
GRANT TRAINING 
SESSION 2

Helpful Lawson Screens

Running A/C Dashboard Reports

Grant Closeout Process



LIFE OF A GRANT

Application

• Identify the Need

• Find a grant

• Submit Intent to 
Apply

• Application to 
Funder or DPS 
Foundation

• Receive Award 
Letter

Management

• GAN form, Set-
up Grant and 
Budget

• Grant Analyst / 
Grant Manager

• Routine Fiscal 
Meetings

• Billing (RFF)

• Spending & 
Reporting 
Requirements

Close Award

• Sustainability 
Plan

• Evaluation of the 
Program’s 
Success 

• Close Out 

• Performance & 
Financial 
Reporting

• Records 
Retention



HELPFUL LAWSON SCREENS



HELPFUL LAWSON 
SCREENS



HELPFUL LAWSON SCREENS

• Find Contract Level # (7 or 11 digits).

• Find grant beginning and end dates.

• See if an activity account code exists.

• Has a grant been closed?

• Find the funding source.

• Are there Indirect Costs and at what rate?

AC10

• What is the contract amount?

• Is this a billable or pre-funded grant?
GM20

• See RFFs processed and reimbursements received. GM20.5

• Who is the grant manager or Financial Partner?

GM15

GM16

What do you want to know?



AC10

GM01-Set Up InfoFind BR and 

IDC rate

See budget at 

posting levels

Start and 

end dates

Only at posting levels

GB-Grant Billing

CL-Closed

CU-Clean Up



AC10 – CONT.

C = Contract

S = Summary

P =Posting



GM01
Grant Set Up Information

Information comes 

from GAN

Must be contract # 

(not summary or 

posting)



GM01 - CONT.
Grant Set Up Information

Federal Awards 

require more info

See what is due and when



GM01 - CONT.
Grant Set Up Information

Date GAN Rec’d

Date Sent for Upload



GM20
Contract Set Up

G = Billable GM15

F = Pre-funded GM16

Billed to date

Grant # for GM15 or GM16

Priority –

drawdown order

Can split to drawdown as needed



GM15
Billable Grant Set Up

Grant Manager

Financial Partner



GM15 – CONT.
Billable Grant Set Up



GM15 – CONT.
Billable Grant Set Up



GM15 – CONT.
Billable Grant Set Up



GM16
Pre-funded Grant Set Up

Only 2 tabs



GM20.5
Contract Pay Requests

P=Posted, GM121 has been ran

R=Released, GM120 RFF created but GM121 not ran yet

Payments have 

not been 

received yet



LAWSON SEARCH TIPS

Find a grant for a location:

Use * to pull in everything 

before and after.

If contract activities is chosen, you will 

not see every posting level.

Select Filter



LAWSON SEARCH TIPS – CONT.

Search results:

Contract level #s Note the status and end dates 

(CL=Closed GB = Grant Billing 

CU=Clean up)



GRANT FILES



GRANT FILES ON THE P: DRIVE

To get access to the P Drive request permission from Jeremiah Johnson

• Grant Files contain:

 Award Documents

 Contracts

 Correspondence

 Copies of reports filed

• Miscellaneous Donations (Co 13) files contain:

 Copies of checks received

P Drive

file://dpsnas01/fedprog/


GRANT FILES ON THE P: DRIVE

P Drive

file://dpsnas01/fedprog/


HELPFUL LAWSON SCREENS 
AND GRANT FILES

Q & A



RUNNING A/C 
DASHBOARD REPORTS



AC DASHBOARD REPORTS

Link found on the BIS page of 

The Commons

BIS on The Commons

My top 3

http://thecommons.dpsk12.org/Page/155


RUNNING REPORTS - TIPS

TIPS

Fiscal Year – If grant covers multiple years, select all years that the grant has had activity. 
Check dates on AC10 

BR – Select All

 Revenue is coded to BR 1000 so if you don’t run ALL BR’s you will not see the 
revenue accounts.

Location – Choose desired location/s

Example
AC Budget to Actual for Location 0159 – all grants for the last 3 fiscal years:



RUNNING REPORTS - TIPS

When running reports watch for multiple activities.  

Filter to review one Activity at a time



RUNNING REPORTS - TIPS

Know your systems

Transaction Detail Report

FY BR
COMPA

NY
ACCT UNIT ACCT ACCOUNT DESCRIPTION

SUB 

ACCT
ACTIVITY ACCT CAT LOC

CONTRACT 

LEVEL
AMOUNT TRANSACTION DESCRIPTION

PERI

OD

POSTING 

DATE
VENDOR / EMPLOYEE

TRANSACTION 

DATE
SYSTEM

2018 0254 26 3002540010     9334 Consultant Services                                         0 710080002540010 90334 254 71008000254 $3,000.00 4747THINK 360 ARTS COMPLE 5 11/7/2017 THINK 360 ARTS COMPLETE ED    5/2/2017 AP

2018 0254 26 3008008000     1990 Miscellaneous Revenue                                       0 710080002540010 19900 254 71008000254 ($3,000.00) Miscellaneous Revenue 6 12/8/2017 12/8/2017 GM

2018 1000 26 3008008000     7481 Deferred Revenues                                           0 710080002548000 74810 254 71008000254 $3,000.00 FY18 NOV 2017 RRP 6 12/8/2017 12/8/2017 GL

2018 1000 26 3008008000     7481 Deferred Revenues                                           0 810080002548000 74810 254 81008000254 ($1,000.00) 5643 Colo Arts Partnership Gra 6 12/15/2017 12/15/2017 CB

AP-Accts Payable

GM-Grant Billing

GL- Journal Entry

CB-Cash Books (Revenue)



RUNNING A/C 
DASHBOARD REPORTS

Q & A



GRANT CLOSEOUT



GRANT CLOSEOUT
Responsible Grant Team Members: Myles Lawler and Lora Langlee

Grant Ends Final Reporting
Final 

Billing/Deferred 
Revenue

Close 
Commitments/Move 

FTEs

Inactivate Account 
Numbers



GRANT CLOSEOUT

Final Reporting

• Annual Financial Report (AFR) Reviewed/approved by Grants Admin (Suzanne)

• Progress Reports

• Final Billing

Reconcile Grant

• Revenue equals Expenses – Submit JE as necessary

• Return unspent funds on pre-funded awards

• Work with OTC if any outstanding AR issues on billable grants

• Close any open commitments 

• Run GL Commitment Detail

• Contact Strategic Sourcing to request that a PO be closed

• Re-assign any employees that are being charged to the grant (account code change)

Email Grants Administration and request that the activity be closed and the account codes 
inactivated.  Grants Admin will verify everything is complete and close or contact FP with 
concerns.

Additional Resources – Grants Guidance Manual on The Commons

http://thecommons.dpsk12.org/Page/156


GRANT CLOSEOUT 

Q & A


