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Overview

Audience

The audience for this User Guide is the VISTA Sponsors.

Purpose

The purpose of the User Guide is to provide you with a tool to help you understand how
to use My AmeriCorps (“the Portal”) functionality as a project sponsor. It aims to answer
your questions and help you to understand the workflow.

In this User Guide, you will find an overview of the Portal with step-by-step instructions
and screen shots for the functionality that will be available beginning in December
(please stay tuned for launch date). The focus for VISTA Sponsors for this phase of
the portal implementation is on the following components:

e Service Opportunity Listings
e Recruitment and Application

e Member Management (V-81 forms)

Release Definition

The Portal functionality will be implemented in an incremental fashion with each
implementation building on the previous one. This User Guide will be updated to reflect
the functionality of each iteration or “release.” This document will also reflect any
changes to functionality or screens that occur between releases.



New Users

2.1

System Overview: Using eGrants/My AmeriCorps

If you are new to the world of the Corporation for National and Community Service or
AmeriCorps VISTA, we’d like to provide a brief introduction to the system.

2.1.1. Hardware and Software Requirements

The following hardware, software, and settings are recommended to take advantage of
all of eGrants' features:

Computer

eGrants works best on later model PCs or Macintosh computers of the Power
Macintosh generation or later. Earlier or less powerful machines, such as 486 PCs or
Mac Classics, may run acceptably when paired with a fast internet connection,
assuming the computer contains sufficient memory to run one of the browsers specified
below.

Internet Connection

eGrants can be accessed by machines using DSL, T1, cable modems, or dial-up
connections using a modem rate of 28.8 K Baud or higher. It is not recommended that
an "online service provider”, such as AOL or Compuserve, be used to connect to
eGrants, because they present special training issues for novice users.

Browser

eGrants works best with Microsoft Internet Explorer 4.0, Firefox 1.5, Netscape 3.0, or
higher.

Browser Settings

Your web browser's popup blocker must be turned off in order for you to edit or view
some eGrants pages.

It is not necessary to accept cookies or to have a Flash viewer loaded to view eGrants.

2.1.2. eGrants: Grants Management

eGrants is the Corporation for National and Community Service’s web-based system
for:

e Submitting and tracking grant applications and concept papers;

e Peer-reviewing on-line grant applications;

e Negotiating and awarding grants and cooperative agreements;

e Managing grants and cooperative agreements including processing
amendments, continuations; and

e Financial Status and Progress Reporting.



In short, eGrants is an online system designed to automate the entire grants and
project management process from application to closeout. It allows applicants to
find funding opportunities, apply for grants or projects, and manage grant
reporting online. The system also allows the Corporation to review applications,
award grants, and manage those grants and projects efficiently and effectively.

2.1.3. eGrants: Recruitment and Member Management

eGrants now also serves as the gateway to using (the My AmeriCorps) functions for
recruitment and member management. These functions will be used within eGrants, but
also connect to the Corporation’s My AmeriCorps member portal. Using this
functionality, you can:

e Create and update VISTA project descriptions

e View member applications and references for your VISTA project
e Verify documentation for citizenship

e Submit the Sponsor Evaluation and select applicants

e Approve assignment-related transportation forms (V-81)

2.1.4. My AmeriCorps: Connecting Applicants and Members to Sponsors

As a Sponsor, the data you enter and manipulate in eGrants with respect to
Recruitment and Member Management is also part of the My AmeriCorps portal. For
those of you who are new to My AmeriCorps, it is an online space designed to manage
the AmeriCorps experience for our volunteers.

What this means to you is that the application data you see when an individual applies
is actually entered using My AmeriCorps. And when you select the individual, it is
reflected in the customized home page for the individual applying. My AmeriCorps links
you to your applicants and members and vice versa. As My AmeriCorps grows in
maturity, you will see increasing benefits of having this connection to your members.

Uses...

To acces!‘
Applicant/ .

Project
Member L

To enter and
AcCCess. ..

ApplicantMember




The site is built to be interactive so that when a member applies to your program, you
will receive an initial email notification. For VISTA Sponsors, this also occurs when you
receive a V-81 request. As you change the status of applications or request forms,
applicants or members also receive an alert to check the status. This keeps the process
as transparent and progressive as possible.



Key Process Changes for Current ACRPS Users

The functionality of the AmeriCorps Recruitment and Placement System (AC*RPS) will
be available through the Portal and this stand-alone system will be retired as My
AmeriCorps launches. Current project listings and applicant files have been migrated to
the Portal. The functions and features are the same, however, the look of the site,
navigation, and ways to access the recruiting and application features have changed.

Applicants will be guided to a new, inviting web page to learn about service
opportunities and begin the process of applying online. The application process is
transparent as applicants will have a customized Home Page from which they can see
the status or their applications, update profile information, update references, and
search for opportunities.

As applicants become candidates and then members, their information will follow them
throughout their services and will have access to new features and forms when they
become available. This will decrease the amount of paperwork for everyone —
members, sponsors, and staff.

How do | get to my current postings?

Current project listings have been migrated to My AmeriCorps. Specifically, on your
eGrants home page, under “View My AmeriCorps Portal,” links will be provided for
recruitment and application functions. On your Recruitment Page you will see a link for
Service Opportunity Listings. Clicking on that link will bring up your current postings and
also functionality for you to create and edit listings.

How do | see who has applied?

Current applications have been migrated to My AmeriCorps. Specifically, on the
eGrants home page, under “View My AmeriCorps Portal,” links will be provided for
recruitment and application functions. If you have applications to your program awaiting
review, a link will appear next to your Recruitment link with “x” number of applications
pending.



4. Setting Up an eGrants Account

1. If a user does not have an eGrants account they will have the option to create one
from the login page. Click on the link to create a new account.

Lisar Name | iz )
Password _i:l'i
O remember me

The Corparation for National and Community Servics actively monitors this system and software
activity to maintan system security, availability, snd to ensurs appropriste and legtimats usagn.
Any individual who intentsonally accesces & Federal computer ar system without suthorization, and
wha alers, damages, makes unauthorzed modifications 1o, or desiroys infarmation in any Fedaral
imntarest camputer, or exceeds suthorized sccese, i in violation of the Computer Fraud and Abuse
Act of 1585 (Public Law 99-474). Any evidence of possible viclations of proger use or apphicable
laws found as & result of thes meonitaring may be turned over to Corporation Managemaent and law
enforeament, Any individusl found to be & violation of the eystem preper use rules or law could be
punished with (ass of systern acoass, fines and imprisonment. By procasding, you hereby
acknowledge your agresment soth thess terms and the system’s rules of behavior snd consent
ta fuch manitering and infarmatonal retrisval for law enforcement and other official purposes.

Lagin ta eGrants @

ord? Get help @

Dan't have an eirants account? Create an account @

ol be

Click here to disable the pictures [

2. Click on the link to create a grantee account.

e(GRANTS

CREATE AN EGRANTS ACCDUNT

Ploase chick on one of the following links to creste an appropnate eGrants account,

Become a Peer Reviewer @

Create s Grantee account @

aAlready have an eGrants account? Proceed to Login @

My AmeriCorps Portal User Guide — Vista Sponsors



3. Click on the link that indicates that it is your first time.

BECOME A GRANT APPLICANT

Pleave selact ane of the following options below.

have on eGrants sccount.. 8

This is vy first time, 1 want to create a new account with eGrants.. B

flready have an eGrants account? Proceed to Login -]

4. Complete all of the required fields. Be sure that your contact information is correct.
The password requirements are:

e Must contain at least 8 characters

e Must contain at least 1 number, but cannot begin with a number
e Cannot contain a word found in the dictionary

e Cannot contain special characters such as |@#$%"&*()_?><

e Cannot contain your username

Click on next to advance to the next screen.

