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Welcome to Welcome to 

eGrants Demystified: The Insider’s Guide 
To join the audio portion by phone, please dial: 888.790.3160 

Passcode: 6838003 
 
 While you wait, share in the chat box:  

What is your next big milestone for your 
VISTA project? 



888.790.3160 6838003 2 

Tips for Participating 

Phones are muted. 
To share comments and ideas, use the 

Chat panel. Send to “All Participants”. 
To ask questions, use the Q&A panel. 

Send to “All Panelists”. 
 Links and recording will be available 

after the session. 
Closed Captions can be viewed in the 

Media Viewer panel. 

Click this button  
if you don’t see  
the chat panel. 
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Welcome to Welcome to 

eGrants Demystified: The Insider’s Guide 
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Amy Cannata 
Education Northwest 

 

Today’s Team 

Jess Knight 
Education Northwest 

 

Jessica Burch 
Corporation For 

National & 
Community Service 
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Guest Speakers 

Sarah Forgey 
Program Officer, 
Kansas/Missouri 

Corporation for National and 
Community Service 

Cat Koehn   
State Program Specialist, 

Alaska 

Corporation for National and 
Community Service 
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Poll Questions 

Have you used eGrants? 
 
What is your experience level with eGrants? 
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We don’t want you to feel like your chasing your tail when 
using eGrants and My AmeriCorps! 
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We would you rather see you fly through any hurdles that 
come your way.  
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Session Goals 

By the end of the webinar, you will be able to: 
Access the eGrants system  
Create and submit a VISTA Assignment Description 

(VAD) 
Complete recruitment tasks  
 Edit or create a Service Opportunity Listing 
 Review applications and select candidates 
 Search for applicants 

Approach common challenges with the system 
 Find support and more information about the system 

Access 

VAD 

Recruit 

Help 
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New step-by-step eGrants resources  
to make your job easier! 

www.vistacampus.gov/supervisors/egrants 
 

1. Creating a New User Account in eGrants  
2. Creating a Service Opportunity Listing in 

My AmeriCorps 
3. Searching for Applicants in My AmeriCorps 
 

 
 
 
 

 
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Accessing the System 

Access VAD Recruit Help 
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What is eGrants & My AmeriCorps? 

eGrants = project and member 
management for supervisors 

 
https://egrants.cns.gov/espan/main/login.jsp 

 
 

Sarah 
Forgey 

Program 
Officer, 
KS/MO 

Access 

https://egrants.cns.gov/espan/main/login.jsp
https://egrants.cns.gov/espan/main/login.jsp
https://egrants.cns.gov/espan/main/login.jsp
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What is eGrants & My AmeriCorps? 
My AmeriCorps = application and 

benefits management for members 
 

https://my.americorps.gov/ 

eGrants = project and member 
management for supervisors 

 
https://egrants.cns.gov/espan/main/login.jsp 

 
 

Access 

https://my.americorps.gov/
https://my.americorps.gov/
https://egrants.cns.gov/espan/main/login.jsp
https://egrants.cns.gov/espan/main/login.jsp
https://egrants.cns.gov/espan/main/login.jsp
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Tech Requirements 

 Internet Explorer  
 JavaScript 
Adobe Reader  
Turn off pop-up blockers 
Save and next  vs. save and 

close 
Use a PC, not a Mac 
 

 
   Check your browser version 

Access 
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Accounts & User Roles 
You must have your own account 
Accounts link to an existing 

Sponsoring Organization 
Account creation is not 

immediate 
Need a different user role? 

Contact your Grantee 
Administrator 

 
 New VISTA Campus Resource!  
Creating a New User Account in eGrants  
www.vistacampus.gov/supervisors/egrants 
 

Access 
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Requesting an Account Screens 1, 2 Access 

2 
1 

Access 
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Requesting an Account Screens 3, 4 Access 

3 
4 

Access 
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User Roles Screen 1,2 

 

  

 

1 
2 

Access 
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Creating & Submitting a VAD 

Access VAD Recruit Help 



888.790.3160 6838003 20 

Insider Tips 

Work closely with state office staff 
Do narrative work in Word and transfer to eGrants 
Save often 
Revised process for recruitment  
VAD submission requires workaround for Internet Explorer 

10+ 
 

VAD 
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Recruitment Workbasket Screen 

2 

1 

VAD 
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Submit Questions 

Post your question electronically, 
with Q&A feature  
Please ask “All Panelists” 
We will get to questions at the end 
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Recruitment 

Access VAD Recruit Help 
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Service 
Opportunity 
Listings           
are your #1 
marketing tool 

Cat Koehn 

Program 
Officer, 
Alaska 

 New VISTA Campus Resource!  
Creating a Service Opportunity Listing in My AmeriCorps 

Recruit 
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Creating a Service Opportunity Listing 

Insert dates for 
the VISTAs’ service 
year, not your 
project cycle  

Recruit 
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Include a “hook” in your 2-line 
teaser, it’s your first impression 

Creating a Service Opportunity Listing Recruit 
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Your listing has been created or 
revised, now what? 

