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Online Management of Education Grant Awards

What is OMEGA?

The Online Management of Education Grant Awards (OMEGA) is an automated grant
reimbursement and application system. This manual is designed to instruct the department staff
and authorized subrecipient staff how to log on and utilize the OMEGA software. Instructions
contained in this manual include logging on to the department’s secure Internet portal, Single
Sign-on for Web Systems (SSWS), accessing OMEGA and creating/submitting reimbursements,
applications and object code transfers.

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

Screen images are provided throughout.

Key instructions or words are printed in bold.

Links are displayed as underlined text.

At the beginning of each section is a link to return to the Table of Contents.
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 by images of buttons found on the screens or bolded
blue text representing a link from the To Do List....

=l . .
[1wantto...(Select One) [ Provides a quick link drop-down menu. Functions listed

under your  WANT TO... list are also in this drop-down list.

G

Select this to advance.

. 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.)

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

OMEGA
Returns to the OMEGA home page.



Logging In
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Enter the Web address (URL) for SSWS:

https://eb01.vak12ed.edu/ssws (bookmark it!)

The web page appears. (Browser images are based on Internet Explorer.)

!

e
< " Tiparinea of Eucalion

(Single Sign-On for Web Application Systems

Instructions

Please Enter Your UserMame and Password

User Name: I

Password: I

Login |

| Fargaot My Passwiord

Enter your assigned User Name and Password (established through the division’s SSWS
Account Manager).

Select M to proceed.

If you have forgotten your password

Select | Forgot my Password

Please Enter Your UserName and Password

User Hame: I

Password: I

Lagin

| Fargat MyPassword
L



https://eb01.vak12ed.edu/ssws

Enter your User Name and E-mail address.
- [Single Sign-On for Weh Application Systems

Please enter your User Name and E-mail Address.

User Hame I

E-mail I

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.

Return to %¥DOE Sign-0n Home

Select

A new password will be sent to your email address. This password must be used the first time
you log on.

An incorrect login produces the following message.

Login Incorrect

Please Try Again

Click Here To Continue

. Click Here To Continue
To continue

After a successful log on the VDOE Single Sign-On home page appears. The menu in the center
of the page lists accessible applications.



[Single Sign-On for Web Application Systems ]

[ ]

Weleome
Brad Rizzo (Brad.Rizzo{@do¢. virginia. gov)

Please select one of the Applications listed helow

Click € for additional application information.

Application Name

Online Management of Education Grant Awards -OMEGA €

Change Password Change E-mail Address

I
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Changing Passwords

Passwords are changed through the SSWS application. Note: SSWS requires that your
password be changed every 90 days.
Click Here to Change Vour Password

Select
Enter your old password, your new password, and retype the new password to confirm. All
passwords will display as a series of asterisks (*****). Follow standard industry guidelines for
passwords including using a series of letters and numbers and avoiding common and obvious
words. SSWS requires that the password be at least 8 characters, have at least one non-
alphabetic character and be different from the user login. You must use this password at your
next login.

Enter Password Information

Old Password I

New Password I

Retype New Password to Confirm I

The password must be at least 8 characters.
It must have at least one non-alphahetic
character and cannot be the same as the login.

SaEve

EReturn to YDOE Sign- On Home

Update Password Results

Password has been updated

Click Here To Continue
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Accessing OMEGA

After successfully logging into SSWS, select Online Management of Education Grant Awards —
OMEGA and you are directed to the home page.

The home page consists of three sections: | Want To...(Select One), Announcements, and the To
Do List.

The | Want To... section lists OMEGA functions. The functions available to a user are based on
permissions granted to the user.

[lwantto._ (Select One) =~ -] SSWS Home  OMEGA Home  Logout

ubmita reimburse k nt
“iew iy to do list

Select afunding source Announcements

Change my object code budget

W e rmy grant halances rmation and recorded training seszions, click on "HELP" in the upper right carner of thizs
. ) ; usMMDOE 0

ey my coming soon list R g

“iew my pending list

“iew my reimbursement’budgets

Change my information
Submit an application hd

The Announcements section includes important broadcast messages for the user. Grants

Administration 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 on a frequent basis.

Announcements

To Do List
Request |p. quest Type Description
Date

Application 2005 MCLB - Title II Part D -
1922 0&f27/2005 PP Enhancing Education Through

BECEEEE Technalagy, Application id 535

Welcome to OMEGA! For information and recorded training sessions, click on "HELP" in the upper right corner of this
page and visit www.penkl2vaus™NDOEfomega,

conlhenTian 2005 MCLE - Title II Part D -
1940 0&/27/2005 Rzpuegt Enbancing Education Thraugh .
1 Technolagy, Application id 526

acolication 2005 MCLE - Title II Part O -
1942 0&/27/2005 Rzpuegt Enhancing Education Through .
4 Technalagy, Application id 538

conlhenTian 2005 MCLB - Title IV Part A - Safe
2611 oe/zo/zoos  PFCE and Drug-Free Schools & .
1 Cormrmunities, Application id 2132

The To Do List... includes requests that require action. Items in the To Do List vary depending
on the type of user and the type of function.



OMEGA home page.

WIRGINIA DEPARTMENT OF EDUCATION

B OMESA SUPPORT
@ Online Management of Education Grant Awards {(OMEGA) z.19 :EE}‘NPT

WLoeoUT

Select Subrecipient

lwantio.. (Select One) =& SSWS Home OMEGA Home Logout

Announcements

‘ Welcome to OMEGA! Forinformation and recorded training sessions, click an "HELP" in the upper right corner of thiz
page and vizit www.penkl2.wa,uz™DOE Omega,
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To Do List

The To Do List is always displayed on the OMEGA home page.

You can also select View My To Do List from the left hand side of the OMEGA home page.

l'wantto.. (Select One) j Go SE8WE Home OMEGA Home Logout

[wantto.. (Select One)
Create/Submit a reimbursement
Siew sy to co list
Select afunding son
Change my budget
“fews my grant balances 2t thiz time,
“iew my coming soon list

“iew my pending list | |
“iew my reimbursement/budgets
Change my infarmation

Submit application hd

rce

Items that require action are displayed in your To Do List.

For Originators this would include reimbursement requests, budget transfers or applications
that have been created (saved) and not yet submitted. The Originators To Do List would also
include requests that are denied by an Approver within the LEA or DOE.

For Approvers this would include reimbursement requests, budget transfers and applications
that have been submitted by an Originator and require approval.

In the upper right corner of the home page, there are links to provide quick access to OMEGA
SUPPORT, HELP, PRINT and LOGOUT. OMEGA SUPPORT creates an email message to the
help desk in the Grants Administration Unit, HELP is a link to online documentation or training,
PRINT captures the current screen for printing, and selecting LOGOUT closes OMEGA.
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View My Coming Soon
Select View my coming soon from | Want To...on the OMEGA home page

[wantto._ (Select Ona) -] SSWS Home  OMEGA Home  Logout

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

ey to do list
Select afunding source Announcements

Change my object code budget
e iy grant balances
: v Iy coming soon list

Select .

The Coming Soon List includes requests in a created or submitted status or both. These requests
are not found in your To Do List. Itis possible to see a Request Type in a submitted status in
your Coming Soon List. For example, if the request requires level 1 and level 2 approvers, a
Level 3 Approver would not see the item in his or her To Do List until the request successfully
passes the Level 1 and Level 2 Approvers.

Coming Soon List

rrnation and recorded training sessians, click on "HELP" in the upper right carner of this
a.usMDOEfameqa,

10 | reauestoete | Reavestrioe | Descroven | action]
1072 0&/17/2005 Application Request 2005 Consolidated Application, Application id 261 .
1073 0&f17/2005 Application Request 2005 Consolidated Application, Application id 261 .
1074 0&f17/2005 Application Request 2005 Consolidated Application, Application id 261 .

If you select . beside a Request Type on the Coming Soon List, the Request Type information
appears. Note that the status of this consolidated application is created. Once in the Submitted
status, it proceeds through the Approval Levels assigned to the request type. The Application
remains in your Coming Soon until your Approval Level is required and the request will appear

in your To Do List.
| Details  Application Files

|ﬂ_NCLB - Titde I Part A - Improving Basic Programs +

Status Tracking Number Status Date Assigned By
33579 Created[: 09/12/2005 Brad Rizzo u]

|ﬂ_N|:LB - Title IT Part A - Improving Teacher Quality ¥

Status Tracking Number Status Date Assigned By
33580 | Created 03/12/2005 Brad Rizzo a0

|ﬂ_N|:LB - Title ITI Part A - Limited English Proficient ¥

Status Tracking Number Status Date Assigned By
33581 | Created 09/12/2005 Brad Rizzo u]

Table of Contents
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Submitting a Reimbursement Request

Select Create A Reimbursement.

