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I. Overview 
 

With the addition of the Closeout module, GrantSolutions provides cradle to grave support for 

the full life cycle of grants from Program Announcements to Grant Closeout.   Grant Closeout is 

the process that takes place following the expiration of a grant project period for a discretionary 

grant or cooperative agreement. The closeout module supports UFMS users in documenting that 

all requirements of the grant project have been satisfied and any de-obligating of grant funds not 

expended by the grantee. 

The Closeout functionality includes:  

 the ability to close grants with award transactions that may or may not be sent to the 

accounting system; 

 the ability to "Mark a Grant Closed" ONLY in GrantSolutions(without transaction or 

NGA)and reopen it;  

 the ability to establish Grant Office and Program Office Grant Closeout Checklists;  

 the ability to complete a Closeout Checklist and indicate a grant is "Ready to Close";  

 the ability to search the Grants List (beta) for:  

o Expired grants;  

o grants that are due to expire in 30, 60 or 90 days in the future;  

o grants that have expired and have a completed Closeout Checklist indicated by 

"Ready to Close,";  

o all grants that have been closed;  

o grants that have been closed after an inserted date; and  

o grants that have been "Marked Closed,"  

A new feature which allows Administrators to develop and establish Grants Closeout Checklists 

and Program Closeout Checklist includes options in developing the Checklist include the ability 

to:  

 add yes/no questions,  

 add comments,  

 upload files  

 link to Financial Reports and  

 link to OLDC.  

All Grant Closeout checklists when finalized will pre-populate with a required signature and date 

item, these Checklists may be reopened in the future.  



4 
 

 

II. Set Up 
 

To set up “Closeout” as an amendment: 

Logged in as a GMO, from the main menu, go to Grants Management > Post Award Actions > Post 

Award Actions Management. 

 

Displayed is the Post Award Actions Management screen. 

Confirm the Partner selected and click on “Add Partner Action” button.  To add closeout as an 

amendment type, Enter the Action Name, complete the radio button for Closeout Grant and click the 

“Add” button. 
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Displayed with be the Partner Post Award Action – Add screen. 

Select an Action Code from the drop down menu and enter a Action Name (both are required fields).  
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Click the Add button after selecting an Action Code and entering an Action name.  Displayed with be the 

Post Award Actions Management screen which includes the new Closeout post award action. 
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Navigate to another screen as desired, by selecting from the main menu. 

III. Perform Closeout Action from Manage Amendment screen.   
 

As a Grants Management Specialist or Grants Management Officer navigate to the Manage Amendment 

screen by searching for Expired Grant Projects. 
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Click on the Manage Amendments icon (second in from the left.) 



10 
 

 

 

Arrive at the Manage Amendments screen.  Click the New button. 
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Select Closeout (partner) and click on the Create Amendment button. 
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System will navigate to the GrantSolutions Amendment Application Control Checklist screen. 
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Add Application Notes (as appropriate) by clicking on the Application Notes which will navigate to the 

application Notes screen. 
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Click the Add button to add the application notes then click the Cancel button to return to the 

GrantSolutions Amendment Application Control Checklist. 

 



15 
 

 

 

 

 

 

 

Click the Verify Submission button, which will display the GrantSolutions Amendment Submission 

Verification screen.  Click the Final Submission button. 
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Click the Final Submission button—a confirmation pop up will display “Are you sure you want to submit 

this application?  You may not alter any information once it is submitted.” 

 

Click the OK button.  Displayed will be the Amendment Status Confirmation screen. 
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Click on the Verify Completion button, which will display the GrantSolutions Amendment completion 

Verification screen.   Click on the Final Completion button. 
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Displayed will be the Manage Amendments screen. 
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Select the Post Award Amendment by completing the checkbox under the Select column if there is more 

than one amendment displayed on the screen. 

To process the Funding Memo click on the “Process Memo” link.  The user may ByPass Without Funding 

or create the Funding Memo.  If the user creates the Funding Memo the standard review and approval 

process will presented to the user.   
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From the ByPass Without Funding link the user will see displayed the Funding Memo screen.   

