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Housekeeping

Microphones are open – please mute if not speaking

Webinar is being recorded and will be available at a later time

Training is in our training environment

Enter questions in the chat or ask by phone during the designated question time

Documentation on training topics is available

Tell us how we did in the survey
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Agenda

• Introduction

• Create a Batch

o Project Period Closeout

▪ Submit (GMS)

▪ Approve (GMO)

o Administrative Closeout

▪ Submit directly to 
accounting (GMO)

• Return a Batch

• Resubmit a Batch

• Q&A

• Follow-Up Materials

• Help Desk
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Objectives
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Navigate Closeout Services

Search for expired projects

Create a closeout batch and send to GMO for 
approval

Return or approve a closeout batch

Revise and resubmit a returned closeout batch



Setting the Stage

The GrantSolutions Closeout Services course is:

✓An overview of major functions in GrantSolutions Closeout Services

✓An opportunity to review features in GrantSolutions Closeout Services

✓An opportunity to enter questions into the chat during the time allotted for Q&A
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Setting the Stage

The GrantSolutions Closeout Services course is NOT:

x A dive into Grants Management Services or Mandatory Grants Services closeout

x A platform to discuss business process

x An opportunity to discuss partner needs
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Introduction: What is Closeout Services?
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Closeout Services Uses:

• Closeout grant projects

• Closeout budget periods

• Closeout obligation document numbers

Closeouts Can Be Performed:

• Individually

• In batches



Introduction: Closeout  Types
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• Project Period Closeout: All documents for all 
budget periods (single year or multiple year grants) 
are in Ready to Close status. If this is not the case, 
Budget Period Closeout may be applicable.

• Budget Period Closeout: All documents for a 
specific budget period are in Ready to Close status. 
If this is not the case, Administrative Closeout may 
be applicable.

• Administrative Closeout: Obligated document 
numbers are in Ready to Close status.



Introduction: Business Process Workflow
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Batch initiated and 
submitted in Closeout 

Services

(GMS or GMO)

Batch approved in 
Closeout Services

(GMO)

Notice of Awards 
automatically generated 

and issued in Grants 
Management Services

Awards sent to accounting

Awards processed in 
accounting and sent to 

appropriate external 
accounting system

Closeout confirmation 
sent back to Grants 

Management Services

Closeout status updated 
to ‘Closed’



Introduction: Closeout Services System Access
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Access:

• Grants Management Services Portal screen

System Roles Perform closeout in 
either the budget 
period or project 
period through 
batches (individual 
grant or multiple, but 
all become batches)

Submit a batch for 
approval

Approve a batch for 
closeout

GMO Yes Yes Yes

GMS Yes Yes No



Introduction: Email Notifications
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• Closeout summary email 
notifications are emailed to GMO 
and GMS with the primary project 
assignment

o Email contains recently expired 
grant projects or budget periods

• A message is only sent once for an 
expired grant project or budget 
period



Introduction: Portal Screen Notifications
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• GMO receives a notification in the Task List 
section of the Portal screen if approval of a 
closeout batch is pending

• GMS receives a notification in the Task List 
section of the Portal screen if a batch has 
been returned



Create a Batch
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Create a Batch

Create a Project Period Closeout Batch:

• On the Portal screen, select the Closeout option 
from the Grants Management drop-down to 
access Closeout Services

• Project Period Closeout Search Screen
o Search using traditional search fields or by 

Grant Number

• Major Closeout Services Screens:
o Documents Numbers List screen – review 

information for document numbers
o Process Closeout Checklist screen – review and 

process the closeout checklist for Discretionary 
Grants only

o Submissions List screen – review information for 
FFR’s and PPR’s of a grant if applicable

o Batch Status screen – review the status of a 
closeout batch
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Create a Batch

• Major Closeout Screens (Continued):
o Batch History screen – review when a closeout 

batch was created, when a closeout batch 
status was changed, the user who performed 
changes, and the user who a closeout batch was 
assigned to

o Batch Details screen – review the closeout batch 
and submit, approve, return for rework, or 
resubmit depending on system role

• Submit to GMO for approval as GMS

• Approve as GMO

Create an Administrative Closeout Batch:

• Administrative Closeout Search Screen
o Search using traditional search fields or by 

Document Number 

• Submit directly to accounting as GMO
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Submissions List Screen: FFR and PPR
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Submissions List Screen: FFR and PPR
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Submissions List Screen: FFR and PPR
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Return a Batch
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Return a Batch

• Return a closeout batch as GMO

o On the Batch Status screen, search for a 
batch and click the View Details link in 
the Action column

o Send to GMS for resubmission
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Resubmit a Batch
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Resubmit a Batch

• Resubmit a closeout batch as GMS

o On the Portal screen, select a Task 
Description link from the Task List 
section to access the batch in Closeout 
Services

o Resubmit to GMO for approval
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Questions?
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Resources

• Closeout Initiate a Project Period Closeout

• Closeout Initiate an Administrative Closeout

• Closeout Services Quick Sheet - Initiate a Budget 
Period Closeout

• Closeout Services Quick Sheet - Navigation and 
Common Features

• Closeout Services Quick Sheet - Update and 
Resend a Batch to the GMO

• Closeout Services User Guide – Grants 
Management Officer
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Follow-Up Materials

• Link to recording

• Provide your feedback about today’s training. 
Your valuable input will help to tailor future 
trainings with you in mind:

https://grantsolutions.getfeedback.com/r/a8
mWlt1m
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Help Desk

• The GrantSolutions Help Desk is available to 
provide technical assistance

o Monday – Friday 7 AM to 8 PM Eastern Time

▪ Excluding Federal Holidays

o Email: help@grantsolutions.gov

o Phone: 866-577-0771
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Thanks  for attending! 
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