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Accessing the GMS 

• Log In to the Single Sign On 

(SSO). 

• Select “Grants Management & 

Expenditure Reporting” from the 

SSO System Listing 
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Closeout Accessed via Payments 

1. Select an approved application or amendment 

from the Project / Year you wish to closeout. 

2. Click the Payments button. 

3. Click the ‘View Summary Expenditure / 

Documentation of Expense Reports’ button. 

4. Select the program you wish to Closeout from 

the drop down (if working with a consolidated 

application). 
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BEFORE Closing a Project… 

1. All Claims (SERs) must have been submitted, 

approved and paid for the Project Year.  

Please Do Not attempt to start a closeout with 

outstanding/unpaid claims.   

2. Un-submitted claims should be deleted. 

3. Consider carryover limits for projects that use 

them (15% for Title I-A; 10% for 21st Century). 

4. Data Entry Staff can enter closeout data, but, 

only Superintendents / Authorized 

Representatives can certify/submit the 

closeout. 

5. Closeouts CAN result in payments being 

made. 
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AFTER Submitting a Closeout… 

1. No more claims for that project for that year 

can be created, submitted or approved.   

2. Requests will be submitted just like a claim to 

a claims auditor at OSDE for review/approval. 

3. Upon Approval, the following can occur: 

a. Unclaimed funds will ‘push’ forward to the next year.   

They will appear on the Allocations page as 

carryover (if the next year application is not yet 

submitted) 

b. If you have expended more than you have been 

paid, you are effectively filing a claim. Upon approval 

by OSDE, a payment will be generated. 

c. If you have expended less than you have been paid, 

an Overpayment will occur, likely requiring a refund. 
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Application Select 
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1. Click the radio button for an application or 

amendment from the year being closed. 

2. Click the Payments button. 



Payment Summary 
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Access Claims and 

Closeouts by clicking here. 

Closeout Status will display here. 



The Financial Menu 
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Create a Closeout (Documentation of 

Expenditures) here, below the list of claims. 



Closeout – Part I – Budget Summary 
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Closeout – Part II – Actual Expenditures 
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Closeout – Part II – Comments/Submit 
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Payment Sequencing 

1. Programs such as Title I-A have budgets that 

allow for multiple sources of funds: 

1. Current Year Allocation / Reallocations 

2. Prior Year(s) Carryover / Reallocations 

3. Transfers from other programs (e.g Title II-A); 

2. When Claims are approved, the GMS will first 

pay down any available Prior Year funds, to 

prevent them from lapsing. 

3. After Prior Year funds are depleted, any 

Transfers from other programs are depleted. 

4. Finally, Current Year funds from the native 

program. 
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Rules about Closeouts 

1. The table of expenditures will pre-populate 

based on the amount your district has been 

paid at the time the closeout is created. 

2. Changing any pre-populated number will result 

in it being highlighted in yellow – as a Payment 

may result. 

3. If you start a closeout, and then a payment is 

completed – your pre-populated data will not 

reflect that payment.  In this case, we 

recommend deleting the closeout, and 

recreating a new one – which will contain 

current payment data. 
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Rules about Closeouts– Part II 

4. Only rows where payments have been 

received will show in the actual expenditures 

section. If you have a budget amount, but 

never claimed to a particular ‘cell’, that row will 

not display.  If needed, go back and file a claim 

for that cell. 

5. For Closeouts, you should select the 

“Expenditure Period End Date” of 6/30, for the 

project year you are closing out. 

6. The Final Expenditure checkbox will be 

checked by default.  Do not uncheck this box 

without receiving approval from the program 

office. 
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Rules about Closeouts – Part III 

7. If a payment is triggered as a result of the 

closeout, you should attach documentation 

that shows those expenditures. 

8. Closeouts must be submitted for all projects 

that had a budget for that project year. 

9. Subsequent year payments can be suspended 

if closeouts are not completed. 

10.Carryover is available as soon as the closeout 

is approved.   The GMS does not require all 

districts to have closed out before carryover is 

available. 
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When Issues Occur…. 

1. For system errors – contact the OMES 

Helpdesk. 

2. For program questions – contact the individual 

listed on the Overview page of the application 

you are completing. 

 

 

 

 

 

17 



 

Thank you for participating today.    

 

Copies of this presentation will be available 

on the GMS Menu List on 7/15/13. 
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