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.
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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).

S & N Workbasket

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
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'\ 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 cCertification of Service¢
section.
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After you have completed
the first part of the exit
form, click the submit
button. When you return
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there is a change from the
original view. A new
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eGrants Exit Form
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Workbasket After Step 1 of Exit Process ' - \

Next to the members name are several columns containing member information. The Status
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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.
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Note in the illustration to the right that you will need
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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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