

Project Management:  Closeout  Screen:

1. Click Project Management on the Main Menu.

2. On the Query Applications page, select Year: 2001.

3. Select Active/Closed: Active.

4. Select Amend: Current.

5. Select Project Status: Close-Out Requested or Active(Executed)
6. Click Submit Query on the Query Applications page.

7. Select any project from the Project Query Results page by clicking the row on which the desired project appears.  

	Click Close-Out Screen under the Project Management menu item on the Main Menu.
	Displays the close out screen.
	Yes/No (if no, describe result)

	Click on any of the amount fields in the Summary Financial Data column:
	All fields are read-only.
	Yes/No (if no, describe result)

	Click on the Reviewer Messages box:
	Read-only text area.


	Yes/No (if no, describe result)

	Mark the Budget or Financial Status Report or Milestone Report final under the close-out status area.
	Once it is marked final, the reviewer message will be eliminated.
	Yes/No (if no, describe result)

	Click on the Date Recip. Request Close-field
	Allows user to type in close-out date.
	Yes/No (if no, describe result)

	Click on Data FTA Approves Close-Out date field or Date Records Sent to FRC field or Federal Records Control Number field:
	User can only edit this field if user has FTA privileges. If user has recipient privileges, error message will appear ‘Only FTA has authority to change this field!’.
	Yes/No (if no, describe result)

	
	
	Yes/No (if no, describe result)
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