JEubmi & remburcement Rkl SSWS Home  OMEGA Home  Logout

The current awards are displayed and identified by Award Code, Award Year, Project Code,
Description, Start Date, End Date, and Funds Available. School divisions are able to view
balances of all open awards. A list of awards available for submitting reimbursement requests is
found in Appendix A.

Select a Funding Source in the Action column @

Select Award

MCLB - Title I Part A - Improving Basic Programs

Award Prn]ect Start Funds

S010A030048 | 2003 429010000 ;';Leniy Local Education 07/01/2003 | 09/30/2005
50104040046 | 2004 429010000 1';:1;; Local Education 07/01/2004 |09/20/2006 |  266,085.92 .
S010A050046 | 2005 429010000 1';:1;; Local Education 07/01/2005 |09/20/2007 |  906,311,99 .

S3IETAOD3Z0044 | 2003 614300000 | Title IT - Part & 07/01/2003 |09/30,/2005
S2eTAODS0044 | 2003 614200000 | Title II - Part & 07/01/2005 | 09/30/2007 190,417.16 .
S2ETAO40044 | 2004 6148300000 | Title IT - Part & 07/01/2004 | 09730/2006 52,942.74 .

Reimbursement Requests require the following information: Expenditure Start Date,
Expenditure End Date, Object Code, Vendor, Description, Check/VVoucher Number, Payment
Date, and Payment Amount.

The Encumbrance Date (date funds were obligated) is required after the end date.

Expenditure data can be entered manually or by uploading a file of expenditure data to OMEGA.
Through Browse the file is loaded to OMEGA. For details about this feature see Appendix B
Uploading Data for Reimbursements.

| Browse. . |

I pload Help

11


https://eb02.vak12ed.edu/omega_p2/applicationsummary.do?dowhat=load&requestid=567&divid=130&appid=95&appfileid=94&pgid=1&redto=home

The date range begins with the date of the first expenditure and ends with the date of the final
expenditure and cannot cross fiscal years.

| Step 1: Enter date range for reimburzement Request

« |0B07/2005 B

Expenditure Start Date (mm/ddiyypyl

Expenditure End Date (mm/ddiywyy]

+ [0B/07/2005 |

To enter expenditure data manually

Select New Entry

To manually key data one line at a time, click "Mew Entry",

Metw Entry
i

py

The selected Project Group, Project, Award and the Reimbursement Request Summary are
displayed.

i Selected Project Group, Project, Award Information

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

Project: 429010000, Title I - Local Education Agancy

‘ Award: 0104040046

Reimbursment Request Summary

Object | No. of Fund_s nualle!hle Funds Funds nual!ahle Funds Available After all

. . Prior to this After this requests have been taken

Code Lines Requested . . |

Request Request into consideration
0n0nn 0 0.00 0.00 0.00 0.00
1000 a 90,336.73 0.00 90,336.73 90,336.73
2000 a 28,138,638 0,00 28,138.68 28,738,632
2000 a 5,855.20 0,00 5,853.20 5,855.20
4000 a 0.00 0,00 a.00 0.00
S000 a 347,39 0.00 347,39 347,39
&000 a 5,832.22 0,00 5,832.22 5,232.22
2000 0 0.00 0.00 0.00 0.00
Total
a 131,510.22 0.00 131,510.22 131,510.22

Fundsz

The Reimbursement Request Summary includes several columns of information including
Object Code, Funds Available Prior to this Request, Funds Available After this Request, and
Funds Available After all requests have been taken into consideration. Funds Available Prior

12



to this Request show the current balance by object code. Funds Available After the Request
show the object code balance after a reimbursement is requested. Funds Available After all
requests have been taken into consideration display the balances by object code after all pending
expenditure and object code transfer requests are deducted.

The Request ID is the tracking number assigned by OMEGA.

Reimbursement Request Details

| Summary  Details

Request Id is 386

‘ Expenditure Stlfaﬁt Cate (mmdddiyyueyd | 0&/07/2005

Expenditure End Date [mm/dd/yyyy) | 0&/07/2005

Total number of line items in the Reimbursement Requestis 0

. : : Expenditure
une | obiectcode |  sector | prowramares | vendor | GRERTRT |
Mo. Checkf¥oucher | Encumbrance Date Payment Date Item Amount
Number {mm/dd/yyyy) {mm/dd/yyyy) | Quantity
0.00

Taotal

Select the Object Code from the pull-down menu. A list of object codes and their definition are
available in Appendix A

Fill in the remaining fields. Required fields are indicated by an asterisk*. During certain times
of the year the encumbrance date is required. (See Award End and Encumbrance Dates.)

When the requested amount of reimbursement is greater than the amount of funds available in a
particular object code, OMEGA produces an error message and the request cannot be submitted.
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.

13



Ll =St Rl (10 fAaterials and Supplies

Sector® I Public "'I

Program Area IUnSpECified j

WVendor * IABC

Description® |Training ‘I

(100 char Max)

Check I.I 2345

Voucher Mumber *

Encumbrance Date
tmmyddfyyyyl I E
Payment
Date (mmiddfyyyy)* |DE/07/2005 ]

Amaunt * I

E!- k WMlsave BReset 50 To Submit

Select I1=

If there are different Object Codes

Select |W to enter a reimbursement request under a different Object Code.

Object Code * ISE|ECt One j

Sector* I Fublic v|

Program Area * IUnSpECifiEd j

“endaor

|

(100 char Max)

Check
WVoucher Mumber

Cre=zcriptian |

Encumbrance Date
Crnmn/ddsyyyy]

Payment

Date [mmfddiyyyy)

[

Armount * I

Submit

14



Once Go To Submit is selected Reimbursement Details appear.

Request Id is 886

Expenditure Start Date (mnfddiyeyy) | 06/07/2005

‘ Erpenditure End Date [rarndddfowyy] | 0&/07/2005

Total number of line items in the Reimbursement Request is 2

Db]ect[nde m EHpendlture

Description

Checkf¥oucher |[Encumbrance Date Payment Date Item Amount
Numher (mm,"dd,"rryr) (mmfddfyryy) Quantlty

6000 Materials and . )
. Public Unzspecified ABC Trainin
1203 Supplies p e m B X
12345 0&/07/2005 100,00

To change reimbursement information select Edit, Copy or Delete from the Action column.
obeccode | socor | ororamren | ventor | R
ESEI‘IDtIDn
Numhber (mmjfddfyyyy) (mmjfddfyyyy¥) Quantity

-
—————

When all required information has been entered

Select |2 eF=REIT Optional comments can be entered in the Comments section.
The Request Status is Created.

WAYNESEORO CITY PELC SCHS hareby claims raimbursement of disburzerment made during the peried 09/09/2005 to
0970972005 under the provisions of the program or grant indicated abowe, This is to certify that the expenditures listed in the
reimburzerent have been paid in accordance with the federalistate policies andfor requlations of \irginia Board of Education, It
further certifies that documentation has been retained in the office of the educational agencyforganization and is available upon
request ta support the claim, It iz understood that this claim iz subject to faderal andfor state audits,

Comments:

For Omega traininc_ﬂ ;I

15



Select OK to confirm

Microsoft Internet Explorer il

@ Are vou sure you wank bo SUBMIT this request? (0K = Yes  Cancel = MNo)

(04 [ ! Cancel

Award End and Encumbrance Dates

All federal grant awards have an award End Date. All funds must be encumbered or obligated
by the End Date of the award even if the expenditure reimbursement will occur after this date.
Generally this End Date is September 30™ of the third school year or the last day of the 27"
month of the grant award period. Usually reimbursement requests must be submitted for
payment within two months of the end date.

An Encumbrance Date is required during certain time periods. The encumbrance date 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. The encumbrance date is always required after the end date, the
final date that grant funds can be obligated by the LEA.

When an Originator creates a Reimbursement Request Type, OMEGA requires an encumbrance
date for all lines items with an expenditure end date after the last day of the 27" month of the
grant award. The encumbrance date must be prior to the start of the 28" month.

To encumber funds by September 30", a purchase order or contract is issued by that date. In the
case of payroll, only days worked through September 30" are encumbered by September 30™.
For travel, only travel completed by September 30™ 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 September 30" and the end date of the expenditure period is on or
aft(te]r October 1%, The encumbrance date is required and must be on or before September
30"

e The award ends on September 30" and the last date of the expenditure period is
September 1%, Since the expenditure start date is before the closing date, an
encumbrance date is not required.