After completing the checkbox under the Select column, Click on the Generate button or Generate link 

under the Action column. 
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The confirmation screen that a draft Notice of Grant Award was generated will be displayed.  Click the 

Close button. 
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Go to the main menu.  Awards > Award Processing. 
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Displayed will be the Award List.  Perform Search by clicking the Search button. 
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Results will be displayed on the Award List. 
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Locate the grant.  From the Award List, under the Action column click on the link to Budget Worksheet. 

Displayed will be the Budget Worksheet screen. 
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Scroll down to the Direct Cost grid.  Enter any deobligation amount under the Recommended column.  It 

is suggested that any deobligation amount be entered in the OTHER line item. 
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Scroll down the Budget Worksheet screen. 

Displayed is the Full Budget Adjustment calculation and the Final Budget Totals.   

The Final Budget Totals grid displays the Total of the current action. For a deobligation closeout, Total 

This Action must be a negative amount.   

 

Scroll further down the screen and click the Save and Verify button.  Any Warnings or Errors will be 

displayed.   

Next click the Close button. 
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The system brings the user to the Award List. 

Click the EDIT Action link to edit the Notice of Grant Award.  Under the Financial Information section, 

enter any deobligation amount as a negative number into the New Amount column.  If there is more 

than one award displayed, a zero must be entered if there is not s deobligation amount from that 

Financial Account. 
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PLEASE NOTE the following on the Notice of Grant Award:      

Number 24. 

 Within Number 24, Financial Information section of the draft Notice of Grant Award, there is a checkbox 

labeled DO NOT SEND TRANSACTION TO ACCOUNTING SYSTEM.   When checked, the system will NOT 

send a financial transaction to PMS, and will close the grant in GrantSolutions only. 

If more than one financial account is displayed and funds are being deleted from one financial account, 

the other displayed account requires the entering of zero under the New Amount column. 

Number 25.   

Remarks section of the draft Notice of Grant Award will pre-populate with “This is a Closeout action.” 

when it is a closeout amendment.   

Click on the Save and Verify button. 

Ready for Approval link under the Change Workflow Status may be checked.  Proceed with standard 

approval workflow. 
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For a detailed user guide on amendments go to:  

https://www.grantsolutions.gov/cf/display/FedUsers/Home  and click on Processing Amendments 

Version 3.13 pdf document. 

IV. Establish Closeout Checklist 
 

SET UP 

NOTE:  After the first Grant Checklist is established for a grant program, a Grant Checklist will always be 

required for that particular Grant Program.  A Program Checklist is always optional. 

Administrator authority may establish Closeout Checklists for either the Grants Office or the Program 

Office.  

 A Grant Office closeout checklist is required to trigger the “Ready to Close” Grants List search filter.   

From the main menu, Grants Workload Management > Programs 

 

Search from the Manage Programs screen. 

https://www.grantsolutions.gov/cf/display/FedUsers/Home
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From the Search results displayed, under the Action column, click on the Manage Grant Programs link. 
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From the Manage Grant Programs screen, under the action column select Manage Questions. 



34 
 

 

 

 

Displayed is the Manage Review Questions screen. 
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Click on the Configure Closeout Checklist button. 

 

Displayed is the Manage Closeout Checklist screen. 
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 To begin a new Checklist, click the Add Checklist button. 
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The Manage Checklist pop-up is displayed. 
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Required fields are:  

 Name and  

 Checklist Type. 

Enter the required information, add a description if desired and click the Save button. 

  

 

Displayed is the Manage Closeout Checklist screen, which displays the Checklist, established in the 

previous step.   
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The status of the Checklist is displayed under the Status column.  

To activate a checklist, click the icon under the Status column.  Note that the icon is displayed with the 

green check for active. 
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To add Checklist items:  Select the Checklist, by clicking on the checkbox to the left of the checklist 

name.   

Under the action column, select the folder icon (Open Checklist). 

Displayed is the Manage Checklist Items screen. 
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Click on the Add Item button and the Manage Checklist Items pop-up is displayed. 
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Required fields are  

 Item text  and  

 Item Type (the response is yes/no or free text). 

NOTE:  After the Item type has been saved, the type cannot be edited.  For example to change the item 

from Free Test to a Yes/No, the user will be required to deleted the item and begin a new Item. 

