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Enrolling in a Supervisor Orientation Using eGrants 
 
 

This set of instructions explains how to: 
 Obtain the necessary user roles for enrolling in a VISTA Supervisor Orientation. 
 Access and complete the Trainee Profile. 
 Enroll in a VISTA Supervisor Orientation. 
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Conditions for Enrollment: 
Before you can enroll yourself in a VISTA Supervisor Orientation, make sure that the 
following are in place: 

1. Your VISTA project must be fully awarded and a Memorandum of Agreement 

(MA) signed and on file with your Corporation State Office.  
2. You must have an eGrants account with your own username and password. 
3. You must have the “Grantee Travel Profile” eGrants role and at least one of the 

following roles: 
a. “Grantee without access to budget” 

b. “Grantee Admin” 
c. “VISTA Grantee Member Management” 

 

Step 1 – Creating an eGrants Account 
To enroll in the Supervisor Orientation, you must have your own individual eGrants 
account. For data integrity, security, and reimbursement purposes, you should not 
use anyone else’s eGrants account to enroll in the Orientation. 
 

If you already have an eGrants account with your own username and password, proceed to Step 2. 
 

You will need your organization’s Employer Identification Number (EIN) for this step. 
 

1. Go to the eGrants website:  https://egrants.cns.gov/espan/main/login.jsp 
2. Click on “Don’t have an eGrants account?  Create an account.” 

 

https://egrants.cns.gov/espan/main/login.jsp
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3. Click on “Create a Grantee account.” 

 
 

4. Click on “This is my first time.  I want to create a new account with eGrants…” 

 
 

5. Enter your name as it appears on your government-issued identification.  Fill in 
the remaining required fields and click “next.”  Continue filling in information on 

the additional pages until the account is created. 
6. Once complete, your Grantee Administrator will be able to log into his/her 

eGrants account to grant you the necessary user roles. 
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Step 2 – Obtaining Roles in eGrants 
To enroll in the Supervisor Orientation you must have the eGrants  
“Grantee Travel Profile” role. 
 

If your Grantee Administrator will enroll you in the Supervisor Orientation, this is the only role 
you need. You may skip to Step 3 to complete your Travel Profile and then have your 
Administrator complete your enrollment. 
 

In addition to the “Grantee Travel Profile” role, you must also have one of the following 
roles: 

a.  “Grantee without access to budget” 
b. “Grantee Admin” 

c. “VISTA Grantee Member Management” 
 
If you already have the appropriate roles, proceed to Step 3. 

 
To Be Granted Roles: 

1. Contact your eGrants Grantee Administrator. 

2. Your eGrants Grantee Administrator needs to: 
a. Log into his/her eGrants account. 

b. Click on “My Account” at the bottom of the page. 
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c. Click on “Edit User Role/Permissions” in the upper right-hand quadrant. 
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d. Locate the Supervisor name and the associated user role/permissions to 
the right of the name. 

 
 

e. Scroll to the bottom of the user role/permission list and, while holding 
down the “CTRL” button, highlight the “Grantee Travel Profile” user role 
and at least one of the above user roles (in addition to any other approved 

user roles). 
f. Click “Submit.” 

3. Once your eGrants Grantee Administrator has granted your roles, you should 

then log back into your eGrants account and start with Step 3.   
 

Functions of Each User Role: 
o Grantee without access to budget 

 Search Potential Applicants; Search Submitted Applications; Manage Members; Invite 
Members; Manage Events; Manage Programs; Manage Service Locations; Manage Users; 
Recruitment Workbasket; S&N Workbasket; S&N Reports; VISTA Workbasket; Sponsor 
Verification 

o Grantee Admin 
 Search Potential Applicants; Search Submitted Applications; Manage Members; Invite 

Members; Manage Events; Manage Programs; Manage Service Locations; Manage Users; 
Recruitment Workbasket; S&N Workbasket; S&N Reports; VISTA Workbasket; Sponsor 
Verification 

o VISTA Grantee Member Management 
 Manage Members; Manage Events; VISTA Workbasket 
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Step 3 – Enrolling in a VISTA Supervisor Orientation 
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Step 4 – Completing Your Trainee Profile 
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Step 5 – Enrolling in the Event 
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Step 6 – Searching by State & Type 
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Step 7 – Verifying the Event 

 
 



Updated:  01/17/2012 12 

Step 8 – Selecting Supervisor(s) to Enroll 
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Step 9 – Contact Your Corporation State Office 

 
 
 

Unless you are driving, VISTA will book your travel. 
You will receive a welcome packet via e-mail  

3-4 weeks prior to the orientation.   
Your travel itinerary will arrive one week prior. 
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Troubleshooting 
 

Initial Questions 
 Is the VISTA program grant awarded and the Memorandum of Agreement (MA) signed 

and on file with the Corporation State Office? 

 Do you have: 
o your own eGrants account with your own username and password? 
o the “Grantee Travel Profile” user role? 
o at least one of the following user roles?: 

 Grantee without access to budget  
 Grantee Admin 
 VISTA Grantee Member Management 

 Did you follow the above instructions in order and see the same screens? 
 

Specific Scenarios 
 When I log into eGrants, the “Portal Home” link is not present. 

o You have not been granted proper user roles.  View the necessary user roles in 
Step 2.  Contact your Grantee Administrator or the National Service Hotline. 

 “Trainee Profile” link does not appear after I click on “Portal Home” 
o You do not have the “Grantee Travel Profile” user role.  Contact your Grantee 

Administrator or the National Service Hotline. 

 I logged into eGrants and clicked on “Portal Home” but I only had access to the Trainee 
Profile and could not enroll in the event. 

o You have not been given an additional user role (“Grantee without access to 
budget” / “Grantee Admin” / “VISTA Grantee Member Management”).  Contact 
your Grantee Administrator. 

 My name does not appear in the “Supervisors” box in Step 8. 
o You do not have the “Grantee Travel Profile” user role.  Contact your Grantee 

Administrator or the National Service Hotline. 

 When I attempt to enroll, I receive a message stating that there are no more available 
event slots.  It will not let me enroll. 

o Contact your Corporation State Office and tell them that you are ready to enroll 
but the event is currently full. 

 I enrolled, but was told that my name did not appear on the roster. 
o Did you enroll in the correct event in Steps 5-7? 
o Did you click on your name in Step 8 before enrolling? 

 I enrolled, but was told that only my name and none of my travel information appeared. 
o Do you have your own eGrants account with your own user name and password? 
o Did you create and complete your Trainee Profile in Step 4? 
o Did you ever have another eGrants account?  If so, you should call the National 

Service Hotline for them to look up your account(s) and enroll the correct one. 

 
 
If unable to complete any of the above steps or if technical difficulties occur, please contact your 

Corporation State Office and then contact the National Service Hotline at 800-942-2677 or 
http://www.nationalservice.gov/questions/app/ask. Tell them that you are a VISTA Supervisor 

(Grantee) attempting to enroll in a VISTA Supervisor Orientation via eGrants (Grantee Portal).  Tell them 

where you are having trouble.  

http://www.nationalservice.gov/questions/app/ask