16
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Approving a Reimbursement Request

Select View My To Do List on the OMEGA home page.

l'wantto... (Select One) j . SEWS Home OMEGA Home Logout
[wantto.. (Select One) -

CreatefSubrmit a reimbursement
iy to do list
Select afunding sob
Change my budget

“iew my grant balances

“iew my coming soon list

“iew my pending list (I
Yiew my reimbursementfbudgets

Change my information
Submit application -

Announcements

at thiz time,

rce

To Do List
Request Request Type Description Action
Date

Reimbursement $100.00 for 2004 Award
1050 06/16/2005 S36TA040044, project %

e 614200000 Title II - Part A

The To Do List displays Request Types requiring approval. Note the 1D 1050, an automatically
assigned tracking number. The Request Date, Request Type, and a Description are provided.

Select s to view this request.

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

i Selected Project Group, Project, Award Information

‘ Project Group: MCLE - Title II Part A& - Improving Teacher Quality

‘ Project: £14500000, Title II - Parc &

‘ Award: S2ETAO40044

Selecting either Summary  Detalls  Approval Queue

will bring you to that viewing area of
the request.

17



The next section shows the expenditure period.

Reimbursement Request

| Request Id is 1050

| Date range for expenditure Request

Expenditure Start Date [mm/dd/vyuy) ‘ 0&/1EF2005

Expenditure End Date [ram/dd/pypy)

‘ 0&f16/2005

The Reimbursement Request Summary displays the funds available by Object Code. This
reimbursement shows $100.00 being requested from Object Code 6000. This expense reduces
the Funds Available After this Request.

Reimbursement Request Summary

Details

Approval Quele

Reimbursment Request Summary

Object | No. of Funl:!s Aualle!hle Funds Funds Aual!ahle Funds Available aAfter all

: . Prior to this After this requests have been taken

Code Lines Requested 2 . "

Request Request into consideration
1000 a 122,053.00 0.a0 122,053.00 121,953.00
2000 u] 24,337.00 0,00 24,337.00 24,337.00
2000 a 22,000.00 0.a0 22,000.00 22,000,00
4000 a 0.a0 0.a0 0,00 100,00
s000 u] 8,000.00 0,00 8,000,00 8,000,00
&000 1 9,016,00 100,00 g,915,00 8,916.,00
|000 a 0.a0 0.a0 0,00 0,00
Total
1 185,406,00 100,00 185,306.00 185,306.00

Fundsz

Reimbursement request details are available for review by the Approver.

The Approval Status displays the Status, Status Dates, and the Originator’s Name. Level 0
indicates the request has been created and submitted.

Approval Status

Summary

Ciefails

Status Tracking Mumber Status Date Assigned By m
33577 Created 03/12/2005 Brad Rizzo a0

E—

335?8| Suhmitted| 03/12/2005 | Brad Rizzo ‘ 0 |

18



The Reimbursement Request is available for approval. Comments entered become a part of the
request.

WaAYNESBORD CITY PBELC SCHS hereby claims reimbursement of disbursement made during the period 0971 2/2005 to
09/12/2005 under the provisions of the program or qrant indicated abave, This is to certify that the expenditures listed in the
reimbursement have been paid in accordance with the federal/state policies andfor regulations of Virginia Board of Education, It
further certifies that documentation has been retained in the office of the educational agencyf/organization and is available upon
request to support the claim, It is understood that this claim iz subject to federal andfor state audits,

Comments:
=

Select Ji} pprove

Comments:
B

Aoprove

-y

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

® Are you sure you wank bo APPROVE this request? (0K = Yes Cancel = Ma)

| Ik & I Zancel |

Select OK to finish the approval process and return to the home page.

There are no additional action items in your To Do List.

m Request Date | Request Type m

There are no raquests to approve

The approved request has moved to your Pending List.

19



Grant Award Project Selection
Table of Contents

Choose Select a Funding Source from the OMEGA home page.

Select the grant you wish to access oo

The word Current under the action column shows the active award. When there is no current or
active award, OMEGA brings you to this page to select an award. The selected grant remains
current until another grant is selected.

[Iwantta... (3elect One) & SSWS Home  OMEGA Home  Logout

Select Award

MCLB - Title I Part A - Improving Basic Programs

Award Pruject Start Funds
FRADaEE Available m

Title I - Local Education

50104030046 | 2003 423010000 | o8 07/01/2003 | 12/31/2005 |  733983.00
S010A040046 | 2004 429010000 1';:_'; Loesl Eduesiion 07/01/2004 | 12/31/2006 758,442.00 | current

W

S36TA0Z0044 (2003 614800000 | Title II - Part & O7/01/2003 | 12/31/2005 185,035.00

S2ETAD40044 | 2004 614500000 | Title II - Part & a7/01/2004 | 12/3172008 125,40&.00 .

20
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Table of Contents
Edit Grant Approval Levels

A Maintenance User has the responsibility to establish and maintain the Approval Levels for the
different Project Groups in the Approval Queue. There are three levels of approval, Level 1,
Level 2, and Level 3 and each function within a Project Group requires an Approval Level.
Level 1 and Level 2 are not required for any Request Type.

LEA Approval Queue setup and maintenance must be performed before there are active
requests.

Select Edit Grant Approval Levels from the OMEGA home page or the drop-down list.

Edit Grant Approval

Select . beside the desired Project Group.
Select Project Group

MCLE - Title I Part & - Irmproving Basic Pragrams

MELE - Title I Part C - Migrant Education

MCLE - Title I Part D - Meglected ar Delinquent

MCLE - Title II Part & - Improving Teacher Quality

MCLE - Title II Part D - Enhancing Education Through Technalogy

MCLE - Title III Part A - Limited English Proficient

MCLE - Title IV Part & - Safe and Drug-Free Schools & Communities

MCLE - Title W Part & - Innowative Programs

MCLE - Title WI Part B Subpart B - Rural and Low-Income

IDEA - Part B Section 611 - Special Education

IDEA - Part B Section 619 - Special Education Preschoal

..........[[é

This will take you to the next screen.

21



Setup LEA Approval Queue

MCLE - Title I Part A - Improving Basic Programs

|Request Type |Level 1 |Leue| 2 |Leue| 3
|Reimhursement ||1 ‘I‘] ‘I‘]
Budget Transfer ||'| ‘I'l ‘I-I
|Applicatinn ||1 | “1 “1

Notice the Request Type column. There are Reimbursement, Budget Transfer and Application.
The number to the right of each Request Type represents the number of approval levels. If there
is a number other then 0, that number of approvers is required.

In the following example, the highlighted Level 1 indicates that an approver is required for a
Title 1 Part A Reimbursement Request Type.

MCLBE - Title I Part A - Improving Basic Programs
|Request Type |Leue| 1 |Leue| 2 |Le||le| 3
|Reimbursement | ||1 ||1
Budget Transfer ’% ||1 ||1
|.F|pp|i|:atinn ||1 ||1 ||1

Although not highlighted in the above example, Budget Transfer and Application Request Types
require an Approver at each level.

In the following example the number of Level 2 approvers required for an Application Request
Type has been set to 2. That change only affects Applications because it is in the row labled
Application.

|Request Type |Le'|re| 1 |Leue| 2 |Leue| 3
|Reimbursement ||1 ||'| ‘I'I
Budget Transfer ||1 ||1 “1
|App|i|:ation ||1 % ‘|1

Select H* (=0 SR o finish editing the Grant approval levels for this title.
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If there are pending Requests for this title, OMEGA does not allow Approval Level changes. An
error message will appear informing you that the changes cannot be made due to pending
requests.

Reimbursement Requests and Object Code Budget Transfer require one Level 3 approval. No
additional approvers are required.

Select to complete the Approval Queue for this Project Group.
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Change My Object Code Budget

From the OMEGA home page

Select a funding source from your To Do List...

select afunding source qFJ S5WS Home OMEGA Home Logout

Select the budget .

From the OMEGA home page select Change 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 a funding source d
‘Channe my object code budget
Wiew my grant balances

“iew my coming soon list

Select .

ect code budget

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 on this screen and note that a plus (+) or minus (-) is entered. 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.

[Iwantta... (Select One) & SSWS Home  OMEGA Home  Logout

Request for Budget Transfer

i Selected Project Group, Project, Award Information

‘ Project Group: MCLE - Title IT Part & - Improving Teacher Quality

Project: 614800000, Title II - Part &

Award: 53674040044 Award Year: 2004
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Object Expenditure : Amt. of [:hange Revised Funds
PRI (Indicate A Ll

1000 Personal Services 44 216.00 -2.000.00 42.216.00
Purchased/C d

3000 Parchesedicomtracted | | 56,168.00 | | 0.00 || 0.00

5000 Other Charges

S000 Capital Sutlay ‘ I n.00 ‘ I 0.0a ‘ I

Justification

the data.

After saving the data confirmation appears at the top of the page. An error message appears if
the data is entered incorrectly.
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[l wantta.. (Select One) ~| & SSWS Home  OMEGA Home  Logout

‘ & Budget Request Successfully saved

Go to Submit

allows another review of the data.