Options for items: 

 Required:  Item requires response prior to designating grant project as “Ready to Close” 

 Allow the insertion of a date 

 Allow the entry of a comment 

 Allow the upload of a file 

 Add a link to FFR reports 

 Add a link to Online Data Collection 
 

After entering the text of the item and selecting the option(s) for the item’s response, click the SAVE 
button.  That item is now displayed on the Manage Checklist Items screen.  Options selected for each 
item’s responses have a green checkmark under the option column. 
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Continue to add items by clicking the Add Item button, until satisfied with the Checklist. 
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To edit an item, click the Edit Item icon under the Actions column.  This will reopen the Manage 
Checklist Item pop-up where edits are entered. 
 
The Item Type cannot be edited and is locked.  If it is required that the Item Type be revised, delete the 
Item and enter a new one. 
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Make the appropriate edits and SAVE. 
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From the ACTIONS column, the order of the items may be moved up or down by clicking on the blue 
arrow icons. 
 
To delete an item completely, click on the “Delete Item” icon under the Actions column. 
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To return to the Manage Closeout Checklist, Click the Back button. 
 



48 
 

 
 
To activate the Checklist, under the Status column click the icon.  Active status will be an icon paper with 
a green check. 
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When completed, click the “Done” button and return to the Manage Review Questions screen. 
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V. Process Closeout Checklists 
 

For Grant Office staff and Program Office staff. 

The Grant Checklist may be viewed by Program staff, but only completed by Grant staff. 

The Program checklist may be viewed by Grant staff, but only completed by Program staff. 

From the Grants List, search for “Include Expired Projects.” 
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Open the details of the grant project by clicking on the plus sign.  Displayed will be the Closeout 

Checklist link.  Click on the Closeout Checklist Link. 
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The checklist screen is displayed.  Note a tab for the Grant Checklist and a tab for Program Checklist. 

The Grant Checklist may be viewed by Program staff, but only completed by Grant staff. 

The Program checklist may be viewed by Grant staff, but only completed by Program staff. 

Click the appropriate tab to complete a Checklist. 
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The user clicks the “Save” button to save responses and partial completion of Checklists prior to clicking 

the Ready to Close button. 

Items with asterisks require a response before the system will allow the user to click the link to “Ready 

to Close.”  A message will be displayed if all required Checklist items have not been address. 
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Confirmation of indicating a grant is “Ready to Close” is provided, as well as displaying the signature and 

date that the checklist was marked “Ready to Close.” 
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VI. Reopen Checklist Signed off as Ready to Close 
 

Only a Grant Management Officer may reopen a Grant Checklist signed off as Ready to Close.  Only the 

Program staff person who signed off on a Program Checklist may reopen a Program Checklist signed off 

as Ready to Close. 

 

VII. Search for Grants that are Ready to Close 
 

To find grants that are “Ready to Close” from the Grants List users can search for Closeout Type. 

First, Include Expired Projects in search filter. 
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Next, add Closeout filter > Closeout Type. 
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Then select filter “Ready to Close” from right side of menu box. 
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Then click the magnifying glass to the right of the menu box. 
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Search results are displayed: 
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VIII. Close Grants with the Ready to Close Indicator 
 

Open the details of the grant project that is “Ready to Close” and displayed will be the “Closeout Grant” 

link. 
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Click the Closeout Grant link to navigate to the Manage Amendments screen. 
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Select the Post Award Amendment by completing the checkbox under the Select column if there is more 

than one amendment displayed on the screen. 

To process the Funding Memo click on the “Process Memo” link.  The user may ByPass Without Funding 

or create the Funding Memo.  If the user creates the Funding Memo the standard review and approval 

process will presented to the user.   
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From the ByPass Without Funding link the user will see displayed the Funding Memo screen.   

After completing the checkbox under the Select column, click on the Generate button or Generate link 

under the Action column. 
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The confirmation screen that a draft Notice of Grant Award was generated will be displayed.  Click the 

Close button. 
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Go to the main menu.  Awards > Award Processing. 
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Displayed will be the Award List.  Perform Search by clicking the Search button. 
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Results will be displayed on the Award List. 
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Locate the grant.  From the Award List, under the Action column click on the link to Budget Worksheet. 

Displayed will be the Budget Worksheet screen. 
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Scroll down to the Direct Cost grid.  Enter any deobligation amount under the Recommended column.  It 

is suggested that any deobligation amount be entered in the OTHER line item. 
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Scroll down the Budget Worksheet screen. 

