
For Rail Programs Workshop 12/7/17 

1. Introduction.  Access OLGA directly at https://olga.drpt.virginia.gov/ or from the DRPT website: 

 
 

 

In OLGA, click the Help icon at top right to access detailed instructions and Troubleshooting info: 

 
 

https://olga.drpt.virginia.gov/login.aspx?id=not_authenticated
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12/1/2017 For Rail Programs Workshop 12/7/17 Page 3 

 

2. Applications.  From the Main Menu, choose Grant Applications… Rail Applications… to create an 

application.  Program Guidance and other helpful documents are available on the right:

 
 

Remember to click the Save button frequently when filling out an Application.  For “Project 

Description” and other long answers, you may wish to compose your answer in Notepad or 

Word first, then copy-and-paste it into the Application. 
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3. Extension Requests.  Choose the project in the dropdown list and click the “New Extension 

Request” button: 

  
Enter the “Requested End Date” and the “Reason for Extension” and click the “Submit” button: 

 



12/1/2017 For Rail Programs Workshop 12/7/17 Page 5 

 

You can add attachments by clicking the icon on the far right: 

 
 

See Extensions for detailed information. 

 

4. Invoicing.  Choose the project in the list and click the “New Extension Request” button: 

  
Enter the Amount Expended and click the “Save” button: 

https://olga.drpt.virginia.gov/Documents/help/Extensions%20Help%20Document.pdf
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You will be prompted to attach at least 1 supporting document: 
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Once a supporting document is attached, the “Submit” button becomes clickable and you can 

submit your request: 

 
You can edit and delete a Reimbursement Request until it is Submitted. 

 

See Reimbursement Request for detailed information. 

 

5. Deobligation Requests.   Master Users can deobligate any amount of funding.  Anyone with 

“Approve and Submit Reimbursement Requests” authority can deobligate up to $1,499.  Anyone 

with “Approve Deobligations of State Controlled Funds of $1,500 or more” can deobligate any 

amount of funding. 

Choose the project in the dropdown list and click the “Add New Request” button: 

https://olga.drpt.virginia.gov/Documents/help/Reimbursement%20Request%20Help%20Document.pdf


12/1/2017 For Rail Programs Workshop 12/7/17 Page 8 

 

 

OLGA will ask if you want to Deobligate the amount: 

  
 



12/1/2017 For Rail Programs Workshop 12/7/17 Page 9 

 

When you answer “Yes”, the Submit button will be enabled and you can submit your request: 

 
You can also deobligate funds on your final Reimbursement Request by checking the “Final 

Reimbursement Request” box in the lower right: 
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After submitting the Reimbursement Request itself, OLGA will automatically redirect you to the 

Deobligation screen and you can submit the Deob request too. 

 

NOTE: If you are not authorized to deobligate funds over $1,499, OLGA will still allow you to 

submit the request.  OLGA will email the Master User so that they can Resubmit the transaction. 

 

See Deobligation Requests for detailed information.  

 

6. Master Users.  Each Grant Recipient has 1 and only 1 Master User.  Master Users are set up by 

DRPT.  If you need to change the Master User on your account, complete this form with the 

appropriate signatures, and email to Marie Berry.   The Master User has authority for all OLGA 

functions, including setting up accounts for other users. 

 

7. Approval levels of other users (how to determine).  From Main Menu, choose Grantee 

Information… Employee/User Management to see the list of users.  Click the Modify icon on the 

right for details:  

 
 

The “Roles” section (towards the bottom) displays the authorities assigned to this user: 

https://olga.drpt.virginia.gov/Documents/help/Deob%20Help%20Document.pdf
https://olga.drpt.virginia.gov/Documents/help/Final%20Revised%20OLGA%20Agreement%20-%20Template.pdf
mailto:marie.berry@drpt.virginia.gov
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If you have any technical questions about using OLGA, please contact Joli Huelskamp at 804-

225-3949 or Jason Cheeks at 804-371-8763. 

mailto:Joli.Huelskamp@drpt.virginia.gov
mailto:Jason.Cheeks@drpt.virginia.gov

