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� Enter: 

https://www.ctkodm.com/austin/ 

In Internet Browser’s Address Field 

� Disable All Pop-Up Blockers: 

-Internet Browser (Internet Explorer) 

-Add-In Tool Bars (e.g., Google) 
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� Individually assigned agency staff profile 

 

Username: ???????? 

Password: #??????? 

� Agency Level Role Users 

Permitted to Complete Closeouts: 

 

ED, CFO, PPS 

� Agency Level Role Users 

NOT Permitted to Complete Closeouts: 

 

AFR 
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� Select your agency’s name here. 
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� Select “Close Out 

Summaries” 

� As a reminder, 

select your agency 

name to open your 

“Agency Intake” form.  

Contents of this form 

must be kept up-to-date 

at all times by your 

agency 
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� Select the appropriate closeout form 

from the “Create New” field list.   

 

Complete one form for each program for 

each of the following forms:  

 
Closeout Program Financial 

Summary 

Closeout Capital Inventory 

Certification 
Closeout Total Program 

Performance 
Closeout Program Summary 

Complete one Closeout Summary Report 

Checklist form for each contract 

Complete one Closeout Tax Status Certification 

form for your agency 

If you are attempting to complete 

closeout forms before your contract has 

ended or after the closeout deadline has 

expired, this field will be inactive and no 

blank forms will be available to create.  

Should this apply, contact you city 

coordinator. 

� If you have not yet 

already done so, select 

your agency name to 

open your “Agency 

Intake” form.  Contents 

of this form must be 

kept up-to-date at all 

times by your agency 
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� Select “Save” Once All Fields 

Are Up-To-Date and Current. 

� Click “OK” 

on the Pop-Up 

Window 

� Ensure All Fields Are 

Current and Accurate 
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� Complete The Form 
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� Click “OK” 

on the Pop-Up 

Window 

� Once Complete, 

Select “Save” 
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� Complete The Form 
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� Click “OK” 

on the Pop-Up 

Window 

� Once Complete, 

Select “Save” 
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� Complete The Form 
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� Click “OK” 

on the Pop-Up 

Window 

� Once Complete, 

Select “Save” 
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� Complete The Form 

� Please enter total program 

performance and total program goals 

regardless of funding source 
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� Caution: You may enter any length 

of answer you want.  But once saved, 

you CANNOT EDIT these text fields.  

You can only add to them. 
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� Once Complete, 

Select “Save” 

� Click “OK” 

on the Pop-Up 

Window 
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� Complete The Form 
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� Caution: You may enter any length 

of answer you want.  But once saved, 

you CANNOT EDIT these text fields.  

You can only add to them. 
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� Click “OK” 

on the Pop-Up 

Window 

� Once Complete, 

Select “Save” 
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� Complete The Form 
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� Click “OK” 

on the Pop-Up 

Window 

� Once Complete, 

Select “Save” 

� Once you have confirmed all of the applicable closeout forms are completed and 

the checklist is certified, please go into your navigation menu and log out. You 

have completed the closeout process.   

 

Thank you. 

 

Note: Once the checklist is certified and saved, the system will send an auto-

generated message to you executive director indicating receipt of the certified 

checklist and alerting your contract manager to begin his/her review. 
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� If you have any questions or 

concerns regarding your technical 

experience, please contact Allan at 

(512) 972-5075 or email him at 

allan.mccracken@ci.austin.tx.us 

� When You Return To This Screen, 

You Have Successfully Logged Out.  