Welcome Guest Become a Grant Applicant
next &
A [_cancel [ _save [ next® |
B Login Information
Ents el e Login Information

Select an Organization

Please enter your login information. all questions marked with an asterisk {*)are required.
Organization Information

Grantes Phone Mumbers

Review and Submit ristheme: [ |8
Flasthame: [ |@
Te: [ ]@

* User Mame: I:l {ex: rsmith,
rsmithzoog) &

*MewPassword: [ |@
* Retype Mew Password: |:| a

* Password Question: | Choose Password Question ... V|a
assword Answer:
27 d & a
* Email: | 1)
* Retype e-mail: | I2)

My AmeriCorps Portal User Guide — Vista Sponsors



5. Enter your EIN (Employer Identification Number) and click on next to advance to the
next screen.

Welcome Jerome Become a Grant Applicant
Create New Profile Menu next B

Lagin Infarmation

B Enter EIN# Enter EIN #

Select an Organization Please enter your organization's EIN#.

Crganization Infarmation

Grantee Phone Numbers

Review and Subrmit Enter your EIN #: l:l

502 Approved | Report a Bug | enable the pictures back

6. Click on the button to either create a new profile or select an existing profile if there
are already users and click on next to advance to the next screen.

Welcome Jerome Become a Grant Applicant
Create New Profile Menu next B

Lagin Imforrnation

Erter EIM#&
B select an Organization Select an Organization
Organization Information wour EIN# already exists in our record of organizations, Please make a selection below, and

Grantee Phone Nurmbers click next to proceed, or back to try another EIN.

Feview and Submit

List of Organizations with EIN# ;

o OcCreate anew organizational profile for EIN# 23 . OR select an existing
org below
« O Commission of Citizen Service

508 Approved |Report a Bug | enable the pictures back

My AmeriCorps Portal User Guide — Vista Sponsors



7. Review your information and click next to advance to the next screen.

Welcome Jerome Become a Grant Applicant
Create New Profile Menu _

Lagin Infarmatian

Enter EIN# Organization Information

Select an Organization
Please review your selected organization's information, Click on the "next" button to proceed

o ization Inf ti o .
2] @vgEmEsiien Mo to the login information.

Grantee Phone Mumbers

Review and Subrit Please return to the "Select an Organization" page to select another arganization. ¥ou can
also start new by entering a new EIN# in the "Enter EIN#" page.

PennSERYE: the Governor's Commission of Citizen Service: EIN# 236003107

Organization Type: State Government

Organizational Characteristics: State Commission

Address: 1306 Harrisburg, P& 17120
Phone: 717-

Fax: 717-70

Email: test@cns.gov

502 Approved |Report 2 Bug | enable the pictures m

8. Enter your phone number(s) and click next to advance to the next screen.

Welcome Jerome Become a Grant Applicant
bock | save | nextd ]
Create New Profile Menu LEX

Login Information

Ertar EIM#

select an Organization Grantee Phone Numbers

Organization Information Flease enter your phone/ffax information below, All questions marked with an asterisk (*)are
B Grantes Phone Numbers required.

Review and Submit * paytime Phone: | [ [ Jext.[ |@
Evening Phone: | [ |[|@
Fa: [ [ [ |@
cel: [ [ 1@

My AmeriCorps Portal User Guide — Vista Sponsors



9. Conduct a final review of your information. If something is incorrect click on change
or edit to make the necessary corrections. Click on submit if your information is
correct.

Welcome Jerome Become a Grant Applicant
submit
Create New Profile Menu _

Lagin Infarmation

Enter EIM# Please review and submit your information

Selest an Crganization Please review your information and click on the "edit” to make any changes,

Organization Information Organization: Governor's Cammission of Citizen Service
EIN #: 236

Grantee Phone Mumbers . i
Organization Type: State Government

Organizational Characteristics: State Commission/alternative Administrative Entity
change

B Review and Submit

Username: jbettis

Password Question: Favorite color
Answer: Gold

Email: ntichon@cns.gov

edit

Daytime Phone: (202) 606-7534
edit

502 Approved |Report a2 Bug | enable the pictures

10.View confirmation and also helpful numbers and contact information. The Grantee
Administrator will have received an email alerting the individual to the fact that the
new user now must be assigned the appropriate roles in eGrants.

CLRANTS

Thank you

If you have created an account for an existing organization, the grantee
adrinistrator for your arganization {listed below) has been notified about your
account request, The grantee administrator must grant you access before you can
lagin to eGrants,

For additional assistance, please contact your eGrants support provider or the
eGrants help desk at 888-677-7849. For mare information about your support

porvider go to http:Afwww .cns.gov/egrantssta.html

» Stephen M. Schmerin
# Diane Sherwood

Return to CNCS website B

Go to eGrants Login §

My AmeriCorps Portal User Guide — Vista Sponsors 10



11.New users will receive the following email.

This is an automated E-mail message. Please do not reply to it.
A new login account has been created for you with the username and password yvou have specified.

The grantee administrator (=) for vour organization have been notified about vour account. The administrator must cowmplete the registration
adding the "Grantese™ role to ¥our accouht, Once this is done, vou will be able to access eGrants.

The grantee administrator (=) for your organization is/are listed below:

Stephen M. Schmerin Email: testficns.gov
Diane Sherwood Email: testlons.ogov
Mike Moran Email: mmoranfons.gov

12.Proceed to login.

Forgot your password? Get help 8
Don't have an eGrants account? Create an account 8

Yiew system rules of behavior 8

My AmeriCorps Portal User Guide — Vista Sponsors 11



If a new user has not been assigned a role by the Grantee Administrator, he/she will be

directed to this screen.

Welcome Jerome Become a Grant Applicant
Create New Profile Menu m

Login Information

Organization Infarmation Please review and submit your information
Grantee Phone Mumnbers Flease review vour information and click on the "edit" to make any changes.
B Review and Submit Organization: Governor's Commission of Citizen Service
EIM #: 23¢
Organization Type: State Governmment
Organizational Characteristics: ‘Alternative Administrative Entity
change

Username: jbettis

Password Question: Favorite color
Answer: Gold

Email: ntichon@cns.gov

edit

Daytime Phone: {202} 606-7534
edit

508 Approved |Report a Bug | disable the picturaes m

My AmeriCorps Portal User Guide — Vista Sponsors
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5. Basic Navigation

5.1. Accessing the My AmeriCorps Portal Functions

5.1.1. eGrants Interface

Sponsors access the My AmeriCorps portal functions via the eGrants interface. Go to:
https://egrants.cns.gov/ and enter your user name and password, as you may already
do. If you do not have an eGrants account and will need to access the Portal functions
within eGrants, you’ll need to contact your Grantee Administrator to be granted access.

User Name
Passward
[ remember me

The Corporation for National and Community Service actively montors this system and software
activity to maintain system security, awvailability, and to ensure appropriate and legitimate usage.
Any individual who intentionally accesses a Federal computer or system without authorization, and
who alters, damages, makes unauthorized modifications to, or destroys information in any Federal
interest computer, or exceeds authorized access, is in violation of the Computer Fraud and Abuse
act of 1986 (Public Law 99-474), Any evidence of possible violations of proper use or applicable
laws found as a result of this monitoring may be turned over to Corporation Management and law
enforcement, Any individual found to be in violation of the system proper use rules or law could be
punished with loss of systemn access, fines and imprisonment, By proceeding, you hereby
acknowledge vour agreement with these terms and the system's rules of behavior and consent
to such monitoring and informational retrieval for law enforcement and other official purposes.

Login to eGrants 8

Forgot your password? Get help 8
Don't have an eGrants account? Create an account @

view svatem riules of hehavine B

If you forget your password, the eGrants Help Desk can mail you information for
resetting the password to the email address you provided when you created your
account. After resetting your password you will be able to log back into eGrants. If you
attempt to log into the system three times in a single session without providing the
correct password, your account will be locked, and you must contact the help desk to
have it reset.


https://egrants.cns.gov/

5.1.2. User Roles

Existing eGrants users who need to use the recruitment and/or member management
features of the My AmeriCorps portal will need to get new roles assigned to them by
their Grantee Administrator.

New users will need to first have their eGrants account set up with specific roles to use
the portal features within eGrants.

You will need one or both of the following roles to use the various portal features within
eGrants. The activities you can complete with the roles are listed below them:

Grantee with Recruitment:

Create and update service opportunity descriptions

Search for applicants, by individuals, skill sets, language, education level and
availability

Access applicants’ contact information, profile, and personal information
View applications

Reach out to applicants to alert them to service opportunities

Review references submitted with applications

Select or reject applicants

Grantee with Member Management:

View and approve V-81 (Use of Vehicles) forms



5.2. My Home Page

Once you log into eGrants, you'll see links to the recruitment and member management
functions under View My AmeriCorps Portal.

