
INSTRUCTIONS FOR UPDATING THE DATA SPREADSHEET 

STEP 1 
Check for the latest year in the Data Spreadsheet 

Option 1: Check the Workbook Overview sheet. The text circled in red below will show the latest data included in the tool. 

    

 Option 2: Check the bottom row in the Data sheet.  

 

Note: If your data are already up to date, disregard all the steps listed below.  



STEP 2 
Download the newest Federal Student Aid data 

Step 2.1: Navigate to the Federal Student Aid website for Pell Grant Worksheets, Schedules, and Tables. 
As of this publication, this page is at the following hyperlink: https://ifap.ed.gov/worksheets-schedules-tables.  

Step 2.2: Click on the appropriate year. 

 

https://ifap.ed.gov/worksheets-schedules-tables


Step 2.3: Scroll to the bottom of the page and download the Payment and Disbursement Schedules in Excel Format. 

 

  



STEP 3 
Transpose the relevant cells onto the Data sheet of the Pell calculator.  

Note: In the Pell Payment Schedule file, only the cells highlighted in yellow below are relevant. This is because the full Pell 
schedule contains information for schools with Costs of Attendance (net costs for tuition, fees, rent, food, and other living 
expenses) ranging from $0 to an annual maximum (in 2019, this was $6,195). However, this Pell calculator simplifies the 
information to only show awards for the maximum cost of attendance, because most colleges allow students to receive Pell 
grants in accordance with the maximum cost of attendance.1  

Step-by-step directions are included below, so it is not necessary to zoom in on the cells in this screenshot.  

 
1 All colleges in the EASE study exceeded the maximum cost of attendance. For reference, the average cost of attendance at public two-year colleges for the 2015-16 academic 
year was $9,939, while the Pell schedule’s maximum cost of attendance was $5,775.  

https://nces.ed.gov/fastfacts/display.asp?id=76


         



Step 3.1: Open the Pell Payment Schedule workbook to the “Full-time” sheet, as highlighted below. 

  
Copy the minimum EFC, highlighted in yellow. Although only columns D through U are included in the screenshot, it is 
important to copy the full row of data. In the 2019-2020 workbook, this includes columns D through BI. 

 
Navigate to the Data sheet in the Pell calculator and select the first blank cell under “Min EFC.” Paste and transpose your new 
data here. You can complete this by right-clicking on the selected cell and choosing the “Transpose” icon under “Paste 
Options.” The first few cells should match the screenshot below. 

  



Step 3.2: Navigate back to “Full-time” sheet in the Pell Payment Schedule file and copy the maximum EFC row, shown in the 
screenshot below. 

 

Paste and transpose these data into column C of the Data sheet in the Pell calculator. The first few cells should reflect the 
screenshot below. 

 

  



Step 3.3: Navigate to the “Full-time” sheet in the Pell Payment Schedule file. Scroll to the bottom of the sheet. Copy the very 
bottom row, corresponding to maximum cost of attendance, highlighted below. 

 

Paste/transpose this row into the “Full Time” column of the Data sheet (Column D) in the Pell calculator. 

 

  



 

Step 3.4: Navigate to the “Three-Quarter-Time” sheet in the Pell Payment Schedule file. Again, copy the very bottom row.  

 

Paste it into the “3/4 Time” column of the Data sheet (Column E) of the Pell calculator.    

 

  



Steps 3.5 and 3.6: Repeat this process for the “Half-Time” and “Less-Than-Half-Time” sheets in the Pell Payment Schedule file. 
Paste and transpose the rows into columns F and G, respectively. The destination cells should reflect the highlighted cells 
below.  

 

 

  



STEP 4 
Complete your Data worksheet in the Pell calculator by filling in the financial aid year. For the 
calculator to work correctly, you must include only the first year of the financial aid year. For 
example, the 2019-2020 payment schedule should be abbreviated as “2019.” 

 

 

  



STEP 5 
Run checks to confirm your Data spreadsheet is complete: 

� Max EFC: The maximum EFC in the last row should be 999999. 
� Pell award of $0 for Full Time: The Pell award for Full Time students in the last row should be $0. 
� Pell awards of $0 for other groups: The columns for “< 1/2 Time”, “1/2 Time”, and “3/4 Time” should show $0 in the last 

few rows. 

 



APPENDIX 
The table below summarizes how the 2019 - 2020 Pell Payment Schedule data were transposed into the Pell calculator 
workbook.  

Origin in the 2019 Federal 
workbook Destination in Pell Calculator 

Sheet Cells Sheet and 
column 

Column 
heading 

Full-time D2:BI2 Data column B Min EFC 
Full-time D4:BI4 Data column C Max EFC 
Full-time D66:BI66 Data column D Full time  
Three-Quarter-
Time D66:BI66 Data column E 3/4 time  

Half-Time D66:BI66 Data column F 1/2 time  
Less-Than-Half-
Time D66:BI66 Data column G <1/2 time  

 

 


