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QUICK SHEET: CLOSEOUT SERVICES - UPDATE AND RESEND A BATCH TO THE GMO 

Audience: Grants Management Specialists (GMS) 

PURPOSE:  

Grants Management Specialists (GMS) create closeout batches and send them to the Grants 

Management Officer (GMO) for approval. When the GMO sends the batch back to the GMS for 

changes, the GMS updates the batch for review and approval.  
 

UPDATE AND RESEND A BATCH TO THE GMO POINTS: 

• GMS’ can review batches returned for rework from the Closeout Dashboard or the Batch Status 

screen. 

• GMS’ can add or remove documents from the batch, add batch remarks, and resubmit the 

package to the GMO for review and approval. 

• The resubmitted batch can be monitored from the Closeout Dashboard or Batch Status screens. 

 

UPDATE AND RESEND A BATCH TO THE GMO STEPS: 

When a GMO returns a batch to the GMS for rework, the GMS receives an email notification from 

GrantSolutions. 
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The GMS can then access the batch one of two ways: 

a. From the “Closeout Dashboard” screen, click the Batch ID link associated with the batch that 

was returned for rework. 

 

 

  

b. From the “Dashboard” screen, click the View History drop-down and select the Batch Status 

option.  
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The “Batch Status” screen appears, filter by Returned for Rework and click the View Details link 

associated with batch. 
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The “Batch Details” screen appears, and the Status is Returned for Rework. Review the Last Comment 

field for GMO guidance.   

1. Use the Add or Remove buttons from the “Batch Details” screen to update which documents 

are in the batch.  

o To remove one or more documents from the batch, select the checkbox beside the 

Grant Number and click the Remove button.  

 

 

  

o To add one or more documents to the batch, click the Add button. 
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2. The appropriate closeout screen (Project, Budget, Administrative) will appear. Enter 

information into the search fields and click the Search button. 

 

 

  

3. The screen refreshes with a results table. Select the checkbox next to each project period, 

budget period, or obligation document number and click the Add to Batch button. 
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4. The “Batch Details” screen appears, and the new documents have been added to the batch. 

Add any Batch Remarks as necessary. Then, select a GMO User from the drop-down list and 

click the Submit for Approval button. 

 

 

5. Once the updated batch is resubmitted to the GMO, the “Batch Status” screen appears and the 

submitted Batch ID is a Review In Progress status. 
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