11/19/2007, 11:33 AM, EST

eGRANTS MESSAGES YIEW MY GRANTS FAPPLICATIONS

Welcome Jane B view all
B 3 awarded
B 1 Closed
B 1 Concept Papers

YIEW MY AMERICORPS PORTAL
B Member Management (1 V-81

Requests)
Recruitment (25 Member Applications

Creating an Application Managing My Account Reporting to CNCS

New B Click on the links below to access common

t functions.
ContinuationfRenewal @ - Financial Status Report @
Aamendment B My Account B8 Progress Report B
Org has users awaiting approval @

Concept Paper @ PPYA Report @

508 Approved | Contact Helo Desk | dizable the oictures

My AmeriCorps Portal User Guide — Vista Sponsors 15



6. Recruitment and Application Processes

These processes will enable you to manage your service opportunity listings and search
for and select VISTAs for your project.

It is critical that you keep the contact information associated with your listing current -
specifically the email address. This is the address used to notify you of all actions
taken associated with your program.

6.1. Service Opportunity Listings

This feature is used to create new listings and edit existing listings.

6.1.1. Workflow

Recruit.

Sponsor -
Creates senvice Admin Applicant
L# -
apportunity listing in ﬂ}ﬂ;:??gﬁ;ﬁe Searches for projects and
the portal PI 4 creates a profile

Sponsor

Edits/posts listing
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6.1.2. View Service Opportunities

Process: View Listing
13.From your home page, click on Recruitment.

11/19/2007, 11:33 AM, EST

eGRANTS MESSAGES YIEW MY GRANMTS/APPLICATIONS

Welcome Jane B view all

B 3 awarded

B 1 Closed

8 1 Concept Papers

8 1 Grantee edit of application or report

YIEW MY AMERICORPS PORTAL

& member Management {1 V-81
Reguast

Recruitrnent (25 Member Applications)

Mew B Click an the links below to access common
account functions.

Continuation /Renewal B Financial Status Report @

My Account @ Progress Report @

Org has users awaiting approval B PPYA Report B

Amendment @

Concept Paper @

so8 F-.pprcwnd | Cantack Hi:lp Dezk |dizable the pickuras

17



14.0n your Recruitment Workbasket page, click on Service Opportunities.

eCRANIS

RECRUITMENT WOREBASKET

Service Opportunities

Search For Applicants

Search For Applicant Submissions

Shermeka M Kellum :‘;ri:";:'" sociel Bervicsaofi = oy Under Review 09/03/2007 print
MARION D DAVIS ll‘l"l"l':;:'" Sugesl Sercesat i |30y Under Review 07/01/2007 print
Heidi L Reed ’;I‘I‘:;:’“ Social Services of 1 oroa/2007 Submittad 10/01/2006  print
Letcatdas | CSTRSHRSOMOESl | muagoor | sibied 06/01/2007  print

15.View your Service Opportunities summary page. Click on view to view the listing.

CLR AN

RECAUTTMENT WOREBASEET

Reach Commundty Developmeant VISTA 10/10/2007 Richmond v fedit h
Tast VISTA 1Z/0L/2007 Silver Spang view fedit
Teach For America VISTA 10/10/2007 Richrriond wiew fedit
Hannah's VISTA Leadars VLORE 0L/ 2008 Lk wiew fedit
Hannah Testing VISTA Leaders vLOR 10452100 L'lik whisw fedit

My AmeriCorps Portal User Guide — Vista Sponsors 18



16.View your listing. Clicking on Home at the bottom of the page returns you to your
Service Opportunity summary list.

Momber Duties § dfagadigadi
Program Denefits 1 Chowe of Educstion Sward or End of Sarvice Stipend,

Terms ¢ Reguires full brme serace without cutsids cormmetments,

SAMPLE DATA

Skills 3 Architectural Planning,

Service Description ; gfdgedfgdiy

6.1.3. Create Service Opportunity Listing

Process
1. From your Recruitment Workbasket, click on Create Opportunity.

eCRANTS

——

Hurricans Rita recovery VISTA 1041072007 Atlanta wview/fedit

My AmeriCorps Portal User Guide — Vista Sponsors 19



2. Enter the required information. The system will walk you through a series of screens
so that you can edit a variety of fields. Make your changes to the listing and click on
next or if you haven'’t reached the part of the description you wish to change, just
click on next. Required fields are marked with a star. (Next does not save the
changes.)

Screen 1

AN

Create Listing

Do you want to make this Listing to be available now 7 * hes [T N

*Project Mame sHurncane Rita recovery

*Project Type :!.ﬁmerlt-:rrps*'u‘[S,TA 'U:
*Start Date 710/10/2007 lEmmyddyyyy)
*End Date 311,/10/2008 ftrmAddfyyyy)

* Term of Service : ™ Fyll-Time |© Part-Time |© [Surmmer
The email address

Contact [nformation i : entered here will be the
*First Mame "Last Name 1John Smith email address to which
*Street Address1® 11201 Hew York Avenue naotifications of
Strect Address2 ¢ ] applications submitted
*City sAtlants will be sent.
*state {81 ¥ MPORTANT to keep,
*2ip20194 || | this. current..

Contact Phone 309-314-1444
Email :'_:!_!_p--._.lllcarrjr_@_-_:n;.q_.;w
Fax Mumber $ 1231234444

Website :http:// ryam érlléurpls gov

In what states will you have members?®
HaLaBAaAMA

ALASHA
AMERICAN SAMOA

To make multiple
selections, hold the
"Control” key while you
select them.

[APG Eurape

In what metropolitan area will you have members?
Atlants
Boston
Chicago
Clevelands Akron
| Dallas/Ft. Worth

| £

My AmeriCorps Portal User Guide — Vista Sponsors 20



Screen 2
Create Listing

ief two{2) line description of the program {200 characters or less) * :

|Help the children of incarcerated family members by joining Prison [
|and Family Ministry program. |

All text much be within
defined character
limits.

Enter your prog description (2000 characters or less) * :

|LSS has 25 years experience implementing programs serving [
|prisoners and their families, They have established thermselves as |
;a leader in prison and family rministry programs in [linois, It exists

™ support families, strengthen relationships and involve the

=] unity is restoring all peaple affected by erime: This (s done

by th llowing programs- Visits to Mom and Dad, Storybook

|\Project; Relatives as Parents and Re-Connections programs,

|Pragrams will be expanded in Marion, Springfield, Dixon and

|Chicago. New programs will be started in Rockford where S0% of
ichildren in public housing have a incarcerated parent.

- i accepting applications nuw?".;. bose [ his

Indicate whether ar not — ' .

you accept AmeriCorps ccepting applications from $07/01/2006 (mm/dd/vyyy)

applications. Application deadline :08/30/2007 {rm/dd/yyyy)

Do you accept AmeriCorps
application?*

1f you require your own application, how do applicants get it?

o kil I st

 jras P.No

E-mail ¢
Website thttp://|

What benefits does your program offer?

Flease include all benefits offered by your program, as well as those provided by the Corporation for
National and Community Service. To make multiple selections, hold the Ctrl Key({PC) or the Command
Key(Mac),

To make multiple :
selections, hold the SR {Education award upon successful completion of service =
"Control" key while you |Housing

select therm.

[ previous | [ cancel | [next]

If you click "previous” you will return to
the previous screen, but lose any changes
you've made to this one.

If you click "cancel” you will lose any
changes and return to your summary list.

My AmeriCorps Portal User Guide — Vista Sponsors 21



Screen 3

Create Listing

Minimum Age ::19
Maximum Age ::ﬂ

Desired Education Level College q_rat.llua&e

What skills would you like potential members to possess?

Counseling
Architectural Planning
Busingss/Entrepransur
Communications
{Community Orqqnizakion

Ca il

To make multiple
selections, hold the
"Contral" key while yau
select them.

Other :
Do you have a language requirement?

