
Exiting a Member at the end of Their Term of Service 
 
Exiting a member at the end of his/her term of service is a two step process and begins with a 
visit to your Portal in eGrants. Once at the Portal, note the menu on the left hand side of your 

screen. 
Here is 
where 
you 
access 
the 
various 
Portal 
functions. 
The first thing you need to do is to click the link to the S & N 
Workbasket (S & N stands for State and National by the way). 
 
Your work basket screen should resemble this one, although it may 
not look exactly like it.  Note the menu across the top. Click on the tab 
ƳŀǊƪŜŘ άtŜƴŘƛƴƎ 9Ȅƛǘǎέ ŀƴŘ ƛǘ ōǊƛƴƎǎ ǳǇ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ȅƻǳǊ ƳŜƳōŜǊǎ ǿƘƻ 
are due to exit within the next several weeks. Click on the name of the 
member that you want to exit and you should get a screen that 
contains the text found in the following two shots. Complete this part 
of the form and be sure to complete the άCertification of Serviceέ 
section. 

 
 
After you have completed 
the first part of the exit 
form, click the submit 
button. When you return 
ǘƻ ǘƘŜ άtŜƴŘƛƴƎ 9Ȅƛǘǎέ 
window, you may note 
there is a change from the 
original view. A new 
column has been added. 
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Next to the members name are several columns containing member information. The Status 
ŎƻƭǳƳƴ ŎǳǊǊŜƴǘƭȅ ǎŀȅǎ άLƴ-{ŜǊǾƛŎŜέ ōǳǘ ǘƘŜ 9Ȅƛǘ CƻǊƳ ŎƻƭǳƳƴ ǎŀys submitted. This only means 
the first part of the exit process is complete. You will need to return to this box to complete the 
process. Give eGrants a few hours to upload the submitted exit form and release the second 
part of the form. You might even consider returning the next day to complete the process. 
 
²ƘŜƴ ȅƻǳ ǊŜǘǳǊƴ ǘƻ ǘƘŜ άtŜƴŘƛƴƎ 9Ȅƛǘǎέ ōŀǎƪŜǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ƳŜƳōŜǊ ǘƘŀǘ ȅƻǳ ŀǊŜ 
exiting. This brings up the enrollment form, only 
now, there is an additional ά{ŜǊǾƛŎŜ LƴŦƻǊƳŀǘƛƻƴέ 
component to it. 
 
Note in the illustration to the right that you will need 
to enter the members total hours of service for the 
year, the completion date (remember the 30 day 
rule), and eligibility or non eligibility for the 
education award. Then complete the Certification of 
Service portion by clicking on the appropriate boxes 
and finally click approved. You should then get a 
message from eGrants informing you that the 
member is exited. To confirm this is the case, if the 
ƳŜƳōŜǊ ƛǎ ƴƻ ƭƻƴƎŜǊ ƭƛǎǘŜŘ ƛƴ ǘƘŜ άtŜƴŘƛƴƎ 9Ȅƛǘǎέ 

column, click on 
άaŀƴŀƎŜ 
aŜƳōŜǊέ ƛƴ ȅƻǳǊ 
Portal Menu on the left. Choose the appropriate year (you 
are currently exiting members from the 2008 year) and you 
will see a list of your memōŜǊǎΦ /ƻƴŦƛǊƳ ǘƘŀǘ ǘƘŜ ά{ǘŀǘǳǎέ 
ŎƻƭǳƳƴ ŦƻǊ ǘƘŜ ƳŜƳōŜǊ ȅƻǳ ŀǊŜ ŜȄƛǘƛƴƎ ǎŀȅǎ ά9ȄƛǘŜŘέΦ LŦ the 
status does not say exited then the member is not 
completely exited. 
 

If you have any questions, contact either Megan Curran de Nieto (651-603-8000 or 
megan@clearcorps.org) or Chris Johnson (503-297-3993 or chrisjoh@clearcorps.org).  
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