Request for Budget Transfer

Details  Approval Quele

i Selected Project Group, Project, Award Information

‘ Project Group: MCLB - Title IT Part & - Improving Teacher Quality

‘ Project: 614200000, Title II - Part &

‘ Award: SIETAD40044 Award Year: 2004

A request ID and OMEGA’s tracking number is assigned automatically. At the end of this
request the Approval Status indicates it is Created.

Budgel Transler Hegue st hetwden Ohject Codes

| Thir page detsile the budget by abjact code. The et Changs Amount murt sum t §0,00, Plasee revies this regeact and click
ApgroveSabmit

|H-Itllhlm h

| Approval Quede
Total eembar of Ens itsms in e Budget Transfor Megoest is B
runds Available{4) | Change in Fands{§} | Revised Bodget{$})
1000 44,218.00 -2, 00,0 4230600
Patiunal Sarvicad E 4 i
0L
PushizelfCantrastid Suvlzes 98,1000 059 il 00
Soao
Othis Chirgas 0,00 0.00 .00
:E'L Giirday 0,00 .60 0.00
D | T Y ]

| Detalls

Etatus Tracking Maniber Slakus Status Dale m

3FITE | Craamed oa/2aE00s | Brad Rizzo 0
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Submit Request

Select

A pop-up window will ask for confirmation.
Microsoft Internet Explorer x|

@ Are wau sure you wank ko SUBMIT this request? (0K = Yes  Cancel = Na)

(] 4 Cancel |

A

Select OK to complete the Transfer Request and return to the home page.
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Approving Object Code Budget Changes

Select View My To Do List.

lwant to... (Select One) @ SSWS Home  OMEGA Home  Logout
[wantto.. (Select One) =
Create/Submit a reimbursement

‘lemy Iy to do list

Select afunding soidrce Announcements

Change my budget

“iew my grant balances
“iew my coming soon list
“iew my pending list (I
Yiew my reimbursementfbudgets

Change my information
Submit application -

A Budget Transfer Request Type shows in your To Do List...
Note ID 1051, the OMEGA tracking number.

Select & to view the Request Details.

To Do List
Request Request S :
n

at thiz time,

Budaet Mowing $£100.00 within 2004 Award
1051 06/16/2005 Trar?sfer S536T7A040044, project 614300000
Title II - Part &

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: MCLB - Title IT Part & - Impraving Teacher Quality

‘ Project: £14500000, Title II - Parc &

‘ Award: $36TAO40044

Notice the revised object code budget amounts and the justification. The Approval Status shows

that the Originator created and submitted this request on the same day.
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Budget Transfer Request hetween Object Codes

This page details the budget by object code. The net Change Amount rust sum to $0.00, Please review this request and click
Approve/Submit,

| Request Id is 1051

LApproval Quele

Total number of line items in the Budget Transfer Requestis 7

Funds Available{$) | Change in Funds{%) | Revised Budget{$}

2000

Employes Benefits 24,337.00 24,237.00
B 100,00 100,00

Internal Services

[=1ululs]
Materials and Supplies &216.00 2,916.00
Total Funds 185, 206.00 ﬂ.ﬂﬂ% 185,306.00

| Justification: Transfering funds from object code 1000 to object code 4000,

Summary  Details

Status Tracking Mumber Status Date Assigned By
33577 Created 09712/2005 Brad Pizzo u]

‘ 335?s| Submitted| 09/12/2005 ‘ Brad Rizzo ‘ i} |

WAYMNESBORD CITY PBELC SCHS hereby claims reimbursement of disbursement made during the period 0971 2/2005 ta
09/12/2005 undar the provisions of the pragram or grantindicated abowve, This iz to certify that the expenditures lizted in the
reimbursement have been paid in accardance with the federaliztate palicies andfor regulations of Wirginia Board of Education, It
further certifies that documentation has been retained in the office of the educational agencyferganization and iz available upon
request to supportthe claim, Itis understood that this claim is subject to federal andfor state audits,

Comments:

Approve

To approve this request...

A comment box is available for text. Comments become a part of the Object Code change
request.
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Comments:

-
| Lpprove
Select |Lelelgeri=
Comments:
Contents | :I
[~

A pop-up window asks for confirmation.

Microsoft Internet Explorer

@ Are you sure wol wank o APPROYE this request? (0K = Yes  Cancel = Ma)

| Ik & I Cancel

Select OK to complete this request and return to the OMEGA home page.

The request can now be viewed in your Pending List.
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View Grant Balances

Select View my Grant Balances from the OMEGA home page under | Want To...
Subirmit an application j . S8WS Home OMEGA Home Logout

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

“iew my to do list
Select afunding source Announcements

|Change my object code budget
Nlew my grant balances

Select .

You will see the current or active Award. To see another Award, select another funding source.
Grant balances are displayed. The Funds Available after all requests have been taken into
consideration column reflects the object codes transfers and reimbursements pending payment.

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

OMEGA processes object code transfers in two phases. When an object code transfer is
submitted, the object code being reduced decreases funds available. The object code being
increased occurs the day after the request passes through all required approval levels.

WELB - Title 1 Part & - Improving Basic Programs

Award Project s Funds | 2
Award Code Yaas Code Description Availahle | Action
SOL0ADI004S | 2003 429010000 | U L= Lecal Educarion 07/01/2003 | 12/31/2005 | 73398300 .
Agancy ’
 5010A04004€ | 2004 429010000 I‘iﬁ; Local Education 07/01/2004 |12/21/2006 |  758,442,00 | current
[

Salected Project Group, Project, Award Information

| Projedt Group: HCLE - Title I Part I - Enhanwcing Bibacaticn Thooagh Teckrologr

| Projed: 617500000, Ed. Tedwwology Fommla Graod - Title I - Part D - Vear 3

| Jmmrd: 22 18 E040045

Funds Available

Ohject Code Funds Availahle Funds Availahle afier all requests have heen taken into consideration
3000 524100 524100
4000 o0 aon
000 o0 aon
a000 15,620 48 15,620 42
2000 O] oo
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View Pending List

Select Pending List under | Want To... on your OMEGA home page
The Pending List includes Request Types that have been approved. The ID column has a unique
number that is used to show the order in which actions have occurred. This Status Tracking

number is different from a Request ID.

You cannot edit or cancel a pending request.

- Pendinglist

Id | Request Date Request Type Description Action
462 | 05/19/2005 Application Request 2005 NCLB - Title I Part A - Improving Basic Programs, Application id 54 .
516 |05/19/2005 Reimbursement Request | $222.00 for 2004 Award S010A040046, project 429010000: Title I - Local Education Agency .

Select the . button to view additional details.

Select ¥ next to the award to expand details.

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.,

Stakes Tradking Hanhe : Asgmmel By Canamends
139 | S 05 DS Brad Rizzo o
1580 | Submudd 054 §2ms Brad Rizzo ] Pleace Remiemr
1380 | Appoesd 054 s John Doe 1
13w | Appoead 05 DS Jane Doe i
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View My Reimbursements/Budget

Select View My Reiembursement/Budgets from the OMEGA home page

ey ey reimbursement/budogets

.\‘5 SSWS Home  OMEGA Home  Logout

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

Please Select Filter Criteria

Request Type Selact One -] Sub Recipient WAYNESBORS CITY PELS SCHS
] select One |
¥ — i ) H -
Project Group ‘Beimbursement Bedgues [

F
. Budoet Request k
Project =

Award Code E

Select the Project Group.

Please Select Filter Criteria

Request Type | Feimbursement F’Lequestj Sub Recipient
Project Group Select One

Select One
Project All

‘MCLE - Title | Part A - Improving Basic Programs
MCLE - Title | Far A - Improving Teacher Quality
MCLE - Title | Far D - Enhancing Education Through Technaloc

Award Code

Select the Project.

Please Select Filter Criteria

Request Type | Feimbursement Request j Sub Recipient

Project Group | MCLE - Title | Part A - Improving Basic Programs

Project SelectOne j
oelect One

Award Code

(429010000 - Title | - Local Education Age

Choose the Award Code.

Please Select Filter Criteria

Request Type |Reimbursement Requestj Sub Recipient  POWHATAN CO PELC SCHS
Project Group |NCLB-TitIe | Part A - Improwing Basic Frograms j

Project |AII j

Aweard Code Al I% Cancel

Select
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Request | Request
Id Date

2005-05- |NCLB - Title I Part A - Title I - Local
19 Improving Basic Programs |Education Agency

Project Group Project Award Code | Action

516 S010A040046| &8

Select & to view the Request Type.
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Spend Down Calendar Report

OMEGA generates a Spend Down Calendar Report that shows all financial activity from the
initial award allocation through the date of the last activity. Transaction activity is reported by
date, status, object code, description and current balance. This report allows grant managers and
administrators to effectively monitor grant activity and grant balances.