Arabic
Chinese

German l
IGresk M|

Cither :

What will your AmeriCorps memh_er{;_} du? (1000 characters or less) * :

xcvboavbxovbix

Define the field of service areas in which your members are serving? *

Community Outreach
Children/routh
Disaster Relief
Education
[Entrepreneur/Business

=

Submitted by :

*First Name *Last Name :Jack | _l.\llichulinnll.
Your phone number |
Your Email address :|

My AmeriCorps Portal User Guide — Vista Sponsors

To make multiple
selections, hold the
"Contral” key while you
select thern.
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3. Clicking save will bring you to your new “view” screen of your Service Opportunity.
- i
eGRAN]S

Hurricane Rita recovery

Member Duties : xcvbcxvbxovbex

Program Benefits : Childcare assistance if gligible,
Terms : Car recommended,

Service Areas : Cormrnunity Qutreach,

Skills : Business/Entrepreneur,

Service Description : groovy stuff

4. Clicking home will bring you back to your listing page.

Reach Community Development YISTA 10/10/z007 Richrnond viewfedit
Test WISTA 1z/01/2007 Silver Spring viewfedit
Teach For America VISTA 10/10/2007 Richmaond viewfedit
Hannah's WISTA Leaders YLDR 010142008 L'lik viewfedit
Hannah Testing WISTA Leaders YLDR 1041542100 L'lik viewfedit
Helping Hand N 01/20/2008 New York viewfedit
Helping Hand Sh 01/20/2005 Mew rork viewfedit
test program Sh 1z/01/2007 Zilver Spring viewfedit

My AmeriCorps Portal User Guide — Vista Sponsors 23



6.1.4. Edit Process

1. From your “My Service Opportunities” summary list, click on edit next to the listing
you wish to edit.

CCRANTS

RECRUITMENT WORKBASKET

Create Dpportunity
My Service Gpportunities
Name Type Start Date Location
Reach Community Development WVISTA 10/10/2007 Richmand wiew ol h
Test WISTA 12/01/2007 Silver Spring view/edit
| Teach For America VISTA 10/10/2007 Richmond view/fedit
Hannah's VISTA Leaders WLDR 01/01/2008 L'th viewfedit
Hannah Testing VISTA Leaders VLDR 10/15/2100 L'k view fedit

This will open up the opportunity in edit mode. By filling in the radial button, you can
choose whether or not you want this listing to post.

Edit Screen 1

- ) A
\ AVWATA
reate Listing
Do you want to make this Listing to be available nd m

*Project Name ;Hurricane Rita recovery

*Project Type :::-.nme ACorps*VISTA  m
“Start Date 310/10/2007 {(mm/ddirryy)
*End Date {11/10/2008  |(mm/dd/yyyy)

* Term of Service §F Full-Time |7 Part-Time | Summer

Contact Information
*First Name *Last Mame :John | 'Smlth
*Street Address1* , ﬂ_]_H_E-W-Y'UI_'P-HVt-r;I.-F;
Strect Address? i
*City datlants
"state }{BM
fz018a | [ |
Contact Phone _30935.41444_
Email {akulkarni@ens gov
Fax Mumber ;'1'_231234:1.14 . '
Wwebsite :hftp:f’;"!mrar.ps.qav

In what states will you have members?*
ALABAMA

ALASEA
AMERICAMN SAMOA

To make multiple
selections, hold the
"Control" key while you

AP0 Europe select them.

In what metropolitan area will you have members?

Atlanta A
Bostan "/ :'_-l
Chicaga |
Cleveland/ Akron

Dallas/Ft, Worth “|

| cancel I ‘L"t’
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2. The system will walk you through a series of screens so that you can edit a variety of
fields. Make your changes to the listing and click on next or if you haven’t reached
the part of the description you wish to change, just click on next. Required fields are
marked with a star. (Next does not save the changes.)

Edit Screen 2

Give a brief two(2) line description of the program (200 characters or less) * :
All text much l;,gwithin Help the children of incarcerated family members by joining Prison
defined character —-_._________________a_: Farily Ministry program
limits.

Enter your progrfag description (2000 characters or less) *

LS5 has 25 years experience implementing programs serving
prisoners and their families, They have established themsely

a leader in prison and family ministry programs in Illinois. It exists
support families, strengthen relationships and involve the
cortspunity is restoring all people affected by crime: This is done
by th®fallowing programs- Visits to Mom and Dad, Storyboolk
Project; Relatives as Parents and Re-Connections programs.
Programs will be expanded in Marion, Springfield, Dixon and

B% a%

Chicago. New programs will be started in Rockford where 50% of
children in public housing have a incarcerated parent,
bbby accepting applications now?
. & Tas 'ﬁ No
Indicate whether or not "
you accept AmeriCormps  Bccepting applications from $07/01/2006 (rarn/ddfyyyy)
applications. Application deadline :08/30/2007 (rnrnfddfywyy )
Do you accept AmeriCorps & besz 18 g

application?*

If you require your own application, how do applicants get it?
Phone :
E-mail ¢

Website thttp://

what benefits does your program offer?

Flease include all benefits offered by your program, as well as those provided by the Corporation for
MNational and Community Service. To make multiple selections, hold the Ctrl Key(PC) or the Command
Key({Mac).

To deselect, hold the Ctrl Key(PC) or the Command Key(Mac) and click a selected tem.

Childcare assistance if eligible
Ta make multiple Choice of Education Award or End of Service Stipend
SE|ECtiDnS, hold the Er:l-jr?r.,l;‘ln award upon successful completion of service
n n H ————* DL
Contral” key while you Health Coverage A
select them. Othar '

[ previous ] l cancel ] [m:xt]

If you click "previous" you will return to /
the previous screen, but lose any changes

you've made to this one.

If you click "cancel" you will lose any
changes and return to your summary list.
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Edit Screen 3

Mininmum Age :[15

Desired Education Level :| High schoaol graduate

vl

What skills would you like potential members to possess?
To make multiple selections, hold the Ctrl Key{PC) or the Command key({Mac),
To deselect, hold the Ctrl Key(PC) ar the Command Key{Mac) and click a selected item.

Counseling
Architectural Flanning

Business/Entrepreneur

Communications
Community Organization ¥

Other :
Do you have a language requirement?

To make multiple selections, haold the Ctrl Key(PC) or the Comma
To deselect, hold the Ctrl Key(PZ)Y or the Comrand Key({Mac)

To make multiple
selections, hold the
"Control" key while you
select them.

keyiMac),

Arabic a/ﬁ.
American Sign Langquass —
Chinese

Creale

French bt
Other :

What will your AmeriCorps member{s) do? (1000 characters or less) * :

Expand the Storybook Project in Marion, Dixon and Springfield.
Expand Wisits to Morm and Dad in Chicago; Launch & men™s re-

d click a selected item.

[ >

entry program in Chicago and Marion and Assess cormmunity
needs and implement needed prison programs in Rockford E

Define the field of service areas in which your members are serving?
To malke multiple selections, hald the Ctrl Key(PC) ar the Comrmand keyiMac).
To deselect, hold the Ctrl Key(PZ) or the Command Key({Mac) and click a selected item,

|4

Lttty
Children uth
Disaster Relief
Education

* Explain the purpose of modification
needed to change the role description|

*First Name *Last Mame :Elaine

Your phone number (5153958716 x

Comrunity and Economic Developrent A
utreach =

To make multiple
selections, hold the

select therm.

i€

Pfluger

Your E-mail address :jelaine.pfluger@lssi.arg

My AmeriCorps Portal User Guide — Vista Sponsors

"Control” key while you

This field assists the
Recruitment
Administratar to quickly
locate your change.

previous | [ cancel | [save ]

26



3. Clicking save will bring you to your new “view” screen of your Service Opportunity.
- i
CeGRAN]S .

Hurricane Rita recovery

Member Duties : xcvboxvbxovbex

Program Benefits : Childcare assistance if eligible,
Terms : Car recommended,

Service Areas : Community Qutreach,

Skills : Business/Entrepreneur,

Service Description : groovy stuff

4. Clicking home will bring you back to your listing page.

Reach Community Development YISTA 10/10/z007 Richrnond viewfedit
Test WISTA 1z/01/2007 Silver Spring viewfedit
Teach For America VISTA 10/10/2007 Richmaond viewfedit
Hannah's WISTA Leaders YLDR 010142008 L'lik viewfedit
Hannah Testing WISTA Leaders YLDR 1041542100 L'lik viewfedit
Helping Hand N 01/20/2008 New York viewfedit
Helping Hand Sh 01/20/2005 Mew rork viewfedit
test program Sh 1z/01/2007 Zilver Spring viewfedit
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6.2. Application Process

Sponsors will use the Portal to select individuals for their projects and complete the
Sponsor Evaluation form.

