within 2010 Award S358B100046, project

Mowing $100.00 within 2010 &ward S010A100046, project
423010000: Title I - Local Education Agency

Meowing $100.00 within 2010 Award S010A100046, project
423010000: Title I - Local Education Agency

£2,575.00 for 2010 Award S010A100046, project 429010000: Title
I - Local Education fgency

£2,575.00 for 2010 Award S010A100046, project 423010000: Title
I - Local Education Agency

Table of Contents
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Grant Award Selection

You can fASel ect wsiFug dti ine €l ondive DMESA b y
homepage r t he éid duaempboxesaund throughoutthe OMEGA program.

Thisi Sel ect a Ffunctbn ng Sour ceo
e provides dist of all the grants in the OMEGA system that kbggedon usethas
permissiorto view,
¢ lists the following information for eadfisplayedaward:
1) award code (assigned by Department of Education)
2) award yeagcorresponds to the first year of the award)
3) project code (assigned by Department of Education)
4) description of award
5) start date of awardirst date that obligation of awarded funds is allowed)
6) end date of awalthst date to obligate awarded funds)
7) funds available (reflectdl transactionSUBMITTED to date),and
e activates and identifies the deft funding source to be used in other OMEGA
applications.The word ficurrento in t h(defadlttt i on
award. When there isi0 current, activaward OMEGA brings you to this page
to select an award. The selected grant remaimsrtuuntil another grant is
selected.

[lwantto._ (Select One) v/ & SSWS Home OMEGA Home Logout

Select Award

ARRA - Education Funds SFSF and Jobs Fund

ATET Project Start Fu

ARRA St Fiscal Stabilization

53940090047 | 2009 625320000 Fund - Education St Grants 02/17/2009 | 09/30/2011
ARF& St Fiscal Stabilization
53944090047 | 2009 625324400 |Fund - Education St Grants 02/17/2009 | 09/30/2011 432,718.25 .

Basic Aid FYZ010

ARF& St Fiscal Stabilization
53944090047 | 2009 62532BB00 |Fund - Education St Grants 02/17/2009 | 09/30/2011 555,546,000 | current
Basic Aid FY2011

S5410A100047 2010 627000000 |ARRA Education Jobs Fund 08/10/2010 |09/30/2012 0.00 .

MCLB - Title I Part A - Improving Basic Programs

Award Project Start Fu

S010A070046 2007 429010000 L‘;L‘Ziv ozl Bz 07/01/2007 | 09/20/2009

S010AD60046 |2006 429010000 1‘;;;"“““5‘1”“:“’" 07/01/2006 | 09/20/2008 0.00 .

Title I - Lecal Education

Sninan3Innds | 2NN3 A7end nnnn n7indlznn? | nafRnfrnns o nn .
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Change My Object Code Budget

Al so known as A Bu dMyg@bject CadeaBudgét & thé meChardasmg e
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 @wamhining balance.

From the OMEGA home page

Select a funding sarce from yourTo-DoL i st &

S qr_n) SSWS Home  OMEGA Home  Logout

- Title I Part A - Improving Basic Programs

AUET Project Start
-m

Title I - Local Education

50104070046 | 2007 429010000 |05 - 07/01/2007 | 09/30/2009 o
SO10A060046 | 2006 425010000 ;‘;L&ni‘f RecallEdess dos 07/01/2006 | 03/30/2008 0.00 o
50104030046 2003 423010000 ;‘;Leniv Lol B i 07/01/2003 | 09/20/2005 0.00 o
S010A090046 | 2009 425010000 ;igt;i‘:"“a“zd”“tm” 07/01/2009 | 09/30/2011 0.00 o
S010A080046 | 2008 423010000 ;:Li;:"“"'zd”“tm” 07/01/2008 | 09/30/2010 0.00 o
S010A040046 | 2004 425010000 ;‘;!:IEY Lzl e 07/01/2004 | 03/30/2006 0.00 o
50104050046 2005 425010000 l';!:niv Recalibdess e 07/01/2005 | 09/20/2007 0.00 o
S010A100046 2010 423010000 ;:L‘Eré‘:"“"'zd”“tm” 07/01/2010 | 09/30/2012 | 2,313.371.98 %7

Click here to select award

Selecttheappropriateawardby clicking on theo button.