On the OMEGA home page, the Spend Down Calendar Report is selected through the drop-
down list. A user can designate through search options a detail or summary Spend Down
Calendar Report. You may select

e Anindividual grant award or all grant awards,

e Anindividual project within a grant award or all projects within a grant award, and

e Anindividual award code within a grant award and project or all award codes within a
grant award and project.

Transaction activity includes reimbursement requests, transfer requests, and all adjusting entries.
Reimbursement requests include those with a status of Submitted, Approved, Pending, and Paid.
Transfer requests include those with a status of Submitted, Transfer Approved and Transfer
Complete.

Spending Progress Report

The Spending Progress Report is also selected through the drop-down list on the OMEGA home
page. The Spending Progress Report is award specific and shows the Budgeted Amount of an
Award, the Current Balance and the Percentage of Funds Unexpended. This report allows grant
managers to monitor the pace of reimbursements through the award cycle.
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Submitting Applications

Divisions may choose to submit an individual program application or a local consolidated
application or a combination of a local consolidated application and one or more individual
program applications when applying for specific grant funds.

Using OMEGA, it is not necessary to send the paper copy of the signed application cover page(s)
to the Virginia Department of Education (VDOE). The application cover page(s) signed by the
division superintendent and the local school chairperson should be retained and filed at the local
level.

OMEGA processes a consolidated application differently than it processes an individual
application. For example:

e When more than one application is submitted under a consolidated application and one of
the applications is denied at the SEA Level, the consolidated application is not approved
until the revision for the denied application is approved.

e The consolidated application appears as one Request Type in the superintendent’s To Do
List; each application within the consolidated application appears separately through
other approval levels.

e An Award Notification is not generated until all grants included in a consolidated
application are approved and the budget allocations are available.

At least two people at the school division level are required to be involved in the automated
process of submitting and approving an application. One of those individuals, the Application
Originator, performs the upload of the completed application(s) file and submits the application
for approval. (The application file is prepared on a local computer.)

After the application(s) has been uploaded to OMEGA, the division superintendent or a

superintendent’s designee, on record at DOE as having signature authority for the
superintendent, approves the application in OMEGA.
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The following example shows the submission and approval process of a consolidated
application.

On the OMEGA home page, the application Originator selects Submit Application.

Choose the Award Year for the application using the drop-down menu.

| Application Request

Application Request

Choose the Award Year # ‘ 2005 VI
Select One
Do you wizh to submit a conzalidated application? * |72E|D4

Check © Ve Mo g identify a consolidated application. Checking No identifies a single,

non-consolidated application. There is only one consolidated application per Award Year.

Indicate the award(s) by checking the appropriate box.

| I_ |NCLB - Title I Part A& - Improving Basic Pragrams

| [ |NCLB - Title I Part C - Migrant Education

| - |NCLB -Title I Part D - Heglected or Delinquent

| I |NCLB - Title II Part & - Improving Teacher Quality

| [ |NCLB - Title II Part D - Enhancing Education Through Technolagy

| v |NCLB - Title III Part & - Limited English Proficient

| Ird |NCLB - Title I% Part & - Safe and Drug-Free Schools & Communities
| |_ |NCLB - Title W Part & - Innovative Programs

| - |NCLB - Title WI Part B Subpart B - Rural and Low-Income

Upload the application file from your personal computer (consolidated or individual) using

‘ | Browse... |
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| Choose the Project Group(s) Look in: I Y Desktop j

Q My Cormputer

||_ |NCLB—TitIeIPar‘tP =
LoFE My Metwork Places
| Il |NCLB - Title I Part € L] Hypersnap-Dx 4
| il |NCLB - Title I Part T 1 User Applications
_ltemp
| v |NCLB - Title II Part L-_E. OMEGAReimbursementRequestploadFileFarmat. doc
| Shorteut bo OMEGA Phase 11 Testing
i |NCLB—TitIeII Part =
| |35 VDOE Applications
I MCLE - Title 111 Part \msappl. doc
PP
||7 |NCLB-TitIeIU Part
||_ |NC|_E.-Titlevpart.«
||_ |NCLB—TitIe VI Part

File name: I:-c:-::-cconsappl.doc j Open

Files of type: I,&II Files [=.%) LI Cancel /l
2

| Browse and selact the Applica

| Browse. . I

‘ |_ |NCLB - Title I Part A - Improving Basic Programs

‘ | |NCLB - Title I Part C - Migrant Education

‘ | |NCLB - Title I Part D - Meglected or Delinquent

‘ I |NCLB - Title IT Part & - Improving Teacher Quality

‘ | |NCLB - Title IT Part I - Enhancing Education Through Technolagy

‘ v |NCLB - Title III Part & - Limited English Proficient

‘ I |NCLB - Title IV Part & - Safe and Drug-Free Schools & Communities
‘ I_ |NCLB - Title W Part & - Innowative Programs

‘ | |NCLB - Title WI Part B Subpart B - Rural and Law-Incame

| Browse and select the Application file to be uploaded

| Browse... |

Select |ZMl =0 once the file is uploaded.

The next screen displays Application Request Details including the File Name, File Type, and
Application Type.

Note the Application ID for tracking purposes.
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Application Request Details

| Application Files  Project Group

| Application Id is 218

Yean [2005

Consolidated Application: |'\"

File Mame: |HHHCDI‘|Sapp|.dDC

|
|
|
| File Type: |app|icatinn.l’msword
| Upload Date: [D8/06/2005
|
|
|
|

File Size: 2 MB
Application Type: |Origina|

|C|ick here ta Wiew

|C|ick here to Download

By expanding the arrows at the bottom of the page you see each title in a Created status.

| Detailz  Application Files

|ﬂ_N[:LB - Tide I Part A - Improving Basic Programs +

Status Tracking Number Status Date Assigned By
33579 Created[: 09/12/2005 Brad Rizzo u}

|ﬂ_N|:LB - Title II Part A - Improving Teacher Quality ¥

Status Tracking Number Status Date Assigned By
33580 | Created 09/12/2005 Brad Rizzo u}

|ﬂ_N|:LB - Title III Part A - Limited English Proficient ¥

Status Tracking Number Status Date Assigned By
33581 | Created 09/12/2005 Brad Rizzo u}

Comments may be entered. Comments are retained with the application.
Submit

Select

The pop-up window provides confirmation.
Microsoft Internet Explorer x|

@ Are you sure you wank to SUBMIT this request? (0K = Yes Cancel = No)

Ik [T: I Zance|

Once the application(s) is successfully submitted by the Originator it moves through the
Application Approval Queue to the To Do List of the superintendent or the superintendent’s
designee.
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Approving Applications
Your To Do List shows the Application Requests requiring approval. The Description column

shows three Applications with ID 261. This identifies a consolidated application with the three
awards that require approval.

1 R I
Date Type

1072 os/17/a005  AIPLCI 2008 Conselfaad Avplicaion

1072 os/ivfa00s  APPLCIC 2008 Conseliaad Application

1074 Osjizizons  pPRICHIen 2008 Conselisdavpliton, @

Select @ to begin the approval process and to view the Application Request Details.

Application Request Details

Application Files  Project Group

| Application Id is 261

Year [200S
Consolidated Application: |'\"

File Hame: |HHHCDnSapp|.dDC

File Type: |app|ication.l’msword
Upload Date: [06/17/2005
File Size: |3 MB
Application Type: |Origina|
|C|ick here to Wiew

|C|ick here to Download

|C|ick hare to Wiew

You can view or download this application from |Click here to Downlosd RYS the Application Request
Details section or view or download the application from the Application History section.

Application History

| Details  Project Group

Application Type UploadDate | view | Download |
|Origina| |HHHCDI‘|Sapp|.dDC |DSJ"1?J"2IJEIS | % | *’
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By expanding Title 1 Part A the submission and approval history appear.
L EFTT T Py F TSIy —— —— ]

FPETT | e A% | 3FT0NS frad Pz L
IR elewrmad N ErTOES Brag Eooo ]

Note: You can expand the other titles but you will only be approving the title shown above
(Title 1 Part A, as shown in the Application Request Details near the top of the page).

Project Group Status

‘ Details  Application Files

|ﬂ_NI3LB - Title ¥ Part A - Innovative Programs +

|ﬂ_NCLB - Title ¥I Part B Subpart B - Rural and Low-lncnme@

| Eack

Enter comments (optional).

Comments:

Thizs Approwval iz for Title 1 Part L only. ;I

A pop-up asks for confirmation of the approval.

Microsoft Internet Explorer X|

@ fire ol sure you wank ko APPROVE this request? (0K = Yes  Cancel = o)

QK [! Cancel |

Select OK to complete and return to the OMEGA home page.

