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	Completing the Compelling Personal Circumstance Covid-19 Spreadsheet



1. [bookmark: _GoBack]Please enter your program name and the name of the person completing the spreadsheet.
2. Columns A, B & C are self-explanatory.
3. Column D: slot type is a dropdown menu.
4. Column E: required member hours will autofill based on the slot type selected.
5. Column F: enter the total number of hours the member served as recorded in OnCorps.
6. Column G will automatically calculate the percent of service hours completed. If the percent of service hours is above 50% the member is eligible for a full education award, as shown in column H.

7. Column I: enter the number of hours you entered in the member exit form in eGrants. If the member served over 50% of the required service hours, they are eligible to receive a full education award. You must enter the number of hours associated with that slot type in eGrants for the member to earn the full education award. For example, if a full-time (1700 hr slot) member served 1500 of 1700 hours, you will enter 1700 hours in eGrants. If the member is not eligible to earn a full education award, please enter the actual hours served in eGrants. If the number of hours entered in Column I does not match column E the cell will be highlighted yellow. Please confirm you entered the correct number of hours in eGrants. Note: If the member served over 50% of their hours, eGrants and OnCorps will not match.

8. Column J: will automatically calculate the number of hours a member did not complete, but yet was still eligible to earn a full education award.
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