From the OMEGA home g selecChange my object code budget

lwantto. (Select One) & SSWS Home  OMEGA Home  Logout

[wantto.. (Select One)
Create/Submit a reimbursement
e rmy to do list

Select afundin 50UrCE d

ey my grant balances
“iew my coming soon list

Selecto

Chance mey ohje

The Request for Budget Transfer appears. object codeits description, and the
amount available by object code are shown. The increaskdecreases to change
object code budgets areentered t he A AmMt . o fmindhfpiegtered c ol u mi
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where funds are subtracte@he totalm the Amount of Change column MUST equal
$0.00. An explanation of the object code changes is requitedie the Text Box.

The example below iseforeany changes were made.

Request for Budget Transfer

1 Selected Project Group, Project, Award Information

Project Group: NCLE - Title I Part & - Improving Basic Programs

| Project: 429010000, Title I - Local Education Agency

| Award: S010A100046 Award Year:Z010

Budget Request (Within an award)

| Mew Request

Object
Code

Expenditure

Funds Available Amt. of Change Revised Funds
Accounts

(Indicate + or - ) Available

1000 Personal Services | 1 0954-ﬂ942| | 'ﬂ{}ﬂ| | 1{]9540942|
p—
3000 | gurchased/Contracted || 431.04329] || 000 || 431.043.29

92000
5000 Other Charges | 51,{}29_92| | {}.{}[}| | 51,{]29.92|
o e | — | ——
2000 Capital Qutlay ‘| {]{}{]I| “ {}{}D| ‘| {].{}{]'|
- E—
Thenextexamplee s after changes were entered. Note

total is zero anthe requiredustification has been entergdther than the decimal pain
and minus sign, no special charactnesentered i.e., ($ ,).
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Budget Request (Within an award)

|HE'wRequ5l:

Object
Code

Amt. of Change Revised Funds
(Indicate + or - ) Available

Expenditure
Accounts

Funds Available

!%!
=] (3|
I%
2
H

1000 Personal Services | 1,D‘35.-1-D‘3.42| |

302.545.81 307.545.31
000 | purchesed/Contracted 431,043.29] || 50,000.00| || 481,043.29|
E | —
5000 | Other Charges | 5102992 || 45,00000| || 96.029.92|
Fe—

8000

Capital Outlay | 'D"EH]| | 'D‘D’D|

0.00|

| Justification

Redistribute funds in accordance with the latest approved budget| &

Back [[5ave JReset

There are three options

Back [Save JReset |

TheBackbutton returns the user to the home screen without saving the request.
Savesaves the requestdds it to ther s eTro-®@ list andOmega asigns a

unique request ID number. The request can be subnmtteddiately | f it 0s
submitted, i-Ddlisthvailabedoyediting. t he To

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

Upon Saving, if an erras detected, Omega will return an error messega the
following example.
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Validation Error:

& MafifcoBon i rocurce.
& Tokzl Change in Aok e B Zoro.

| Request for Budget Transfer

'
|

Selected Project Growp, Project, Award Information

| Pl Groa: MCLS ~ Tl 1 Part A - Isprcing Saaic Frograsa

| Semymel: 29010000, Tide 1 - Loesl Blosstes Agmmey

| Awvama: DDLSALCOLSL Award TearmiIfin

Budget Request (Within an award)

|n--n.-1-|—t

Object Expenditure Art. of Change Revized Funds
S {Iﬁdltﬂtﬂ Wl ‘ e

swes sz || 1.095.409.42 | -55.405.42| || 1,000.000.00]

e

il || 43104329 | 50,000.00] || 481,043.29|

S —

Crher Charge | 51,029.52 | 45,000.00| || 95,029 92|

e ————

e 0.00] || 0.00|
—m
r—

~

D

| e [5ove freet|

Any error must be corrected before processing can begin. In the example, the wrong
amount was entered in object li6@00 (should have been minus 5000) and no
justificationwas entered.
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After saving the dataonfirmation appears at the top of the pagd a request ID is
assigned.