The request is removed from your To Do List.

This process is repeated for other Application Requests including those with the same
application ID.
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To Do List
Request Request S s
n

Application 2005 Consolidated Application,
LOFE O Grz0ns Request &pplication id
Application 2005 Consolidated Application,
LUGs el warhs Request Application id 261 .
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Revising a Denied Application

An application submission can be denied at any LEA or SEA Approval Level as it moves
through the Approval Queue. If an individual application is denied, the application returns to the
Originator’s To Do List. If a grant application is denied in a consolidated application, the
revision cannot be made until all grant applications have been reviewed. The consolidated
application cannot be fully approved by VDOE until all revisions are made.

Once the necessary revisions are made and saved in the original application on a local computer,

the Originator selects from their To Do List the . to the right of the application requiring the
revisions.

Select
the heading.

at the bottom of the opened request and the word Revision appears in

| Application Request (Revisilgn)
| g

Application Request Details

| Application Files  Project Group

| Application Id is 218

[ Year: 2005
| Consolidated Application: |‘v'

Select the Award that has been revised.

Application Revision Details

‘ Choose the Project Group(s)

| I |NCLB - Title II Part & - Improving Teacher Guality
| I |NCLB - Title IIT Part & - Limited English Proficient
| I |NCLB - Title IV Part A - Safe and Drug-Free Schools & Communities

‘ Browse and select the Application Revision file to be uploaded

| Eerwse..D |

Go To Submit
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Select MJ to upload the revised application. When the upload is complete Select

|w and your Revision is displayed.

Notice that the Application 1D remains the same and Application History shows the Original and
the Revision.

| Application Request (Revision)

Application Request Details

Application Files  Project Group

| Application Id is 218

| Yean 2005

| Consolidated Application: |‘\"

Application History

Details  Project Group
Application Type UploadDate | view | Download |
|Origina| |HHHCDI‘|Sapp|.dDC |DSJ"DE~I2EID5 | ﬂ | *’

|Reuision% |HHHCDI‘|Sapp|.dDC |l36f13,|’2005 | ﬂ | ;'

| Choose the Project Group(s)

‘ I MCLE - Title II Part & - Improwing Teachar Quality
MCLE - Title III Part & - Limited English Proficient

~

‘ I ‘NCLB - Title IV Part A - Safe and Drug-Free Schools & Communities

A summary of the revised application information is displayed.

| Browse... |

L FileName: |FEEIENSRIE
T [applic stion/msword
| uploadpate: |(EFEED
N T 3.0 me

| ApplicationType: TR

| |C|ick here to Wiew

| |C|ick here to Download

Goplo Submit

Enter any comments (optional).
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Select e le =D S go to the next page and submit the revised application.

Select |

Select OK to confirm submission of the revised application.
Microsoft Internet Explorer x|

@ Are you sure you wank to SUBMIT this request? (0K = Yes Cancel = Mo)

Ok, [_: I Cancel

The Revised Application has moved to the Approver’s To Do List.
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Submitting an Amended Application

An application amendment occurs after an Application Request is in the Approval Complete
status.

An amendment to an application is submitted after proposed changes to grant goals and
objectives are discussed and verbally approved by the VDOE grant program officer.

To submit an amendment, an application Originator selects Submit an Amended Application
from the drop-down menu on the OMEGA home page.

Choose the Award for amendment by selecting the £l button.

| Application Request { Amendment)

Application Request Details

Application Files  Project Group

| Application Id is 2121

[ Year [z004
| Consolidated Application: |N

Application History

Detailz  Project Group

Application Type Upload Date | view | Download |

|Origina| |App|ication.m |I38.r'23.r'2005 | a | ¥
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At the bottom of the page select the award.

Application Amendment Details

| Choose the Project Group(s)

f;'% |NCLB - Title II Part D - Enhancing Education Thraugh Technolagy

Browse and select the Application file to be uploaded, Long filenames will be truncated to S0 characters.

| Browse... |

Go To Submit

Select J:’Li“"fil\' to upload the amended application file from your personal computer

. o ] Browse... |
(consolidated or individual) using

Choose file = llil
Lok i by Cormputer j = e ER-

s (A1 314 Floppy
) WIRZ000
Histomy @{D:} Compack D!S
- =2(F:) Svs on 'Doe_office’
i ? =2 (H:) Brizzo on 'Doe_officelappsiHomedirs'
=2(1:) Common on 'Doe_officelGroup'
=200 Oracle on 'Doe_officelAppsiapps'
=2iR:) Apps on 'Doe_officelApps’ i
=251 Groupdir on 'Doe_office\Group’
=2} Public on 'Doe_office’ Sys'
=2(7:) Public on 'Doe_office’ Sys'

File name: I j Open
Files af type: I,-’:-.II Files [*.7] j Cancel | i
g

i

o |NCLE- - Title IT Part O - Enhancing Education Through Technology

| Browsze and select the Application file to be uploaded. Long filenames will be truncated to S0 characters,

| Browse. . |

When your Amendment is located, select@ on the pop up window.
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Select |w to attach your Application Amendment.

The Amendment is now ready to begin submitting.

| Details  Project Group

|__ApplicationType | FileName | UploadDate | view | Download |
|Origina| |F\pp|ication.txt |03;23;2005 | (1] | ¥
|F\rnendrnent % |Submitting Amended Applications.doc |1 1/02/2005 | 0 | “"

To submit this request scroll to the bottom of the page.

iGo To Su brmit

Application Amendment Details

| Choose the Project Group(s)

i

|NCLB - Title II Part D - Enhancing Education Through Technolagy

| Browse and selectthe application file to be uploaded, Long filenames will be truncated to S0 characters,

| Browse... |

|Submitting Amended Applications.doc
|app|ication.r'nctet-stream

| Uploadpate:  |FITEEES
T S e than 1 s
T T [Amendment

| |C|ick here to Wiaw

| |C|ick here to Drownload

Comments may be entered and will be retained with the application.
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‘ |ﬂ_N[2LB - Title TI Part D - Enhancing Education Through Technology T

Certification:We hereby certify that, to the best of our knowledge, the information contained in the application is carrect,

Comnrents:

Edit &mendment flsubmit Request flCancel Request

Select | Submit Requ

Select OK to confirm submission of the amended application.
Microsoft Internet Explorer il

@ fre you sure yol wank ko SUBMIT this request? (0K = Yes Cancel = Nao)

Ik [_: I Cancel

The Amended Application moves to the Approver’s To Do List.

Each amendment goes through the same approval process as the original or revised application.
For example, if the amended application is denied at an LEA or SEA Approval Level, the
Originator can resubmit the amendment with a new file. (See Submitting a Revised
Application.)

Approving an Amended Applications
An amended application follows the same approval process as the original or revised application.
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Viewing Applications

Select View Application from the OMEGA home page.

| List of Application{s) for All Open Awards

Application List

Mppllcatlun Application Approval Yiew
H Type PR B Status npplucat-un
115 | 2004 |Conso|ldated |Mu|t|p|e Project Graups (2] |In Process

220| 2004

The Approval Status column indicates the stage of approval.

MCLE - Title IT Part & - Improving Teacher
Cuality

Man-Consalidated In Process ‘ I"'-"'“:'.-"'-.'

select IEEIM 1o see details of the application.

Selecting the * to expand the details (near the bottom) of the award.

Project Group Status

‘ Details  Application Files

|ﬂ_N[2LB - Title ¥ Part A - Innovative Programs +

|ﬂ_NI3LB - Title ¥I Part B Subpart B - Rural and Low-lncnme@
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Award Notifications

After an application has been fully approved and the award allocation is available, the Award
Notification is created at VDOE. Award Notifications are received by the Application
Originator, the Budget Transfer Originator, and all Level 3 and Level 4 Approvers of the specific
award. An email message alerts these individuals that the Notification is available.

On the OMEGA home page, the Notification section appears under the Announcement section.
New Notifications are referred to as “Unacknowledged” until the notification is opened and the
user acknowledges that the notification has been received. If there are no Unacknowledged
notifications, this section does not appear.

To view all award notifications select View Notifications from the To Do list or the Omega
home page.

[[wantto. (Select One) ~| & SSWS Home  OMEGA Home  Logout

Announcements

Un - Acknowledged MNotifications

Wou have 1 Un-aAcknowledged notifications, Click Here for details,

Welcare to QMEGA! For information and recarded training sessians, click on "HELP" in the upper right carner of this
page and visit www.pen.kl2.va.us/YDOEfomeqa,

Click Hara for details,

To view Unacknowledged Notifications select

My Notifications appear in two sections called Unacknowledged Notifications and
Acknowledged Notifications. The first section indicates an Award Notification has been
generated and shows the date it was sent from the Department of Education. The other section

lists those Award Notifications that have been sent by the Department of Education and
acknowledged by the user.
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| My Notifications

Unacknowledged Motifications

Sent Date Acknowledged Date

Avard Motification |D8.-"22.-‘2DD5 .

