REIMBURSEMENT REQUEST HELP DOCUMENT

OVERVIEW

Contract Status

Grantees can only request reimbursement from a project that has a status of Executed
(contract signed by the Grantee and DRPT). Executed projects will have a dollar bill icon
in the Reimburse column. Contracts signed after OLGA Grant Management goes live
will have a contract icon with a green checkmark in the Contract column. See projects
10000-01 and 10000-03 below on the Manage My Grants page.
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Requesting Reimbursement

Select the dollar bill icon related to the project that you want to request reimbursement
and it will take you to the reimbursement request page where you can key in the amount
of reimbursement requested, attach supporting documentation, and submit the
reimbursement request to DRPT.

NOTE: State operating and rideshare payments are made on a schedule and no
reimbursement request is necessary.

Status of Reimbursement Requests
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If you select the dollar bill icon on the Manage My Grants page you will see the status of
all recently created reimbursement requests for the specific project selected. If you select
the Reimbursement Request link above you will see the status of all recently created
reimbursement requests for ALL projects.
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Once you log in to OLGA you will see the screen above which is the Main Menu. Select
the Grant Management link and you will see the following screen.
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Select the Manage My Grants link which will show all projects for your entity.

Alternatively, you can select the Reimbursement Requests link to request reimbursement,
but you must know the specific project number and select it.
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The Manage My Grants page shows all projects for your entity. The list can be filtered by
the status of the project.

e Open — Contract still needs to be signed by Grantee, DRPT, or both.
e Executed — Contract has been signed by the Grantee and DRPT and
reimbursement request can be submitted.
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e Closed — Project has been completed and closed.
e Archived — Old Closed projects.

Reimbursement can only be requested for projects that have a status of Executed which
are represented by a dollar bill icon in the Reimburse column. Contracts signed after
OLGA Grant Management goes live will have a contract icon with a green checkmark in
the Contract column.

NOTE: State operating and rideshare payments are made on a schedule and no
reimbursement request is necessary.

Select the dollar bill icon to request reimbursement for a specific project and you will see
the following screen.
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The top of the page shows the status of recently created reimbursement requests related to
this specific project. If you select the Reimbursement Request link (from the Manage My

DRPT — OLGA Help Documentation Page 5 of 14
Last Updated: 9/24/2012



Grants screen) on the left above you can see the status of recently created reimbursement
requests for ALL projects. The different statuses are defined as follows:

Created — this is the status that appears when the Grantee creates and saves the
reimbursement request, but does not submit it. (shows for last six months)
Submitted - this is the status that appears when the Grantee submits the
reimbursement request. (shows for last six months)

Approved — this is the status that appears when the Program Administrator
approves the reimbursement request. (shows for last 90 days)

Suspended - this is the status that appears if DRPT suspends the reimbursement
request. The Program Administrator will contact the grantee to explain why the
request was suspended. (shows for last six months)

Rejected — this is the status that appears if DRPT rejects the reimbursement
request. The Program Administrator will contact the grantee to explain why the
request was rejected. (shows for last six months)

Paid — this is the status that appears when DRPT releases the payment to the
Department of Treasury. The grantee can expect receipt of payment within 5
business days of the paid date. (shows for last 90 days)

Select the Add New Request button and you will see the following screen.
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Key the reimbursement amount (total amount including federal, state, and local share) in
the Amount Expended cell above in whole dollars and select the Save button and you will

see the following screen.
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3) The file name will be automatically entered into the corresponding box. When the box turns green, your file is
ready to send to DRPT.

4) Click the "Upload’ button to transmit your file.

The maximum file size is limited to 5 MB. Only Microsoft Word Documents (.Doc), Excel Spreadsheets (LXLS), Adobe
PDF (.PDF) and plain text {.TXT) files may be uploaded.
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This takes you to the Supporting Documentation tab. You get a message in green that the
request was added successfully and at least 1 supporting document must be attached
before the reimbursement can be submitted.

Select the Browse button to find the document you want to upload and you will see the
following screen.
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Select the document you want to upload and select the Open button and it will take you
back to OLGA and you will see the following screen.
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Once the file name in the Upload field turns green, select the Upload button and you will
see the following screen.
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You should now see the name of the document in the Document Name field.
Select Browse to upload more documents if necessary.
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Once all documents have been uploaded, select the Submit button and you will see the
following screen.

If you decide you do not want to submit a reimbursement request for this project you
should select the Delete button.

NOTE: Final reimbursement requests must be submitted within 90 days after the end date
of the project. If you try to submit a reimbursement request after 90 days past the end
date you will receive an error message and you will be required to submit an extension

request and have it approved by DRPT before you can submit the final reimbursement
request.
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See the message that the Reimbursement Request has been submitted successfully. Also,
notice that the status of the reimbursement request shows Submitted on 08/29/2012. You
can select the PDF file in the View column to see the details of the Reimbursement
Request.

You can go to the Reimbursement Request page for this project at any time to see the
Status. Refer to page 5 for the different statuses and what they mean.

NOTE: If your reimbursement request is suspended due to inadequate supporting
documentation you can come back to this page in OLGA and select the icon in the
Attach/Add column above to add or delete documents.

NOTE: If you create a reimbursement request and save it, but do not submit it, icons will
appear in the Edit and Delete columns above that will allow you to edit or delete the
reimbursement request.
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