6.2.1. Application Status Definitions

In your workbasket, you'll see that an application can have one of statuses, defined
below.

Submitted: Application has been submitted to a Sponsor

Under Review: Application has been viewed by a Sponsor

Selected: Applicant has been selected by a Sponsor

6.2.2. View Application
Process

1. From your homepage, you will see a link to access pending applications. Click on
Recruitment (... Member Applications).

11/19/2007, 11:33 AM, EST

ﬁKﬁEéhAL
COMMUNITY
ERVICEEEET

Viw T aPPLICATIONS
Welcome Jane 8 view all
B 3 Awarded
@ 1 Closed

B 1 Conespt Papers

B 1 Grantee edit of application or report

YIEW MY AMERICORPS PORTAL

8 mem 2
& Recruitment (25 Member Applications)

Creating an Application Managing My Account Reporting to CHNLCS

New B Click on the links below to access common

account functions.
Continuation/Renewal @ Financial Status Report &

Amendment B My Account @ Progress Report B

Org has users awaiting approval B
Concept Paper B PPYA Report B

508 Approved | Contact Help Deshk | disable the pldures

My AmeriCorps Portal User Guide — Vista Sponsors
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2. This will bring up your Recruitment Workbasket. Here you will see the name, listing,
date of submission, status and the date the applicant is available. Click on the name
of the applicant to view the application.

RECRUITMENT WORKBASKET

Service Opportunities

Search For Applicants

Search For Applicant Submissions

Pending Application Submissions

- Date Date
e R Submitted AT Available
Lutheran Social Services of ) .
Shermeka M Kellum I 10/08/2007 Under Review 09,/03/2007 print
inais
Lutheran Social Services of
MARION D DAYIS Hlinoi 10/08/2007 Under Review 07/01/2007 print
inais
L Lutheran Social Services of ) .
Heidi L Reed Minoi 10/08/2007 Submitted 10/01/2006 print
inais
Jessica L Zaiz- Lutheran Social Services of ) )
10/08/2007 Submitted 0e/ 01,2007 rint
Stanley s oy a g
Lutheran Social Services of
Rachel E Neumayer Hlinoi 10/08/2007 Subrnitted 09/01/2006 print
inais
Lutheran Social Services of ) .
sara e fronek Hlinoi 10/08/2007 Submitted 08/01/2007 print
inois
Melanie Wood Save the Starlets 11/16/2007 Under Review 11/16/2007 print
) Pending State Office )
Mel Gibson Save the Starlets 11/19/2007 11/01/2007 print
Approval
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3. View each section of the application by clicking on the tabs across the top.

View Application - Mia Wallace

Basic Education Experience & Community Criminal References Sponsor
Information Skills Service History Recommendation /
Rejection
Mame: MiaWallace Date of Birth: 082911975
ApplicantID: 267614 Username:
SSN; "2222 E-mail: ntichon@cns.gov
Mailing Address: Permanent Address:
123 123
Pittsburgh, PA 15222 Pittsburgh, PA 15222

Home Phone Number; 332-222-22

22 Home Phone Number: 332-222-2222
Woark or Other Phone Number: 222

S222.2222  Work or Other Phone Number: 222-222-2222

Residence Information:
Status: US. Cinzen
City: Pittsburgh
State: PA
Country: United States of America

Additional Information:
Earliest Availability Date: 11/30/2007

Interests:

6.2.3. View References
Process

1. From within the application sections, you will see a tab for References. Click on the

tab and a list of personal references associated with this applicant will appear.

2. Click on the name of each reference to view the entry.

CORANIS

View Application - Melanie Wood

| Basic Education Experience & Community Criminal Eponsor
‘ Information Skills Service History i mendation J

Rejection

These are the references that were submitted with this application If a reference has not been completed,
you may send a request reminding the reference to complete the form by clicking the "send reminder” link.
Alternatively, you may override the referance by clicking on the reference name and completing the ovarmde
form once you have contacted the reference and received feedback from him or her

Felation: Created: Modified: Completed:

ofavailable 117162007 12:.00 AM 1111672007 1200 AW Yes
Mot available  11M6/2007 12:00 AM 111862007 12:00 AM MO Send Reminder

return to recruitment workbashket

My AmeriCorps Portal User Guide — Vista Sponsors
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3. View the reference entry.

N\ AN

Reference Entry
Applicant Basic Information

Name: Bumble Bee
Applicant ID: 267643
SSN; RHERETEOA

Mailing Address:

12 Beehive Road

Atlanta, GA 45612 - 1234

Home Phone Number: 45695856955
Work or Other Phone Number:
4569854102

Reference Information

Name: ‘Worker Bee
E-mail: jrinaca@cns. gov
Organization: The Bee Hive

Job Supervisor
Yolunteer Supervisor
« Other(specify):  Friend

(Continues on next page)

My AmeriCorps Portal User Guide — Vista Sponsors

Date of Birth:
Username:
E-mail:

05/16/19386
bumblebes
jrinaca@cns. goy

Permanent Address:

12 Beehive Road

atlanta, GA 45612 - 1234

Home Phone Number: 4569856985
Work or Other Phone Number:
4569854102

Address:
125 Buzz Street
Atlanta , GA 45628

Home Phone Mumber:
Work Phone Number:

4563219865
4561587965

How long have yvou known the applicant? Years: & Months: O

In what capacity have you known applicant?
High School Teacher
College Instructor

Clergy
Zoach
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*In your judgment, how competent is this applicant, as demonstrated by work in the
community, in school, on the job, or in a position of responsibility? Please select one,

Dutstanding performance
Above average performance
Satisfactory

Below average performance
Mon-satisfactory performance

*KNOWLEDGE OF THE APPLICANT:
Please describe the situation in which you know the applicant.

I work with him in the hee hiwve.

*WORK PREFORMANMNCE
Please comment on such qualities as the appliant's level of dependability, initiative,
and ability to work with minimal supervision and as a member of a team.

He always gets the job done.

*RELATIONSHIPS WITH OTHER PEOPLE

AmeriCorps members must serve and communicate with people of varied cultural,
economic, educational, racial, and religious backgrounds. Please comment briefly on
the applicant's relationships with others and ability to work as a member of a team.

He hasz taught me ewverything I know.

(Continues on next page)
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*EMOTIONAL MATURITY:
Please comment on the applicant's ability to adapt and work under difficult and

changing conditions.
He iz good in any situation.

ADDITIONAL COMMENTS AND SUPPORTING INFORMATION

If vou wish, use additional comments to explain any of yvour ratings, and anything
else about this applicant that you feel is relevant to serving in Americorps-such as
the applicant's desire to serve others, maturity, work ethic, flexibity, and
dependability. Explain any reservations that vou have regarding the appicant's
participation in the AmeriCorps program to which he or she has applied.

BUZEri i ililiiii2iliizs

Overall recommendation

I recormmend the applicant for AmeriCorps service,

I have some reservations, but I believe the applicant will succeed in serving with the
AmeriCorps,

I do not recommend this applicant for AmeriCorps service,

I AUTHORIZE the program and/or the Corporation for National and Community Service
to identify me as the source of this reference and to release a copy of this reference in its
entirety upon reguest to the applicant.

I DO NOT authorize the program and/or the Corporation for Mational and Community
Service to identify me as the source of this reference, nor do I authorize the release of 5
copy of this reference in its entirety to the applicant.
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4. If areference has not yet entered his/her assessment using the portal you can have
the portal send them an email reminder by clicking Send Reminder.