Acknowledged Motifications

Sent Date Acknowledged Date

Mo Acknowledged notifications

I Home

To view the Award Notification select QTJ in the Action column. The complete Award
Notification appears. The Award Notification provides a description and other significant
characteristics of the award including the Project Group, DOE Contact, the Award Type and
Amount, Fund Source, and Terms and Conditions.

A section labeled Special Instructions is provided with each Notification. These instructions
explain the next steps to be taken so that the award allocation can be distributed.
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Award Notification Detail

School Division
Address
NCLB - Title Il Part A - Improving Teacher Quality
CTAE- Adult Education & Literacy
NCLB - Title 11 Part A - Improving Teacher Quality CFDA 84.367
S$367A050044

Grant Award Amount: X

Grant Award Type: PV

Award Period: 01-JUL-05 - 30-SEP-07

614800000 Title 11 - Part A
Federal

T and C Text 1 for pg 4, award year 2005
No special instructions.
 ATTEEEENE T Virginia Department of Education
08/22/2005

My Notifications

Select |TERREIMEREEY (0 indicate that you have received this Notification and consent to its
Terms and Conditions.

A confirmation appears along with Notification Details.
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[lwant bo... (Select One) =] (] SEWSE Home OMEGA Home LogoLit

1 MNotifications

o return to the My Notifications page. Notice the Acknowledged
Notification and Date.

| My MNotifications

Unacknowledged MNotifications

‘ Sent Date Acknowledged Date

Mo Unacknowledged notifications

Acknowledged Motifications

Sent Date Acknowledged Date
Award Motification |DEIJ"26,|’2005 |DEE,|"26;"2005 ‘ .
I Home

Select to return to the OMEGA home page.

The Unacknowledged Notification section no longer appears.

[l wantto_ (Select One) - @ SSWS Home  OMEGA Home  Logout

Announcements

>

I want to ... :
| Iwantto... | e
Wiew my to do list

m Request Date | Request Type

There are no requests to approve

Welcome to GMESA! Forinformation and recorded training seszions, click on "HELP" in the upper right corner of this
page and wisit wew.penkl2vaus/VDOEfomega,

Select a funding source
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Change My Information
User related information can be entered or changed as needed.
Select Change My Information from the OMEGA home page

b

Enter your information. It is important to have a current email address in OMEGA.

Chance mey information

(The phone number is optional. If you input data, do not use dashes.)

want to... (Select One) j ke S5WS Home OMEGA Home Logout
First Marme ¥ ! IJDhn
Lazt Mame * IDDE
Middle Mame : I

Phone Mumber: |1111111111

Email Address *; |test.user@urg.:nm

[save

Select |

A confirmation of the data entry appears.
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Appendix A — Active Awards and Object Code Definitions

School divisions are able to use OMEGA to submit reimbursement requests and object code
transfer requests for eleven federal grants:

e Titlel-Part A, Grants to LEAS;

e Title I - Part C, Education of Migrant Children;
o Title I - Part D, Neglected and Delinquent;

o Title Il - Part A, Teacher and Principal Training;
e Title Il - Part D, Enhancing Education Through Technology;
e Title Ill - Part A, English Language Acquisition;
o Title IV - Safe and Drug Free State and Local,

o Title V - Innovative Education;

e Title VI - Part B, Subpart 2, Rural Education;

e IDEA, Section 619 Preschool; and,

e IDEA, Section 611 Flow Through.

Below are definitions of the major expense categories that can be used for most expenditure
reimbursements. Please note exceptions that follow.

1000 Personal Services - All compensation for the direct labor of persons in the employment of
the local government. Salaries and wages paid to employees for full and part-time work,
including overtime, shift differential, and similar compensation. Also includes payments for
time not worked, including sick leave, vacation, holidays, and other paid absences (jury duty,
military pay, etc.), which are earned during the reporting period.

2000 Employee Benefits - Job related benefits provided employees are part of their total
compensation. Fringe benefits include the employer's portion of FICA, pensions, insurance (life,
health, disability income, etc.), and employee allowances.

3000 Purchased/Contractual Services - Services acquired from outside sources (i.e., private
vendors, public authorities or other governmental entities). Purchase of the service is on a fee
basis or fixed time contract basis. Payments for rentals and utilities are not included in this
account description.

4000 Internal Services - Charges from an Internal Service Fund to other
functions/activities/elements of the local government for the use of intragovernmental services,
such as data processing, automotive/motor pool, central purchasing/central stores, print shop, and
risk management.

5000 Other Charges — Includes expenditures that support the program, including utilities
(maintenance and operation of plant), staff/administrative/consultant travel, travel
(Staff/Administration), office phone charges, training, leases/rental, indirect cost, and other.
Note: Indirect cost cannot be claimed against capital outlay and equipment.
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6000 Materials and Supplies - Includes articles and commodities that are consumed or materially
altered when used and minor equipment that is not capitalized. This includes any equipment
purchased under $5,000, unless the LEA has set a lower capitalization threshold. Therefore,
computer equipment under $5,000 would be reported in “materials and supplies.”

8000 Capital Qutlay - Outlays that result in the acquisition of or additions to capitalized assets.
Capital Outlay does not include the purchase of equipment costing less than $5,000 unless the
LEA has set a lower capitalization threshold.

Exceptions to use of major object expenditure codes by award title:

Title I Part A, Improving Basic Programs — Other valid object codes include 1010
Administration, 1020 Teachers, 1030 Paraprofessionals, 1040 (Other) From divisions
designators, and 3010 Professional Development.

Title 11 Part D, Enhancing Education Through Technology - Valid codes are 3000, 4000, 5000,
and 8000.
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Appendix B - Uploading Data for Reimbursements

Subrecipients can submit reimbursement request data using two different methods:
e Using web-based data entry screens
e Using file upload

This document explains the file upload method and file format in detail.

The OMEGA application creates a separate reimbursement request for each file upload. Data can
be modified in OMEGA once successfully uploaded in OMEGA. Once data are uploaded to a
request, the request behaves like a manually entered reimbursement request. Subrecipient staff
with the appropriate privileges can amend the reimbursement requests that are through an upload
after data has been uploaded and before the request is submitted for approval.

The diagram at right depicts the logical flow of

uploading data into OMEGA.

1. The user starts by having logged into @
SSWS, and navigated to the
Reimbursement Request Page in
OMEGA.

2. The user clicks the “New
Reimbursement Request Link” and is
taken to a page where they enter the
expenditure date range for the request. New Reimb Req

3. The user browses to the file they wish to
upload and clicks the upload file button. v

4. The file is uploaded and its format Upload File
validated.
a. If the format does meet file v

specification, file data is loaded into [ Validate File ]

Reimb Req Page |¢

\ 4

A 4

the database and the user is returned

to the reimbursement request page.
b. If the format does not meet file

specification, file data is not loaded

Report Errors ]

into the database and the user is No
returned to the reimbursement

request page with a list of errors Yes
encountered during format

validation. _[ Load Data ]
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Upload File Format

This file should conform to the following format in order to process successfully. File contents
are tab delimited and each line represents a single expense line-item. OMEGA treats the first

record in the file as a header record,; it is validated to have the correct number of elements and is
not imported into the database. Each record thereafter should be constructed as follows:

Field | Data Mandatory Format
Num
1 Obiject code Yes 4 digits (See section entitled
“Valid Codes” later in this
document for mapping of
program area codes to
descriptions)
2 Sector Yes 1 digit (See section entitled
“Valid Codes” later in this
document for mapping of
program area codes to
descriptions)
3 Program Area Yes 4 digits (See section entitled
“Valid Codes” later in this
document for mapping of
program area codes to
descriptions)
4 Vendor information | Yes 100 characters
5 Expenditure Yes 100 characters
description

6 Payment reference Yes 50 characters
(check number,
voucher number)

7 Encumbrance date Mandatory when current date | yyyymmdd

is later than the award’s
allowable encumbrance date
that is typically from month
28-30 for a standard 30 month
award. (Title I is 15 months.)
Not mandatory outside this
timeframe.
8 Payment date Yes yyyymmdd
9 Item Quantity Mandatory for Title Il Part D: | 9 digits
Educational Technology for
Professional Development
Expenses (object code 3010).
Not required in any other
scenario.
10 Payment amount Yes 14 digit number with 2

decimal places
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Program Areas Codes

Code | Description

0000 Unspecified

0001 1. Recruiting, training, and hiring highly qualified teachers to reduce class size

0002 2. Technology activities, including professional development

0003 3a. Development or acquisition and use of computer software and hardware;

0004 3b. Development or acquisition and use of instructional/reference materials and academic
assessments; and

0005 3c. Development or acquisition and use of library/media services and materials.