# Budget Request Successfully saved

Request for Budget Transfer

i Selected Project Group, Project, Award Information

Project Group: MCLE - Title I Part & - Improving Basic Programs

Project: 429010000, Title I - Local Education Agency

| Award: 50104100046 Award Year:2010

Budget Request (Within an award)
| %mt 1d is 145677 )

| Justification

Redistribute funds in accordance with the latest approved budget

[Back J[Save JReset §iGo to Submit |
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Clicking onlZ2222 S8 S| ajlows another review of the data and another chance to
edit.

|n.-|-u—tn|i- 12587T

| Approval Queus

Tote! numsar of lna temm v toe Eudpet Tre e Aeguest @ 5

Change in Funda(s) | Revised Budget(s)

1000
Feracrall Scrwicsa

3000
P T ra  —— SILCEZIS ERehei=ie) SELLeIaE

PRS- CEIAIF AL 1,000,000 .00

| Temtifecotion: Rcdiatrileic: et s aocorficnc: with B loical spprowce] Buafigee

Approval Status

| Cetails

Status Tracking Nurmbeer

SMESE | WEt Sesams oG 1 CHSEED SSE [T TEVE TIomE D Tems aa EIiET (e ESRT i EIIoIeE TS Botise
Eo= zaed cmas tem ftEemESTE Dy I mE D 4 g imE EIiog iom D sottse

Wora vl sw ctonmmel 1o the CMECE Mo SegE sme e poas LemEs e (8 oo atesl

W=l i tiorg S o tremmiEstiem 0 sommslate, So met aelest Deck or redreale Ew ozl et vl preveen tee prezaaeieg of eas resoEEt

m Edit Reguest Submit Request @) Cancel Reguest

After successfully saviy the StatuQueueindicatesthe request i€reated 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 Homeepag

- Edit Request allow further changes to be made.

- Submit Request begins the processing and puts the requoebieimpproval
queue A pop-up window will ask for confirmation as shown below. Sef@kt to
complete the Transfer Request and return to the ipage.
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Microsoft Internet Explorer ﬂ

@ {ire yau sure you want tis request? (0K = Yes Cancel = o)
ok ‘:5 I Cancel |

- CancelRequestvill remove the request from the 2o list. Once cancelledhe
requestannot bdurther processedancellation requires a justification.

Status Tracking Number m Status Date Assigned By mm
1837436 | Created 11/01/2011 Ann Originator u}

ACCOMACK CO PELC SCHS hereby claims reimbursement of disbursement made during the peried 09/01/2011 to 09/320/2011
under the provisions of the program or grant indicated zbowe. This is to certify that the expenditures listed in the reimbursement
hawe been paid in sccerdance with the federal/stats policies and/er regulatiens of Virginiz Board of Education. It further certifizs
that decumentation has been retainad in the office of the educatienal agency/erganization and is available upon request to suppert
the clzim. It is understoed that this claim is subject to federal and/or state audits,

Comments:

Office collection covers reguested amount. Funds returned to
federal gowv't to aid in national debt.

OMEGA will start processing the request once you have mouse clicked/selected the submit, approve or deny button,
and confirmed the transaction by mouse clicking/selecting the OK button.

You will be returned to the OMEGA home page once your transaction is completed.

While waiting for your transaction to complete, do not select back or refresh, as such actions will prevent the processing of
your request,

oo | catreavestJsubmit eqvest f conel et

m iCIick here to Cancel the Requesti

Clicking on Cancel Request will require confirmation:
X

\ ? ) fire vou sure you wark to is request? (OK = Yes Cancel = Mo)
f I O, [ Cancel ]
! Ly

Message from webpage
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Reviewing Object Code Budget Changes

SelectView My To-Do List.

lwantio_ (Select One) & SSWS Home  OMEGA Home  Logout
[wantto.. (Select One) -

Create/Subrnit a reimbursement
e iy to do list
Select o inlng <
Change my budget

“Wiew my grant balances at this time,

“iew my coming soon list

“iew my pending list | |
Yiew my reimbursementfbudgets

Change my information
Submit application -

A Budget TransfeRequest Typappearsn theTo-Do List of theoriginatorbefore
submgsgon and thereafter in thBo-Do list of each reviewer irhe queue in turn.

rce

The example below is theo-Do list of the first reviewer in the queudoteID 145677,
the OMEGA tracking number.