View Application - Melanie Wood

Basic Education Experience & Community Criminal References Sponsor
Information Skills Service History Recommendation [
Rejection

These are the references that were submitted with this application. If a reference has not been completed,
send a request reminding the reference to complete the form by clicking the "send reminder” link

you may override the reference by clicking on the reference name and completing the averride

YOu M

Allerma

form once you have contacted the reference and received feedback from him or her
Mames» Relation Created» Modified: Completed:
Mary Stevens [MNotavailable  11/16/2007 12:00 AM 11/16/2007 12:00 AM el

John Smith Mot avallable 11162007 1200 AM 11162007 12:00 AM

return to recl rkbasket

5. If a reference has not entered his/her assessment after being sent a reminder, you
can contact them an alternative way and “override” the reference. Click on the name
of the reference associated with the No status and complete the override form. On

the override form, you will select the form of contact from the drop down box and
then enter the comments from the reference that you received.

Reference Override

Name: MNASHOMNE ADAMS

Title: DaYCARE OWNMNER,/ DIRECTOR.
Organization/Institution LITTLE AMNGELS FAMILY DAYCARE
Address: 6701 SOUTH EMERALD

Ciby: CHICAGO

State: IL

Zip:  B0621

Work Phone: 77337036583

E-mail:

Source:

Fax |»
ax t:

rgah” d working. Gets along well with others.
ther eam player.

Phane

508 Approved | eGrants Feedback | Contact Help Desk
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6. You'll see your action saved in the “Basic Information” section of the application.

Yiew Application - Melanie Wood

Please note:
* Reference override has been saved.

Basic Education Experience & Community Criminal References Sponsor
Information skills Service History Recommendation /
Rejection

Name: Melanie VWood
Applicant ID: 267596
SSN -xww-xw4121

Mailing Address:

100 Main st

Boston, A 12546

Home Phone Mumber: £55-555-5555

Work or Other Phone Number: 5555555555

6.2.4. Sponsor Recommendation

Date of Birth: 05/05/1985
Username:
E-mail: Lgonzalezi@cons gov

Permanent Address:

100 Main st

Eoston, MA 12546

Home Phone Number: 5555555555

Work or Other Phone Number: 5555555555

You must complete this form before an applicant can be selected by you. The form
allows you to provide your assessment based on the application and information

provided via the references.

Process

1. Click on Sponsor Recommendation/Rejection.

2. If your intention is to reject the applicant, you do not need to complete the form and
can simply click on reject at the top of the page. If you wish to accept them, then you
will be required to complete the required fields.

My AmeriCorps Portal User Guide — Vista Sponsors
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3. The first section asks you to the applicant’s citizenship status. Choose from the drop
down lists, either one selection from Column A or one from both B and C.

View Application

Basic Education Experience & Community Criminal
Information skills Service History

References ponsor

Recommendation /
Rejection

To extend an offer to an applicant, all reference responses must be completed as well as all required fields
on this form. Please note that (") denotes a required field. To reject an applicant, you may just click "reject”

| accept || reject |

Lists of Acceptable Documents

List A oR ListB AMD ListC
Dacurments that establish both Docurnents that establish Cocuments that establish
identity and service eligibility identity senice eligibility
| | | v : v
Document ID from ist A ® Cocument ID from listB: * Document ID from list C: *

Sponsor: Disaster Relief Project Group

r . Olndridual is eligible for a "Career Plan” sind Enter the unigue identifier for
CateRrkial Siobilty: below the LS. poverty guidelines the document (e.g. driver's
license number, passport
nurmber) here. If there is no
number, type "M "
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4. The remainder of the form will ask you for your assessment of the applicant. All
fields are required unless it is conditional based on the prior question.

" Is the applicant currently involved in community service? Describe work and degree of
involvement.

Yes=.

" What relevant skills or strengths can the applicant contribute to this program?
Many.

* What are the applicant’'s weaknesses?

None .

* What type of supervision would the applicant need to function effectively as an
AmeriCorps VISTA?

Little.

‘Is the applicant available

for service on a full time :
basis? applicant unavailable for full-time service
) @yes Ono

An explanation is only needed

* If not, please explain: _ )
P P if the answer is "no."

* Describe the project and role to which you plan to assign this person.
Imporcant nnq

My AmeriCorps Portal User Guide — Vista Sponsors
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courses unrelated to the volunteer assignment that would render the
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*Overall recommendation

Ol recommend the applicant without reservation as an excellent candidate for AmenCorps™/ISTA
service

O On the whole, | would recommend the applicant as a good candidate for AmerCorps™VISTA service.
O have some reservations, but the applicant has a fair chance of success in AmenCorps™ISTA
service

O have substantial reservations about the applicant for AmenCorps™ISTA senvice

Ol believe the applicant is unsuited for AmenCorps™ISTA senice

Additional comments:

[ accept ]| reject

return to recruitment workbasket
Final recommendation is

entered here. When you are

finished, click on "accept” or

"reiect” button.

5. By clicking on one of the two buttons, the system will ask you to confirm your
decision.

Describe the project and role to which you plan to assign this person.
123

Microsoft Internet Explorer,

Qverall recom

Ol recommend > Please confirm that ywou wish bo reject this submission. andidate for AmerCorps™vISTA
service.
O On the whole, [ o« [ comedl | Hicate for AmeriCorps™/ISTA service,

successin AmeriCorps™/ISTA

Cl have some r
service.
Ol have substantial reservations about the applicant for AmeriCorps*™WISTA service.

® | believe the applicant is unsuited for AmenCorps™/STA service.

Additional comments:

[ accept ] [ reject
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Your recommendation information has been saved.
* The applicant will be notified of your decision.

Education Exnperience & Community Criminal References Sponsor
Skills Service History Recommendation J
Rejection

List A OR ListB AND ListC
Documents that establish both Documents that establish Documents that establish
identity and service eligibility identity serdce eligibility

6. View status change in Recruitment Workbasket by clicking on the link to return.
You'll see the status has changed to Selected.

RECRUITHMENT WORKBASKET
Service Dpportunitics
Search For Applicants

Search For Applicant Submissions

Pending Application Submissions

Hame Listings Date !uhm.'ltha M: I'u'h ngﬁlhil

Shermeka M Kellum Lutheran Sooal Services of Ilinois  10/08/2007 Under Review  09/03/2007 print
MARION D DAYIS Lutheran Social Services of Illinois  10/08/2007 Under Review  07/01/2007 print
Heidl L Reed Lutheran Social Services of lllinois  10/08/2007 Submitted 10/01/2008 print
Jessica L Zaiz-Stanley  Lutheran Socal Services of Hinois 10/08/2007 Submitted 06/01/2007 print
Rachel E Neumayer Lutheran Social Services of llinois.  10/08/2007 Submitted 09/01/2008 print
sara e fronek Lutheran Social Services of lllinois  10/08/2007 Submitted 08/01/2007 print
Melanie Woad Save the Starlets 11/16/2007 — 11/16/2007 print
Mia Wallace Save the Starlets 11/19/2007 30/2007 print
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6.3. Applicant Search

The applicant search functionality enables you to search for a specific applicant and/or
search for a group of applicants with a certain skill set, availability, etc.

6.3.1. Quick Search
1. From your Recruitment page, click on Search for Applicants.

RECRUITHMENT WORKBASKET

| se

Search For Applicants

Search For Applicant Submissions

Pending Application Submissions

_ . Date y Date
glaing ERvipR Submitted akaton Available
il Enrvices of
Shermeka M Kellum 'I'I"I'_tl_lh:;a" Sl aEce 10/08/2007 Under Raviaw 09/03/2007 print
|l 1
ial f
MARION D DAVIS EHIOEAI SO0 SAricES 0 10/08/2007 Under Review 07/01/2007 print

Ilinois

Lutheran Social Services of

Heidi L Reed THitvols 10/08/2007 Submitted 10/01/2006 print
f ", Lutheran Social Services of
;‘:;:',’i‘;" £ II“I'IH:!:" e =S 10/08/2007 Submitted 06/01/2007 print

2. You can perform a quick search by entering all of the data that you know. Click on
Search. This type of search is best when looking for a specific individual.

a ) A
eCGRAN]S

Applicant Search

To search for an applicant use the fields below and click the search button. You do not need to enter full names to find applicants,
For xample, searching for “1° as the first name and "Smith” as the last name will give results for John Smith, Jane Smithson, and
50 an,

NSAID |

NSPID |

First Name | [

Last Name |
Date of Birth | L (mmvddsyyyy)
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5. View search results. If the data entered was only partial, the search may result in a
list.

