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GMIS Portal Close-Out

Audience: Agency Primary & Secondary User

Duration: 45 Minutes

Last Updated: 2/10/25
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Discuss an overview of Close-Out.

Review the final expense report.

Illustrate the appeals process. 

Review the Final Invoice.

Learning Objectives
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• 1.0 View & Complete Final Expense Report.

• 2.0 Appeal Final Expense Report.

• 3.0 View Final Invoice. 
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Please Reference the Job Aid!

GMIS Portal Grant Close-Out Job Aid.

The following Job Aid Sections can be referenced for greater detail and a more in-depth overview for 
content covered in the next slides: 
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Close-Out 
Overview 

Audience: Agency Primary & Secondary User
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Key Terms

Final Expense Report 
Last Expense Report submitted by a 
Subrecipient on a Grant.

Appeal
Subrecipients request for reversal of 
disallowed costs on the Final Expense 
Report.  

Final Invoice
After the final expense report is finalized and 
all appeals are processed, a Final Invoice may 
be created if there is an outstanding balance 
to ODH. 
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Grant Close-Out Process
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Final 
Expense 
Report 

Audience: Agency Primary & Secondary User
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Final Expense Reports Are Seen On The Funding Award

Primary Users and the Programmatic Contact listed on the award will receive 
notification reminders of the upcoming Final Expense Report due date.

View section 1.0 View & Complete 
Final Expense Report.
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Expense Report Navigation 

Submit

Submits the entire expense report 
across all expense categories. 

Cancel

Closes the expense line item and 
returns user to the previous view.

Save & Edit Previous

This saves the current expense line 
item and goes to the previous 

expense line item to edit.

Save

This saves the current expense line 
item and returns the user to the 

previous view.

Save & Edit Next

This saves the current expense line 
item and goes to the next expense 

line item to edit.

Edit

Pencil Icon can be used to edit an 
expense line item. 
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Make sure you’ve edited all expenses on EACH tab prior to hitting Submit. Once the Expense Report 
is Submitted, the record is locked and Subrecipients cannot edit. 

Caution! Submit Will Show Up On Each Tab of the Final Expense 
Report
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Use Chatter on the Final Expense Report to communicate with ODH.

Use Chatter to Ask Questions
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Editing and Submitting the Final Expense Report is the same as any other Expense Report.

Editing an Expense Report Line Item (Non-WIC)

Step 01
Select the Edit icon           on the line item.

01

03

Step 02
Add current period expenses. No decimals. 

Step 03
Add Comments. 

Step 04
Save or Save & Edit Next.

Reminder: Do not hit Submit until you have edited all 
Expense Reports tabs and are ready to submit to ODH!

02

04
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WIC Expense Reports will include a breakdown of percentages tagged to Administration, Breastfeeding, 
Clinic, and Nutrition.

Editing A WIC Expense Report  



14

Appeals

Audience: Agency Primary & Secondary User
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Final Expense Reports go through the same approval process as all other Expense Reports.
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Submit an Appeal on the Final Expense Report

View section 2.0 Appeal Final Expense Report. 
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Invoice 
Generation

Audience: Agency Primary & Secondary User
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Subrecipients will access their Invoices on their Agency Profile. 
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Subrecipients Accessing the Invoice Record in GMIS Portal

01

02

03

04

View section 3.0 View Final Invoice.
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Thank You!
We appreciate your time and participation in today’s 
training session. Your engagement is key to our shared 
success! In today’s session you:

Have Questions?
For any further inquiries or additional support, 
please reach out to: 

Grant.Support@odh.ohio.gov. Discussed an overview of Close-Out.

Reviewed the final expense report.

Illustrated the appeals process. 

Reviewed the Final Invoice.


