Account Closeout

1. Navigate to your Home screen. On the side menu, select “Accounts.” If you
represent more than one organization, select the Applicant first.

T Applyfor a Grant

2. Alisting of all Accounts will display. Select the Account that needs to be
closed out by clicking on that line (lines are hyperlinked).

3. Select “Projects” to bring up a listing of the projects for this account.

Accoul 9999 (PA) - Any Texas Town

October 2019 Page 1 0of 6



4. Alisting of all the projects for this Account will display. Check to make sure
that all projects are closed for this account (check the Status column).

19999 Publc Assisance TestGrant (PA) Any Toxas Town

Account for 9999 (PA) - Any Texas Town

Create New Request More -
=] summary & Projects
& Projecss S =S Tesus Y B &
oL v Proj.. ProjS# Project Title Proj.. Size  EligibleAmt  F%  Expended% Fede.. State.. Staws
" Test 3 L 5000 o 0% 0%
7 EXP Astestos Abatement and £ 8 L $135850.46 100% 100%
EXP Asbestos Abatement and £ B L 5000 o o 0%
anges
126 Emergency Protective Measures City Wide 8 L 5000 % 0% 0%
205 DR-4332-City Emergency Protective B L 5000 o% 0%
Payments %0 Hary Park Trail G L 5000 % 0% 0%
m %0 Pet2.and 3.- Road Damage: c L 2192841 100% 100%

Quarterly Reports

5. Below is an example of a closed project with the Project Details. It is showing
100% paid on the Federal Obligated. Click “Expand” to view the details.

0000 Publc Assistanca Test Grant (PA) > Any Texas Town ‘Accountfor 0000 (PA) - Any Texas Town

Project#74 - EXP Asbestos Abatement and E (L, Cat B)

Closed Oct 02, 2018

~ Create New Request WMore
E Summary 3 [Z] Project Details - @ Grant -
9999 Public Assistance Test Grant
Number: FaTa
[1J Funding umber Pubic Assistance
. Detlared: January 18, 2017
= Title: EXP Ashestos Abatement and Emergency Desdline Juy 18, 2021
B Expenses Pemanent Deadine: January 15, 2023
Type: B - Emergency Proteciive Measures
£5 Payments Reference Number:  EXP3350
@ Applicant -
Eligible Obligated: 5135,853.46 (L) Expand
[5i] Progress Monitoring
r g Any Texas Town
Federal Obligated: 5135,553.46 (100.00%) Collapse Sherman Gounty (5 - Northwest Texas

[® contacts Region Region)
FIPS # 000-TESTO-00

Stale # 90052 FEIN & 111111111

[] Notes Vendor #:
DUNS # 111222333
Type: City

) Documents Physical/Mailing: 1 Longhom Drive
W i s Sherman, TX
() History B Payments In Process (30,00
[ un-Paid - Ready to Pay (500
W unpaid 50
State Obligated: 50.00(0.00%)
Local Share: 50.00(0.00%)
Advances Requested:  50.00 Expand
Work Complats % 100.00%

Project Status: Closed Oct 08, 2018

Work Deadline: January 18, 2020 (override
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6. Navigate back to the Account that you would like to close out, and click the
“Create New Request” button.

5000 Pubic Acsisance Tt Grt PA) Ay Teras Toum

Account for 9999 (PA) - Any Texas Town

7. Select “New Account Closeout.”

= Create a New Request

Sele ould like to create by clicking on the name of the request below
Note: For 2 oject-based requests. first navigate fo the Applicant or Project screen

New Account Closeout New Withdraw Assistance Request
This form notifies the State that all work for this disaster is This form requests the immediate closure of an account of a
complete and all requested funding has been received grant
New Appeal New Small Project Closeout
This form notifies the State of a desire to Appeal a Federal This form noifies the State of small PA project completion and
Determination regarding account or project eligioiliy. itis ready to close.

| Cancel |

8. The form will display. Complete the form:
a. Enter the “Completion Date” (date all work was completed).
b. Enter “Comments” (any additional information that might need to be
known).
c. Click “Save” (the form can be saved without submitting, and retrieved at
a later time from your “Drafts” under the Inbox menu). The form must
be saved before attaching any documents.
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d. Click the “Add Document” button to upload additional documents, if
necessary.

e. Click the “Submit” button when the form is complete, and you have
checked to make sure that the Deliverables on the Summary tab were
completed.

Account Closeout Form

9399 Pubkc Assistance Test Grant (PA) Any Texan Town: Accoun for 5998 (P) - Ay Texas T

Create New Account Closeout

Notes & Comments 484 Noke No Uploaded Documents. Add Daumert

No lssues Akt e

9. After you have saved the form, click the “Summary” tab on the left side menu
to view the Deliverables. Verify that you have completed all deliverables by
clicking on the box next to the Deliverable. This will place a check mark in the
box to indicate that you completed that specific deliverable.

Note: Each Deliverable must be checked off/completed before the form can be
submitted.

Account for 8908 {PA) - Any Texas Toan

@»  Submit ﬁ Delete

[E] Summary 3 @ Deliverables

- Aftached the signed Account Closeout Certification form.

View All Completed Deliverables
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10. If you click the “Submit” button prior to verifying that all Deliverables have
been completed, the following warning will display. Click the “Okay” button
to return to the Deliverables.

. -
= Warning!

The following requirements must be completed before you can advance:

Deliverables

2
¢ submit ﬁ Delete

[Z] summary y @ Deliverables

@ Aftachedhe signed Account Clossout Cartification form

[§ Form

[] Notes View All Completed Deliverables

12. You may leave a note when this window is displayed. Click the “Submit”
button when done.

Submit this Account Closeout

Leawve a note
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13. A notification will display letting you know that the Account Closeout was

successfully submitted. You may “Close” the window or “Go to Account.”

Yo

Successfully Submitted

u have submitted this Account Clc

Review
Account
Closeout...
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