( R AN |

Search Results

Balow iz & list matching the critéria you entered, Please select an Applicant from the list below to view the detailed information
associated with the applicant,

Results 1 Through 4
rowr search returned 4 results,

Hame™ HsA 1D* Diate of Birth* e-mail*

Ehawn G Byder 252421 Man Sep 16 00:00:00 EDT 1955 shawnh.ryder@purchase adu
Stacia S Bydar 245802 St Mar 30 00:00:00 EST 1985 ryderss@washjaff.adu
Winona Byder 267322 Fri Jul 10 00:00:00 EST 0985 Lgonzalezi@ens.gov

Holly m ryder 232221 Tus Moy 15 00:00:00 EST 1933 navybean8@aol.com

6. Click on the name of the individual that you wish to view. If the search did not yield
the result you needed, click on Search Again. Clicking on the name will produce a
page containing their profile information. If the applicant has chosen to be notified of
opportunities, a button will be provided to send them a message.

7. Choose the service opportunity from the drop down menu. Then click on send mail.

Skills

« Business/Entrepreneur: I have my own business and everyone is a witness, I
also have my own clothing brand name with one of the biggest appearl distrubuter;
Mike I am the emptiomy of an Entreprenuer in its purest sense,

« Youth Development: I have help to develop the youth of the Akron and Cincinati
area,

« Basketball : Basketball is my life; I need it, I breathe it. It encompasses me.

« Architectural Planning : [ designed my own home; it is 30,000 acres; 12 times the
size of the home I grew up in.

Languages
« Speaks Basic Spanish

Interests:

Notify potential applicant of opportunity:
Please select one of your listings below and click "send e-mall" in order to notify the

potential applicant of an oppgg —_— Ji=

-L.u‘lhetan Social Services of llinois

Lutheran Social Senices of llinos
Save the Starlels

Sponsor's Test Listing
Project Mame
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8. If you chose to send an email to the individual, the following will appear at the top of
the profile page:

aw Profile
MName: Lauren Palmer
MNSAID: 267300

Mailing Address:

Home Phone Number: 555-555

Work Phone Number:

6.3.2. Advanced Search

* An email notiftying the applicant of a potential listing match has been sent.

E-mail: kveseyi@os.gov

Username: |palme

Permanent Address:
67 O St MY

Home Phone Number; 202-555-259;
Work Phone Number:

The advanced search enables you to conduct a more detailed search for certain skill
sets, languages, availability, etc. It often results in multiple applicants.

1. From the Applicant Search page, click on the link to conduct an advanced search.

Applicant Search

To search for an applicant use the fields below and click the search button. You do not need to enter full names to find applicants.

For example, searching for "J" as the first narme and "Smith" as the last narme will give results far John Smith, Jane Smithson, and

S0 0,
NSAID
NSPID
First Mame
Last HName

Date of Birth

Click here for advanced applicant search options,

E_ (rormdd Sy ey



2. Choose your criteria.
) A
ATaTA

Applicant Search

To search for an applicant use the fields below and click the search buttan. You do not need to snter full names to find applicants.
For axample, searching for ")° as the first name and "Smith™ &5 the last name will give results for Jehn Smith, Jane Smithson, and
40 an.

MSAID | ]

NSPID |

First Mame

Last Name |

Date of Birth | 13 (mmsddiyyry)
E-mall Address | i

Highest Education Level |_<_3_rladuate Degres ‘Hnl
Available From | Eﬂ_ fmm/ddfyyry)

Skills [_&jumputerﬂuchnoln gy V":

Language |_.l§i|-=.-:|¢u 'Séll:ct '\f.l
Fluency |Flease Selsct %I

Age Between: [: and __I

3. As with the quick search, you can:

a. View the results
b. View the profiles of individuals
c. Send the individuals an email

My AmeriCorps Portal User Guide — Vista Sponsors
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6.3.3. Applicant Submission Search

This functionality enables you to find all of the individuals who have submitted an
application to one of your listings. You can search on a range of criteria.

1. From your Recruitment Workbasket, click on Search For Applicant Submissions.

RECRUITMENT WORKBASKET

Service Dpportunities

Search Eoead
| Search For Applicant Submissions
'BI'II'IH TLTTT L S LA ng] SIONS
Date Statu Date
Name Uistings Submitted = Available
Lutheran Social Services of
Shermeka M Kellum " ; N 10/08/2007 Under Review 09/03/2007
11 1
L ran Social Servi of
MARIDN D DAVIS IIT::J: SOGiRl Inrvices 10/08/2007 Under Review 07/01/2007
Lutheran Social Services of
Heidi L Reed 10/08/2007 Submitted 10/01/2006

Ilinois

2. Choose the criteria that you wish to search on, and click on search.

Applicant Submission Search

To search for an applicant submission use the fields below and click the search button.

You do not need to enter full names to find applicant submissions. For example, searching
for "1 as the first name and "Smith" as the last name will give results for John Smith, Jane
Smithson, and so on,

Applicant 1D ] This search example
' is by "Listing."

First Name |

Last Mame | /

Listing | 12127-Save the Starlets v |
Status [Flease Select vl
Date 163 |5
| j=L (mm/dd/yyyy) = :
between: : {ren/dd/yyyy)
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3. View Search Results page.

Applicant Submission Search Results

Eelow is a list matching the criteria you entered. Please select an applicant submission
from the list below to view the detailed information associated with the Applicant.

Results 1 Through 10

1 |2 Next Lg
Your search returned 14 result

Name- M,W,M,M'E@Eﬂ' Stater Created: :
(0] Code ID
Angels 267433 OFVENILOoSE 38489 WISTA Save the IL Assigned
Basseit Stariets
lerome 267546 O7TVSNILOOE 38489 11/08/2007  Assigned
Bettis You can sort the data 12:00 AM
by all column headings.
lin Farrell 267510 OFVENILDOE 38489 11/05/2007 Azzigned
Starlets 12:00 AM
Mel Gibson 267623 O7WSNILOOE 38489 VISTA  Save the iL 11/19/2007  Pending State
Starlets 12:00 &AM Office Approval
Al Pacing 267484 O7VENILDDS 35489 VISTA  Save the iL 11/05/2007  Assigned
4. Clicking on an applicant’s name will bring up their application.
View Application - Jerome Bettis
Basic Education Experience & Community Criminal References Sponsor
Information skills Service History Recommendation f
Rejection
Name: Jerome Bettis Date of Birth: 03/29/1933
ApplicantID: 267546 Username: |[bettis
SSN: "TA333 E-mail: ntichon@cns goy
Mailing Address: Permanent Address:

1 Super Bowl Way

Pittsburgh, PA 15222
Home Phone Number: 412-333-3333
Work or Other Phone Number:

Residence Information:
Status: U5 Citizen
City: Pittsburgh
State: PA
Country: United States of America

Additional Information:
Earliest Availability Date: 11/30/2007

Interests:

My AmeriCorps Portal User Guide — Vista Sponsors
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1 Super Bowl YWay

Pittsburgh, PA 15222

Home Phone Number: 412-333-3333

Work or Other Phone Number:  4712-444 4444
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7. Member Management

7.1. V-81 Forms

The V-81 forms are completed by members if they need to use public transportation or
their own vehicle or an agency owned vehicle to do perform their assignment. The
portal functionality automates the approval process for you and the member.

All sponsors associated with a project code will receive an e-mail notification that a V-81

form has been submitted.

7.1.1. Workflow

Sponsor

Member

Completes V-1 form Views V-81 and
online in the Portal. changes status to
“Sponsor Approves.”

Member

Logs in and views
change of status.

My AmeriCorps Portal User Guide — Vista Sponsors

CHCS State Office

Views workbasket and
seesthat aV-81is
awaiting approval. Logs in
and changes status to
“Approved.”

Member

Loegs in and views change of
status, and ¢an now operate
vehicles.
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7.1.2. View and Approve V-81 Forms
1. From your home page, click on Member Management (... V-81 Requests).