Select® to view the Request.

To Do List (5 itemns)
Request Request S
Lo [ [ | o e

Moving 100,00 within 2010
Award S010A100046, project
429010000: Title I - Local
Education Agency

145614 10/06/2011 Budget Transfer

Moving 524,46 within 2009 &ward
50104050046, project
428920000: School Improvement
Grant - Title I

145618 10/06/2011 Budget Transfer

£5.00 for 2010 Award
Reimbursement S010A100046, project
Request 429010000: Title I - Local

Education Agency

145670 10/20/2011

£96,279,36 for 2009 Award
e Reimbursement S010A090046, project
o R Request 4285920000: School Improvement .

Grant - Title I

Mowving 5100,405.42 within 2010
Award S010A100046, project
429010000: Title I - Local
Education Agency

11/02/2011 Budget Transfer

[Click here ko view details|
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The Selected Project Group, Project, and Award Information are displayed.

Request for Budget Transfer

| Details  Approval Queue

i Selected Project Group, Project, Award Information

‘ Project Group: MCLE - Title I Part A - Improving Basic Programs

‘ Project: 429010000, Title I - Local Education Agency

‘ Award: S0104100046 Award Year:2010

Budget Transfer Request between Object Codes

This pags details the budgst by object coede. The net Changs Amount must sum te £0.00. Please review this request and click
Approve/Submit.

Request Id is 145677

Approval Queue

Total number of line items in the Budget Transfer Request is 8

Funds Available($) | Change in Funds($) | Revised Budget($)

1000

Personal Services 1,095,409.42 95,409.42 1,000,000.00
S 431,043,259 50,000.00 481,043,259
Purchased/Contracted Services o ' v : i .
S000

Other Charges 51.023.52 43,000.00 36,029.92
2000

Capital Outlay

| Justification: Redistribute funds in accordance with the latest approved budget

Approval Status

Details

Status Tracking Status
M ASSIgnEd Bv LEVEI
18374325 | Created i0/21/2011
Dngmator

Redistributs funds in accordance with the
|atest approved budget

Submitted | 11/02/2011

‘ 1837444

Ongmator ‘




To approve this requeslick Approve....

Approval Status

‘ Details

Status
Date A55|gned By Level
1837435 | Created 10/31/2011
Orlgmator

Redistributs funds in accardance with the
latest approved budget

Submitted | 11/02/2011

‘ 1837444

Orlgmator

Comments:

OMEGA will start processing the request once you have mouse clicked/selected the submit. approve or deny button,
and confirmed the transaction by mouse clicking/ selecting the OK button.

You will be returned to the OMEGA home page once your transaction is completed.

While waiting for your transaction to complete, do not select back or refresh, as such actions will prevent the processing of

your request,
[Bac J, avprove [ Deny_

[Click here ta approve the Request}

..and Omega will return a confirmation box. Click Ok to proceed or Cancel to stop.

Status Tracking Status -
m Ass.gnecl By m
1837435 | Created 10/21/2011 .‘A.nn u]
Originator

Ann
Qriginator

Redistribute funds in accerdance with the

SulrmfiE=i latest approved budgst

‘ 1837444 11/02/2011

| Message from webpage

\ ? ) Are you sure you wank to APPROYE this request? (0K = Yes Cancel = MNa)

OKV\,\\F][ Cancel |

OMEGA will start processing the request once you have mouse clicked/ selected the submit. approve or deny button,
and confirmed the transaction by mouse clicking/selecting the DK button.

You will be returned to the OMEGA home page once your transaction is completed.

‘While waiting for your transaction to complete, do not select back or refresh, as such actions will prevent the processing of

your request,
[sck [l approve [ veny |
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Upon clicking OK, the reviewer will, in a few moments, be returned to their Omega
Home screen. The request willbd det ed f r o m To-Dodist ané addedtve r 6 s
thar Pending list. It may be accessed from the Pendingdigew-only. Note: the

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

it will be deleted from th&ending list.

Comments are optionabf Approvals. A comment becoma permanent part of the
record.If a comment is to be enteredmust be enterebeforeapprovinga request.

