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The ACQ Closeout System consists of the following three parts:

1) Closeout System – contains the closeout info for each instrument (data entry).

2) Closeout Reports- generates reports to assist in managing closeout workload.

3) Closeout System Administration – contains awardee names and ACQ staff names.

Part 3 is administered by one person (Jenny Obbish) to alleviate different spellings of the same awardee – PADS version will be used.  Thus, please inform Jenny Obbish of any new awardees that aren’t on the current inactive Awardee list.

The Closeout System is located under “Shortcut Potpourri”

To create a shortcut icon on your desktop:

-Go into Shortcut Potpourri

-Select “ACQ Closeout System”
-Right click, then copy

-Go to your desktop

-Right click, then select Paste Shortcut
   (Do above steps for “ACQ Closeout Reports” shortcut)
1)  CLOSEOUT SYSTEM - enterING data into the CLOSEOUT system

· Select ACQ Closeout System via Shortcut Potpourri or your desktop icon.
· Choose a sort (by awardee, instrument no., etc.)  -- a listing of closeout entries will appear.

To  Add a New Closeout Entry: 

Click on “Add Closeout” and enter data into fields (use TAB or cursor/mouse to move to next field).

(
Under “Awardee,” type the 1st letter of the name, scroll, and select.


(Note:  Web-base HTML doesn’t allow you to type in the awardee name.)

· Under “Instrument No.,” delete or highlight NOT ENTERED, then type instrument no.

(Note:  Must be in all CAPS and include all dashes)

(
Under “Contract Specialist and Branch/Team” only type in the Specialist’s name and team that is assigned the closeout (responsible for closing out the instrument).
(
Under “Procurement Techs,” only enter the name of  Proc Techs who are assigned grants to close out.  Otherwise, leave as “Not Entered.”   (Do not put the name of support staff for the Branch/Team.)

(
Dates must be typed as MM/DD/YYYY or use the calendar icon.

(Note:  Must enter a date or "N/A" in the "Date Requested" field so the "Delinquent Reports" list is accurate.  This is especially important for the Final Report.)

(
To copy and paste dates/text:

Highlight the text you want to copy

Press Ctrl C (this will copy the highlighted text.)

Go to the area where you want to paste the text.

Press Ctrl V (this will paste the text)

(  Cannot pull up an existing entry to create another entry.  Must click “Add Closeout” for each entry.

(  As entries are saved, they appear on the “Closeout Checklist/Data Entry” listing.
( Buttons on menu/tool bar

· Save – saves entry/changes and keeps the user in the entry/checklist form.

· Close – saves entry/changes, but returns user to the “Closeout Checklist/Data Entry” listing.

· Delete – deletes entry from the “Closeout Checklist/Data Entry” listing.

· Reset – serves as undo (deletes the last change(s)).

· Cancel – cancels the entry and returns to the “Closeout Checklist/Data Entry” listing.

· Search – finds an existing entry. (type in last 5 nos. of instrument No. & click “search”) 

· Print Form – saves entry/changes and prints the checklist form. 

(NOTE:  “Print” located on the top yellow menu bar prints the checklist without saving changes.)To Edit Existing Closeout Entries

Click “edit” if the entry appears on the screen.



OR

Type the last 5 Nos. of the instrument No. in the box and click “filter” (only this entry will appear on the screen); then click “edit.”

***** Make changes as needed and save/print. 

To Generate Various Lists and Reports

Any of the column headings on the “Entries Listing” screen can be used to generate lists.  Enter data into the box beneath the column and click “filter.”  More than one box can be filled while “filtering.”  Below are a few of the lists that can be created:

(
List by Instrument Type (i.e., grants, co-ops, etc.) – in the Instrument No. box, type in one of the following (e.g., FC02) AND click “filter:”






FG02 = grants

AC02 = contracts






FC02 = co-ops

AI02  = interagency agreements
(
List of closeouts for a Specific Awardee – in the Awardee box, type awardee’s name AND click “filter.”

(
List of Branch B’s Interagency Closeouts from1/1/95 thru 6/30/98 – in the Instrument, Branch, and Date boxes, type IA02, B, 01/01/1995, and 06/30/1998 AND click “filter.”

The following reports can also be generated from this portion of the Closeout System:

· Print Outstanding – prints a list of instruments with outstanding clearances by codes.

· Print Status – prints Closeout Status Report (like the old “yellow cards”)

Click the appropriate button on the “Entries Listing” screen menu/tool bar and follow the prompts. These reports will appear based on the current sort selected in the Main Menu. If you want the list to be in order by “term end date,” go to the Main Menu and select “By Term End Date.”

2)  ACQ CLOSEOUT REPORTS
List of Inactive Instruments 

Lists of Outstanding Clearances (e.g., TECH, IPLD, etc.)

List of Retired Instruments

NOTE:

To generate the above reports, you must access “ACQ Closeout Reports” via Shortcut Potpourri or your desktop icon. 

Click on “Reports”, highlight the desired report, and click "OK".  Follow the prompts thereafter or refer to Attachment No. 1, "Quick Reference Pages".

INSTRUCTIONS FOR ACCESSING THE ACQ CLOSEOUT SYSTEM TO CHECK DELINQUENT FINAL TECHNICAL REPORTS AND DOE F 241.1

· Click on "ACQ Closeout Reports" icon (under Shortcut Potpourri or your desktop)

· Click on "Reports" in the menu bar
· Highlight "Inactive Instruments w/Outstanding Notices and Clearances" and click "OK"

· Select "List Records"

· Click on arrow by blue shaded area and Highlight "Awardee/Contractor."

· Select an awardee and the "Notices and Clearances" box

· Select "Final Report and 241.1"

· Click on "OK" (keep clicking "OK" until you're taken to the "print report" dialogue box.)

After completion of the prompts, the system will indicate "no records found", meaning no delinquent final reports  OR  the system will provide a list of the awardee's instruments that have delinquent Final Reports.
If you want to view the report before printing it, click on the arrow next to the blue shaded area, then select "Preview" and "OK".
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