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GM 14.1 Identify Awards to be Closed 
 
Once an award has been completed it is time to inactivate and/or close the award, contract 
and projects. There is a query in the system that will identify all awards where the end date is 
in the past.  
 

1. Navigate to Reporting Tools > Query > Query Viewer. Enter the name of the 
report or a portion of the name of the report. The closeout report is called 
NDU_GM_AWD_CLOSEOUT. 

  

 
 
2. Select the appropriate report by clicking on the report name or the hyperlink. 
 
3. Currently you are prompted for the business unit. The go-live report will prompt 

for the business unit and the end date. Currently you are pulling a report for all 
awards with an end date prior to June 30, 2004. Enter your business unit and click 
ok 

 

 



  North Dakota University Systems   

GM 14.0 Award Closeout  Page 4 of 10 

 
4. Download the query to Excel by clicking the hyperlink shown below. You now 

have a run of all awards and their associated projects that have an end date prior 
to June 30, 2004.  

 

 
 
5. Verify that the awards to closeout have no residual balances.  If there is a residual 

balance and business unit equals MISU1 or UND01, go to training document 14.4 
Residual Balances.  If no residual balance or NDSU1, proceed with closing down 
each aspect of the award. 

 
GM 14.2 Inactivate and Close Projects/Budgets 
 
From the spreadsheet you just ran select an award/contract to close. Navigate to all project 
pages and the project budget and inactive all. 
 

1. Close the project by defining the project status as closed. Navigate to Grants > 
Awards > Projects > Project Summary hyperlink > Project Status hyperlink. 
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2. Change the Project Status to C for Closed using the magnifying lookup or typing 

a ‘C’ in the Status field. Click the Save button. Click the 

hyperlink.  
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3. Click the Return to Project General hyperlink. 

 
 
4. Change the Project Status to Inactive using the pull down arrow. Click the save 

button on the bottom of the page. 
 
5. Navigate to the Project Activity. Grants > Awards > Project Activity. 
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6. Change the Project Activity Status to Inactive by using the pull down arrow. Save 
the page.  

 
GM 14.3 Close Award and Contract 
 
We are now ready to closeout the award and contract. 
 

1. Navigate to the Award Profile page, Grants > Awards > Award Profile. Search for 
and open the award you are closing. Change the status to Closed using the pull 
down arrow. Save the page by clicking the  button at the bottom of the 
page.  
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2. Click the View Contract hyperlink on the Award Profile page. It will open the 
Contract General page.  

 

 
 

3. Using the magnifying glass lookup icon located by the Contract Status field, 
change the Contract Status to CLOSED. Save the page.  

 
4. Now we need to stop the contract from billing. Marking the Bill Plan with a status 

of completed does this. Navigate to the Contract Lines tab, click on the Billing 
subtab. 

 

 
 

5. Click on the Billing Plan hyperlink.  
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6. Using the pull down arrow change the Billing Status to Completed. Save the page. 

Notice all fields are no longer editable on this page. Also notice the Bill Plan is 
automatically changed to Hold under the Project Options header. This contract 
will no longer bill transactions to the agency. 

 
7. Click the  hyperlink located on the bottom of the page. Then 

click the Rev Rec tab and click the Rev Rec Plan hyperlink. 
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8. Note the hold check box by the Rev Rec Status field. Click 
the hold box and note today’s date appears next to the box. Click the save button 
on the bottom of the page. Click the  link on the bottom of 
the page. You have successfully closed this award in the system. It will no longer 
allow transactions, billing or payments to be processed.  

 
 