0006 4. Educational reform projects, including magnet schools

0007 5. Programs to improve the academic achievement of educationally disadvantaged elementary
and secondary students, including dropout prevention

0008 6. Programs to improve the literacy skills of adults, including adult education and family
literacy programs

0009 7. Programs for gifted and talented children

0010 8. Planning, design, and initial implementation of charter schools under Title V, Part B

0011 9. School improvement programs or activities under 1116 and 1117 of Title I, Part A

0012 10. Community service programs

0013 11. Consumer, economic, and personal finance education

0014 12. Public school choice

0015 13. Programs to hire and support school nurses

0016 14. School-based mental health services

0017 15. Alternative educational programs

0018 16. Pre kindergarten programs

0019 17. Academic intervention programs jointly operated with community-based organizations

0020 18. CPR training

0021 19. Smaller learning communities

0022 20. Activities to advance student academic achievement throughout the LEA area

0023 21. Parental and community involvement

0024 22. Best-practice models

0025 23. Same-gender schools and classrooms [Refer to NCLB, Title V, Part A, Section 5133(b)(9)]

0026 24. Service learning activities

0027 25. School safety programs

0028 26. Programs that use research-based cognitive and perceptual development approaches

0029 27. Supplemental educational services as defined in Section 1116(e) of Title I, Part A

0030 Program Administration

0031 Indirect Costs (not to exceed approved rate)

0032 Administration

0033 Security Stuff

0034 Security Staff

0035 Professional Development

0036 Instructional Software

0037 Professional Development

0038 Unused

0039 Unused

0040 Unused

0041 Limited English Proficient (LEP)

0042 School Improvement: School Choice Transportation

0043 School Improvement: Supplemental Education Services

0044 Title | Parental Involvement
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Object Codes Sector Codes
Code Description Code Description
1000 Personal Services 0 Public
1010 Administration 1 Private
1020 Teachers
1030 Paraprofessionals
1040 Other (from division designations)
2000 Employee Benefits
3000 Purchased/Contracted Services
3010 Professional Development
4000 Internal Services
5000 Other Charges
6000 Materials and Supplies
6050 Non-Capitalized technology hardware
6060 Non-Capitalized Technology infrastructure
8000 Capital Outlay
8050 Capitalized technology hardware
8060 Capitalized Technology infrastructure
Grant to Code Combination Mapping
Grant Program Areas Object Codes | Sectors
Title I A, Improving Basic Programs 0000, 0037 — 0044 1010, 1020, 0
Operated by LEAS 1030, 1040,
2000, 3000,
4000, 5000,
6000, 8000
Title Il A, Improving Teacher Quality | 0000 1000, 2000, 0
3000, 4000,
5000, 6000, 8000
Title 1l D, Enhancing Education 0000, 0035, 0036 3000, 3010, 0
Through Technology 4000, 5000,
6000, 6050,
6060, 8000,
8050, 8060
Title IV A, Safe and Drug Free Schools | 0000, 0032 - 0034 1000, 2000, 0
3000, 4000,
5000, 6000, 8000
Title V A, Innovative Programs 0001 - 0031 1000, 2000, 0,1
3000, 4000,
5000, 6000, 8000
Special Education and Special 0000 1000, 2000, 0
Education Preschool 3000, 4000,
5000, 6000, 8000
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Sample File Layout

The following images depict the same flat file as viewed in the Notepad application and Microsoft
Excel.

Sample flat file as viewed in Notepad (All data is visible but columns aren’t lined up):
Ej OMEGA Flat File Sample.txt - Notepad

File Edit Farmat Help

object Sector Program Area wvendor Description Check Encumbrance Pymt Date aty Amt
3000 0 0 F Flintstone Consulting services Rendered 1763865 20040725

3000 0 0 F Flintstone Consulting services rendered 1769072 20040913

3000 0 0 F Flintstone Consulting Services rRendered 1772467 20041012

5000 0 ] DD Pretzel - 1234567890 Training Stipends EFT 20040731

5000 0 0 DD Pretzel - 1234567890 Training Stipends EFT 200409830

6000 0 0 CCv software kKidspiration License 1775934 20041109 3502
000 0 0 Apple Computer Inc powergook 12.1"/1.33 Ghz,/60GE/256MB/ AP SuperDrive Keynote AP

Sample flat file as viewed in Excel (Not all data is visible but columns are lined up):

&l OMEGA Flat File Sample.txt =o] x|
A B C D E F G H [ 1 [ 4 | K o
1 |DObject Sector Frogram A%endor  Descriptior Check Encurnbral Pymt Date Oty Arnt —
2 3000 a 0 F Flintston Consulting 1763365 20040729
3 3000 a 0 F Flintston Consulting 1769072 20040913
4 3000 a 0 F Flintston Consulting 1772467 20041012
5 S000 a 0 DD Pretze Training StEFT 20040731
B 5000 a 0 DD Pretze Training StEFT 20040230
7 G000 a 0 CCY Softw Kidspiratio 1775934 20041109
g 8000 a 0 Apple Cor PowerBool 1772450 20041012
9
10
[4 [« [ [#]+,OMEGA Flat File Sample / | 4]
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Allocation — The amount of funding designated for a specific grant and used for a specific purpose.

Application Request — The file submitted by the LEA that includes the formal request for an
allocation from a specific grant.

Approval Level — This term identifies the order of acceptance of a Request Type.

Approval Queue — The term used to describe the established approval sequence that begins when an
Originator submits a Request Type (application, reimbursement, transfer) and ends when the last
Approver completes the approval process. Each grant has a defined Approval Queue for each
Request Type.

Approver — An Approver is one of two user roles within OMEGA (the other role is Originator). The
Approver is responsible for approving a Request Type.

Award — In OMEGA award is synonymous with grant.

Award Code — The number identifying a grant awarded for a specific time period. For federal
grants, the Award Code usually includes the last three digits of the CFDA Number and the last two
digits of the Award Year.

Award Notification — An Award Notification is the notice sent from DOE when an application is
approved and the allocation is available for distribution to the various object codes.

Amendment — Amendments are changes made to the application (for example, recalculation of set
asides) after the application has been approved by the last approver in the approval queue.

CFEDA - An acronym for Catalog of Federal Domestic Assistance, a publication and database
produced by the Federal General Services Administration.

CEDA Number —The five digit (84.XXX) number issued by the General Services Administration to
identify a federal grant, program, or service.

Closing Date — The last day the SEA can request funds from the federal payment system.

Created — The term used to describe the initial stage of activity for all Request Types. The Request
remains in a created state until the Originator submits it for approval.

Encumbrance Date — This date is required during certain time periods and includes the date the
purchase order or contract was issued, the last day worked for the payroll requested for
reimbursement, or date travel occurs. The encumbrance date is always required after the End Date

End Date — The end date refers to the final date that grants funds can be obligated by the LEA.
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Funds Available — Allocation less (-) reimbursement requests paid or in process, plus (+) transfer
request increases completely approved, less (-) transfer request decreases approved or in process.

Local Education Agency - This term refers to a public board of education or other public authority
within a State that maintains administrative control of public elementary or secondary schools in a
city, county, township, school district, or other political subdivision of a state.

Maintenance User — An individual responsible for establishing and maintaining the number of
Approval Levels in the Approval Queue.

Object Code — A four-digit number used to classify expenditures.

Originator — An Originator is one of two user roles within OMEGA (the other is Approver). The
Originator is responsible for creating and submitting Request Types.

Pending — A Request Type the user has processed that has not received all required approvals.

Pending List — A view of requests that the user has processed that do not have a status of: Approval
Complete (Application), Paid (Reimbursement Request), or Transfer Complete (Budget Request).

Project Code — An alphanumeric code used to identify separate areas of funding under a project
group.

Project Group — A term describing the control mechanism within OMEGA that brings together
Project Codes usually within the same CFDA number.

Request Type — The term refers to a category of OMEGA activity. Request Types include
Application Request, Reimbursement Request, and Object Code Transfer Request.

Revision — Revisions are edits that are necessary to the application before approval can be granted
and are performed when an approver denies the application. A consolidated application can be
revised only after it has been returned to the Originator’s TO DO LIST (after all grants included in a
consolidated application have either been approved or denied).

State Education Agency - This term refers to the agency primarily responsible for the State
supervision of public elementary and secondary schools.

Submitted — A level of activity that takes place after a Request Type is created and before any
approval occurs. Data cannot be edited once it becomes submitted.

Superintendent — The individual who is the highest administrative officer.

Superintendent’s Designee — The individual authorized by board action to act on behalf of the
superintendent.
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