S 5

Corpasalvin

N,
g&ﬂﬁu‘hﬁﬁ
ERVICEETS

eGRANTS MESSAGES VIEW MY GRANTS/APPLICATIONS

Welcome Jane B view all
B 3 Awarded
B 1 Closad
B 1 Concept Papers

B 1 Grantee edit of application or repart

g TS TR P e———

B Member Management {2 V-81
. REquests)

pplications)

Creating an Application Managing My Account Reporting to CNCS

Mew B  Click on the links below to access common

account functions.
Continuation/Renewal @ Financial Status Report @

My Account a8

Amendment B Progress Report -]

Org has users awaiting approval @
Concept Paper @ PPYA Report @

208 approved | Contact Help Desk | disable the pictures

2. You will be brought to your Transportation Forms page.

MEMBER PORTAL WOREBASEET

Transportation Forms
Hame Form Info Last Modified Date Status view fedit

Sadie Miller - 2002 Pontiac Grand Prix 08/26/2007 Fending view [edit

My AmeriCorps Portal User Guide — Vista Sponsors
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3. If you click on view you'll see static content, with the opportunity to change the
status. To approve the form, use the drop down box to change the status to
Sponsor Approved, and click on save.

¥-81 Ieformaiion

Type: Member Gwned Vehicle
Section A

Wehicdle Make =@  nissan
Vehide Model :  centra
Vahicle Year 1 2005
Vehicle State : PA
Yehicle Licenses Momber 1 123454789
Vehicle Year : 2005
Insurance Carrar Ersm
Amount and Type of Coverage @ 100,000
Who Pays Operating Cost of Wehscle = Parents
Estimated Mumber of Miles Travelad 40
Mornithly =
Primary Dnver 2 Shagulle Oneal
Othar Drivers (if spplicable) : nis
Section B:

¥ The owner certrfias that thiz vehicls (5 beenged and insured &f regquirsd by

Insurance [ Licensing Certification :
7 applicable State and local laws.

Section D:
Describe all Purpose of Travel (Ta ba

completed for both vehicles and public TO get to my project site
transit.) :

* Status | Pending bt
Please Select
Sabdling [cancel |

q Rejactad

4. The My AmeriCorps portal will show the member that the status has changed. A
request for approval from the State Office will appear in their workbasket.

7.1.3. Edit V-81 Forms

1. Click on edit from the Transportation Forms page.
L L AN

MEMBER PORTAL WORENASEET

Transporiation Forms
Hame Form Info Last Modified Date Status
Ladie HMiller &- 2002 Ponbiae Grand Prix ORSEE2007 Perding
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1. Form opens up in Edit Mode.

Pencng @

2. Click on save to save your changes or cancel to return to the Transportation Forms
page.

My AmeriCorps Portal User Guide — Vista Sponsors
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Appendix A: Frequently Asked Questions

What is My AmeriCorps and what does it mean to me?

For those of you who are new to My AmeriCorps, it is an online space designed to help
manage the AmeriCorps experience online and in one place. Using My AmeriCorps, you can:

e Create and update service opportunity descriptions

e Reach out to applicants whose interests and skills could make them a potential
match for your service opportunities

e View applications

e Submit the Sponsor Evaluation and select applicants

e Approve assignment-related transportation forms (V-81)

Additional member management functions will be made available in the next phase of the My
AmeriCorps launch in Spring of 2008.

How do | access My AmeriCorps’ recruitment and application features?

In order to seamlessly incorporate sponsor functions related to volunteer applications
(replacing ACRPS functionality), we will be making minor modifications to the eGrants home

page.

The My AmeriCorps features can be accessed by logging into the eGrants system, as some of
you may already do. And if you don’t use eGrants we’ll work with your Grantee Administrator to
set you up to use it prior to the new system going online. Within your User Guide you'll see a
step by step process accompanied by pictures of the screens you will use to show you how to
log in and navigate the system.

What happened to the AmeriCorps Recruitment and Placement System (ACRPS)?

The ACRPS system has been retired and its functionality has been incorporated into the
existing My AmeriCorps portal functions. Your current service opportunity listings and
applications will be migrated to the new system.

How do | get to my current postings?

Current project listings will be migrated to My AmeriCorps. Specifically, on the eGrants home
page, under “View My AmeriCorps Portal,” links will be provided for recruitment and application
functions: Recruitment (X (number) applications pending. On your Recruitment Page you will
see a link for My Service Opportunity Listings. Clicking on that link will bring up your current
postings and also functionality for you to create and edit listings.

How do | see who has applied?

Current applications will be migrated to My AmeriCorps. Specifically, on the eGrants home
page, under “View My AmeriCorps Portal,” links will be provided for recruitment and application
functions. If you have applications to your program awaiting review, a number will appear in
the Recruitment link indicating that you have “x” number of applications pending.

The individual listed under the Contact Information section of the service opportunity listing will
receive an email notification of an application submission.



What will the applicants experience by using My AmeriCorps?

We have used this opportunity to provide an easy way to find information about programs and
a more user-friendly and transparent application process. And once applicants enter their
information using My AmeriCorps, they can continue to use the portal to do a number of things
for themselves and access important features and information whenever they need it. Less
paperwork will be required for all parties — applicants, members, sponsors and VISTA staff.

How will | know to take action on a V-81 form?

All sponsors associated with a project code will receive an e-mail notification that a V-81 form
has been submitted.

First, you will receive an email notifying you of a submission of a V-81 request. Then, on the
eGrants home page, under “My Grants/Applications,” links will be provided for Member
Management functions. If you have assignment-related transportation forms (V-81) pending, a
number will appear indicating it is so within your Member Management ( “x” number of V-81
requests) link on your home page. From that link you will see a listing of forms that you can
view and approve/reject. VISTAs can the log into the portal and check the status.

Where can | get help using new recruitment functionality in eGrants?

As you may do today, you can send your questions to admin@americorps.org. Our
Recruitment Administrator can work with you to identify the root of the problem and resolve it.

If you have issues with your user name or password, contact your Grantee Administrator or the
eGrants Help Desk. You can also contact the eGrants help desk from within the system:

1. Click on Contact Help Desk located at the bottom of most pages. An email
addressed to the help desk opens in a new window.

2. Click into the body of the message.
3. Type your guestion.

e Include as much detail as you can about what you were doing when any problem
occurred, including a description of the data you were entering.
e Note whether you can reproduce the problem.

e Describe what the system did as a result of your actions; if possible, provide the
exact text of any error messages you've seen.

¢ Note how and when you can be reached.
4. Click on Send. The email is sent to the help desk.
or

You can also contact the eGrants Help desk by telephone at 1-888-677-7849
(extension 533) between 8:00 AM to 6:00 PM Eastern time, Monday through
Friday.


mailto:admin@americorps.org

	1. Overview
	2. New Users 
	2.1. System Overview: Using eGrants/My AmeriCorps 
	2.1.1. Hardware and Software Requirements
	2.1.2. eGrants: Grants Management
	2.1.3. eGrants: Recruitment and Member Management
	2.1.4. My AmeriCorps: Connecting Applicants and Members to Sponsors


	3. Key Process Changes for Current ACRPS Users
	4. Setting Up an eGrants Account
	5. Basic Navigation
	5.1. Accessing the My AmeriCorps Portal Functions 
	5.1.1. eGrants Interface
	5.1.2. User Roles

	5.2. My Home Page 

	6. Recruitment and Application Processes
	6.1. Service Opportunity Listings
	6.1.1. Workflow
	6.1.2. View Service Opportunities
	6.1.3. Create Service Opportunity Listing
	6.1.4. Edit Process

	6.2. Application Process
	6.2.1. Application Status Definitions
	6.2.2. View Application
	6.2.3. View References
	6.2.4. Sponsor Recommendation

	6.3. Applicant Search
	6.3.1. Quick Search
	6.3.2. Advanced Search
	6.3.3. Applicant Submission Search


	7. Member Management
	7.1. V-81 Forms
	7.1.1. Workflow
	7.1.2. View and Approve V-81 Forms
	7.1.3. Edit V-81 Forms


	Appendix A: Frequently Asked Questions