Any reviewer in the queue can deny a request. Denials require a corhatedggcribes
the reason for the denidJpon clicking Deny, a confirmation box will appear.

e Ann
1837435 | Created | 10/31/2011 o )
Originator
1237444 | Submitted | 11/02/2011 Ann Redistributs funds in accordance with the
’ - e O--ig“-lato-- latest approved budgst
. i o Art .
1837465 | Approved | 11/07/2011 QDD'O‘ = | Comment as desired
FOVer

Message from webpage

9

‘“"‘J‘/ Are wou sure you wank to DEMY this request? (OF = Yes Cancel = Mo)

Comments:

Denial comment reguired fol's ][ Cancel

OMEGA will start processing the request once you have mouse clicked/selected the submit, approve or deny button,
and confirmed the transaction by mouse clicking/selecting the OK button.

You will be returned to the OMEGA home page once your transaction is completed.

While waiting for your transaction to complete, do not select back or refresh, as such actions will prevent the processing of

your request, :D

A request denied by any reviewer will return to TreeDo list of the originator. The
originator has the option of editing and resubmitting or cancell@gdafuest. A
resubmitted request follows tl@proval queuand goes tall 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 cdgunests 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 thBo-Do list of the nexilevel3) reviewer.Request ID 145677
has been approved at lexel
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To Do |j5t (2 itemns)

Requ Requ
nm

%2,575.00 for 2010 Award
FReimbursemant S0104100046, project
Request 429010000: Title I - Local

Education Sgency

Mowing $100,405.42 within 2010
Award S0108100046, preject
429010000: Title I - Local
Education Sgency

145669 10/28/2011

145677 11/07/2011 Budget Transfer

|C|ick here bo view detailsh

Clicking on the Go button opens the request. Note that each status change is documented
in the Status queue below.

Approval Status

| Details
Status Tracking Status
@ Ass.gne':l o m
1837435 | Created 10/31/2011 Ann
Originator
Ann Redistribute funds in accordance with the
1837444 |Submitted | 11/02/2011 ]
ubmite (A Originator latest approved budgst
Art )
1837465 | Approved | 11/07/2011 Approver 1 Comment as desired

Comments:

OMEGA will start processing the request once you have mouse clicked/selected the submit, approve or deny button,
and confirmed the transaction by mouse clicking/ selecting the OK button.

*ou will be returned to the OMEGA home page once your transaction is completed.

While waiting for your transaction to complete, do not select back or refresh, as such actions will prevent the processing of

your request.
oo | rvprove ff oeny

ICIick here to Approve the Requestlr

Each reviewer has the same options to approve or deny.

OMEGA processes objectde 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 reducdxy the amount being transferre@ransferring
funds are added to thecipient object line(s) after the request is approved at all required
review levels and the status change$ramsfer Complete
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Table of Contents
View Grant Balances

SelectView my Grant Balancesfrom the OMEGA homeg@ge undet Want To é

Subrmit an application & SSWS Home  OMEGA Home  Logout

[wantto.. (Select One)
Create/Submit a reimbursement

“iew my to do list

Select afunding source Announcements

Chane my object code budget

I]r-|r|1 halances

Selec'

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 shawthe example belowl.o see another Award,
select another funding source.

rmation and recorded training seszions, click on "HELP" in the upper right carner of thiz
a,usDOEfomena,

NCLB - Title I Part A - Improving Basic Programs

Award Project Start Fu

Title I - Lecal Education

S010A040046 |2004  |429010000 |0 07/01/2004 | 09/30/2006
S010A030046 (2002  |423010000 ;‘;Leniv Loezl Education 07/01/200% | 09/30/2005 0.00 o

S010A070046 (2007  [423010000 ;‘;Leniv Loezl Education 07/01/2007 | 09/30/2009 0.00 o

S010A100046 |2010 423010000 ;‘;Leniv Local Bcucation 07/01/2010 |09/30/2012 | 2,313,371.98

S010A050046 |2005 429010000 ;‘;Leniv vzl Elrzedan 07/01/2005 | 09/30/2007 .00 @dick here to select award)
nnnnnnnnnnn . amnnannna | Title I - Lecal Education e e | e ol