  Check start date on revised postings 
  View vs. edit a posting  
  Notify State Office contact 
  Get the link and share it widely 

 

Recruit 
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Service Opportunity Listing  
View vs. Edit a Post Function Screens 

Recruit 
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Searching & Sorting Applicants  
 

Reach out to potential 
applicants  
Narrow applicants with specific 

skills 
Check status of applications 
 

Narrow your search results by 
choosing multiple search 
criteria. Widen your search 
results by choosing fewer search 
criteria. 
 
 
 

  New VISTA Campus Resource!  
Searching for Applicants in My AmeriCorps 

Recruit 
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Searching & Sorting Potential Applicants 
Screens  

1 
2 

Recruit 
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Searching Submitted Applications 
Screen  

Recruit 
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Required Electronic Actions in System 

Supervisor 
1. View references 
2. Review criminal history  
      questionnaire 
3. Select applicant 
4. State Office final approval 

 
 

 
 

Applicant   
1. Submit by clicking Apply 

Now  
2. Accept offer in My 

AmeriCorps profile 
3. Create travel request for 

Pre Service Orientation 
(PSO) 

 
 

Recruit 



888.790.3160 6838003 33 

Accepting an Applicant Tabs Recruit 
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Accepting an Applicant-Sponsor 
Recommendation Tab 

1 

2 

Recruit 
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Submit Questions 

Post your question electronically, 
with Q&A feature  
Please ask “All Panelists” 
We will get to questions at the end 



888.790.3160 6838003 36 

Accessing Help 

Access VAD Recruit Help 
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Your Life Lines  
   Call for help, waiting can throw off your 

timeline! 
 
State Offices 
 project start date, program aspects 
 

eGrants help desk 
 1-800-942-2677 
 log-in issues, lost passwords, system kicking 

you out 
 

 
 

Help 
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Contacts & Resources 
 Corporation State Offices  

www.nationalservice.gov/stateoffices 

 National Service Hotline: eGrants Help Desk, 1-800-942-2677 

https://questions.nationalservice.gov/app/ask 

 eGrants Resources on VISTA Campus (includes new VISTA Campus resources featured today) 

www.vistacampus.gov/supervisors/egrants 

 Workarounds for Issues in Saving and Submitting a VAD in eGrants 

www.vistacampus.gov/resources/workarounds-issues-saving-and-submitting-vad-egrants 

 Reporting and Evaluation Resources 

www.vistacampus.gov/supervisors/reporting-and-evaluation 

 

 
 
 
 
 

 

Help 

http://www.nationalservice.gov/stateoffices
https://questions.nationalservice.gov/app/ask
http://www.vistacampus.gov/supervisors/egrants
http://www.vistacampus.gov/resources/workarounds-issues-saving-and-submitting-vad-egrants
http://www.vistacampus.gov/supervisors/reporting-and-evaluation


888.790.3160 6838003 39 

Chat 
Please list one 
thing you plan 
to try or 
implement 
based on what 
you learned 
today 

Click this button  
if you don’t see  
the chat panel. 
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Evaluation 

Please take a few moments to share your feedback through 
the quick poll on the right side of the screen.   
How can we improve these sessions?  What topics should we 

include in future webinars? 
Thank you very much for your time and participation! 
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Questions 

To ask a question verbally, call in 
using the number on this slide and 
press *1  
To ask a question electronically, use 

the Q&A feature located in the 
bottom right corner of the screen. 
Please ask “All Panelists” 
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Thank You for Your Participation!  
If you have further questions or for more information, contact 

us: VISTAwebinars@cns.gov 
 

Our next webinar: 
 

Retaining VISTAs Throughout the Project Lifecycle 
October 20, 2015 
2:00pm Eastern 

 

Visit the Supervisor Webinars page on the VISTA Campus  
for a schedule of upcoming webinars and recordings of past webinars 
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