Displayed is the Full Budget Adjustment calculation and the Final Budget Totals.   

The Final Budget Totals grid displays the Total of the current action. For a deobligation closeout, Total 

This Action must be a negative amount.   

 

Scroll further down the screen and click the Save and Verify button.  Any Warnings or Errors will be 

displayed.   

Next click the Close button. 
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The system brings the user to the Award List. 

Click the EDIT Action link to edit the Notice of Grant Award.  Under the Financial Information section, 

enter any deobligation amount as a negative number into the New Amount column.  If there is more 

than one award displayed, a zero must be entered if there is not s deobligation amount from that 

Financial Account. 
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PLEASE NOTE the following on the Notice of Grant Award:      

Number 24. 

 Within Number 24, Financial Information section of the draft Notice of Grant Award, there is a checkbox 

labeled DO NOT SEND TRANSACTION TO ACCOUNTING SYSTEM.   When checked, the system will NOT 

send a financial transaction to PMS, and will close the grant in GrantSolutions only. 

If more than one financial account is displayed and funds are being deleted from one financial account, 

the other displayed account requires the entering of zero under the New Amount column. 

Number 25.   

Remarks section of the draft Notice of Grant Award will pre-populate with “This is a Closeout action.” 

when it is a closeout amendment.   

Click on the Save and Verify button. 

Ready for Approval link under the Change Workflow Status may be checked.  Proceed with standard 

approval workflow. 
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IX.  Mark A Grant Closed 
 

This function is used only when the intent is to close out the grant in GrantSolutions ONLY.    

No financial transactions or Notice of Grant Awards result from this action.  This action will probably 

only be taken when PMS has previously closed the grant in PMS (FOR ACF). 

Search for grants and Include Expired Projects from the Grants List. 
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Open the details of the desired grant project and the Mark Grant Closed link is displayed. 
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Click the “Mark Grant Closed” link, a confirmation message will be displayed.  The user selects OK to 

continue or Cancel to abort action. 

 

 

 

After clicking ok, user is returned to the original search results screen. 

 

Displayed in the details of the grant project just marked closed will be the Reopen Marked Closed grant.  

Notice that the Closeout Date is displayed. 
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X. Reopen a Grant Marked Closed 
 

If an error in Marking a Grant Closed has occurred or there is a reason to reopen the grant, click the 

Reopen Marked Closed link which is displayed in the details of the grant project record. 
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The action of clicking on the Reopen Marked Closed link will return the user to the original search results 

screen. 
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  If you open the grant project details, the user will note that the Closeout Date has been removed and 

that the Closeout Checklist and the Mark Grant Closed links are displayed. 
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XI. Copy a Checklist to Another Grant Program 

As Administrator, to copy a checklist to another grant program:  

 Search and locate Checklist to be copied 

o From main menu: Grant Workload Management > Programs > Search > Manage 

Grant Programs > Manage Questions > Configure Closeout Checklist > Manage 

Closeout Checklist screen 

o Select the Checklist to be copied by marking the checkbox to the left of the 

Checklist Name; 

o Click on Copy Checklist button on bottom right of screen; 

o Select the checklist to be copied by filling in the checkbox to the left of the 

checklist name  

o Click the Copy Checklist button.  
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A pop-up window is displayed; choose the destination grant program of the copied Checklist and 

click the Copy button. 
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User will be returned to previous screen. 

Navigate to the Manage Closeout Checklist screen to verify Checklist has been copied.  

From main menu: Grant Workload Management > Programs > Search > Locate grant program 

the checklist has been copied to and click on Configure Closeout Checklist. 

 Displayed will be the Checklist identified as a “Copy of [Name of Original Checklist].”  User 

may edit to change the Name of the Checklist. 
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XII. Searches Available Related to Grant Closeout 
 

All searches related to grant closeout must first use the “Include Expired Projects” filter. 
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One filter is named Closeout, which includes the following sub-filters: 

 Closeout type includes additional filters for 

o All Closed 

o Marked as Closed 

o Ready to Close 
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 Closed After Date:  User will enter a date from a calendar displayed for this filter 
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 Will Expire In  

o 30 days 

o 60 days 

o 90 days 
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