As shown in the below example, theugt balancés displayedoy object line The
fiFunds Available after all requests have been taken into considéredioimn reflects
comgetedtransfers and reimbursemenisluding thosependingpayment
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Selected Project Group, Project, Award Information

| Project Group: NCLE - Title I Part & - Improving Basic Programs

| FProject: 423010000, Title I - Lecal Education £gency

| Award: S010A100046 Award Year:2010

Funds Awvailable

Code Available con eration
oooo 0.00 0.00
1000 1,000,000.00 1,000,000.00
2000 202,545.81 207,645.81
2000 421, 042,25 481,0432.29
4000 SZ20.00 14z4,42
S000 S51,029.92 96,029.92
000 427 212,54 427,212.54
8000 0.00 0.00
(ToetalFunds | 221276286 231336638
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Table of Contents

View Pending List
SelectPending Listunder | Want Toé on your OMEGA hon

The Pending Lisbf an originatoincludesapplications, budget transfers and
reimbursementthat have beesubmitted The Pending List of a reviewer includes
applications, budget transfers and reimbursements that havedmrenetby the
reviewer An item stays on the Pending list until the staditiserchanges to Approval
Completedor Denied Upon Approval Completethe item simply drops off the list.
Upon denial, the item moves tize all reviewer® Coming Soon ligandto the

ori gi moeDblstr 6 s

A requestaccessed frorthe Pending list caonly be viewed

G s o s - SCOMH 0P 515

lwantto.. (Select One) v|. SSWS Home OMEGA Home Logout

O~
Pending List (30 items)

Request
n neq"m Tvpe Descrlptlnn m

P Maving $4,543,13 within 2005 Award Q186A090048, project
LTEED TROBENLL  Euirm TR £05110000: Drug Free School Payments

Reimhirssmant Z1A.A18.93 far P0N9 Award HA91ANSN1 N7 . nreiect 6124500002 -3
Reimbursement £0.50 for 2010 Award HO27 4100107, project 4307 10000: IDEA
i I
gy il Request 611 Flow-thraugh .
Moving $100,409.42 within 2010 Award S010A100046, project
i [
I e 425010000: Title I - Lecal Education Agency .

Maoving $100,409,42 within 2010 Awzrd SO10A100046, project
i [
SET Leial e 425010000: Title I - Lecal Education Agency
{Click here bo view details

Select the. button to view additional details.

‘ Request Id is 145677
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If needed, dect# next toApproval Status to open the status queue to see the débaals.
arrow is a toggle that opens and closes the Approval Status list.

Approval Status

Details
Status Tracking Status
m Ass.gne{l BY m
1837435 | Created 10/31/2011 Ann
Originator
Ann Redistribute funds in accerdance with the
1837444 |Submitted | 11/02/2011 a
ubmitt fozf Driginatﬂr latest approved budgst
At )
1837465 | Approved | 11/07/2011 i Comment a5 desired
v Approver

=

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/Budges

This selection allows the user to vi@amly all reimbursments and tranfers regardless of
the status.

SelectView My Reimbursement/Budgetsfrom the OMEGA home page

‘ “iew my reimbursement/budgets qr_n) 88WS Home OMEGA Home Logout

Search options filter thRequest TypeSelect the Request Tgp

Request Type Select One w Sub Recipient ACCOMACK CO PBLC SCHS
proiact G Select One v|
raject Lroup Reimbursement Request
. Budget Request k
Project -

Award Code I

Select the Project Group.

Please Select Filter Criteria

Request Type | Reimbursement Requast + Sub Recipient ACCOMACK €O PELC SCHS
Project Group Select One >
Select One
Project All
AREBA - Education Funds SFSF and Jobs Fund
Award Code

MNCLB - Title | Part A - Impgoving Basic Programs
MR- ARRA - Titla | Paksd - Imnrovinn Rasie Proarame

Select the Project.

Request Type | Reimbursement Request + | Sub Recipient ACCOMACK CO FELC SCHS
Project Group | MNCLE - Title | Part A - Improving Basic Programs V|
Project Select One e

Select One
Award Code All I Cancel

429010000 - Title | - Local Educatio

Selectthe Award Code.
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