GRANT MANAGEMENT ACCESS AUTHORITY IN OLGA

OVERVIEW

The Master User sets up users and their authority in OLGA. Once you log in to OLGA
navigate to Grantee Information/Employee User Management and then select Modify to
change the access for an existing employee or select the Add Employee button to add a new
user. If you select Modify you will see the screen below.
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There are several levels of access for Grant Management.
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e A user can have Update, Read Only, or No Access to Grant Management as shown
above. This is accomplished by selecting the Update, Read Only, or No Access radio
button next to Grant Administration.

e To approve contracts, the user must have Update access to Grant Management as
explained above, AND the authority to Approve contracts. This is accomplished by
selecting the Approve Contracts field under Allow as shown above.

The following pages show the step by step process to add access for the Grant Management
module in OLGA.
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This is the Main Menu in OLGA. Select Grantee Information and you will see the following
screen.
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Select Employee/User Management and you will see the following screen.
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Select the icon in the Modify column to update an employee and you will see the following
screen. You can also select the Add Employee button above to set up a new employee.
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This screen is long so it is split between the screen on this page and the screenshot on the

/= OLGA - Grantee Information - Update Employee - Windows Internet Explorer
@{5 3w [ hetps.joios. ot viainia.govi Grartecinfo/EctErp Uid=547 e . IEE
File Edit View Favorites  Took  Help | x &~
i Favorites | gk (@ Suggested Stes ~ 8] Web Slice Gallery =
| G OLGA - Grantee Information - Update Employes | - B - = o - Page~ Safety~ Toos- @
A
Roles
Yes No
Limit user access to subsidiary only ? ® O
Update Read Only No Access
User Access (@] Q ®
Contact Information O e ®
Inventory ® Q 9}
Capital Budget / Six Year Plan ® O O
Grant Applications ® (] (]
Grant Administration ® o] (@]
Performance Data Q (@]
Allow
Submit Grant Applications O
Sign Certifications & Assurances
Approve & Submit Reimbursement Requests
Approve & Submit Extension Requests
Certify Grantee Information O
Approve Contracts
View Tax Information O
~Seve—|
Virginia Department of Rail and Public Transportation ® 600 East Main Street, Suite 2102 » Richmond, VA » 23219 « (804) 786-4440
Copyright © 2012  All Rights Reserved
Done % Lacal intranet v Hiomm -

If you scroll down you get to the Roles section where you can select what type of access the
user needs. If you cannot make changes to these fields you are not the Master User. The
Master User has to make changes to User records and their authority.

To update records in Grant Management the button to update under Grant Administration
must be selected.

To approve Contracts, you must be able to update in Grant Management and the Approve
Contracts field must be checked under the Allow section.
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Select Save and the Authority will be updated.
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