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1. Overview 

v Audience 

The audience for this User Guide is the VISTA Sponsors.  

v 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: 

• Service Opportunity Listings 

• Recruitment and Application 

• Member Management (V-81 forms) 

v 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. 
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2. 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: 

• Submitting and tracking grant applications and concept papers; 

• Peer-reviewing on-line grant applications; 

• Negotiating and awarding grants and cooperative agreements; 

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

• 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: 

• Create and update VISTA project descriptions 

• View member applications and references for your VISTA project 

• Verify documentation for citizenship  

• Submit the Sponsor Evaluation and select applicants  

• 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.  
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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.  
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3. 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 I 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 I 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. 

 

  

2. Click on the link to create a grantee account. 
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3. Click on the link that indicates that it is your first time. 

 

 

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

• Must contain at least 8 characters 
• Must contain at least 1 number, but cannot begin with a number 
• Cannot contain a word found in the dictionary 
• Cannot contain special characters such as !@#$%^&*()_?>< 
• Cannot contain your username 

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

 

 

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

 

 

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

 

 

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.  
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11. New users will receive the following email. 

 

 

12. Proceed to login.  

 

 

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.  
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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.  

 

 

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. 
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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.  
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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 
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6.1.2. View Service Opportunities 
Process: View Listing 
13. From your home page, click on Recruitment. 
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14. On your Recruitment Workbasket page, click on Service Opportunities. 

 

 

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

 

 

6.1.3. Create Service Opportunity Listing 
Process 
1. From your Recruitment Workbasket, click on Create Opportunity. 
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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 
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Screen 2  
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Screen 3 
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3. Clicking save will bring you to your new “view” screen of your Service Opportunity.  

 

4. Clicking home will bring you back to your listing page.  
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6.1.4. Edit Process 
1. From your “My Service Opportunities” summary list, click on edit next to the listing 

you wish to edit. 

 

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 
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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 
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Edit Screen 3 
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3. Clicking save will bring you to your new “view” screen of your Service Opportunity.  

 

4. Clicking home will bring you back to your listing page.  
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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).  
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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. 
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3. View each section of the application by clicking on the tabs across the top.  

 

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.  
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3. View the reference entry.  

(Continues on next page) 
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(Continues on next page) 
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4. If a reference has not yet entered his/her assessment using the portal you can have 
the portal send them an email reminder by clicking Send Reminder.  

 

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.  
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6. You’ll see your action saved in the “Basic Information” section of the application.  

 

 

6.2.4. Sponsor Recommendation 
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.  
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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. 
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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.  
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5. By clicking on one of the two buttons, the system will ask you to confirm your 
decision. 
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6. View status change in Recruitment Workbasket by clicking on the link to return. 
You’ll see the status has changed to Selected. 
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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. 

 

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. 
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5. View search results. If the data entered was only partial, the search may result in a 
list. 

 

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.  
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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: 

 

 

6.3.2. Advanced Search 
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.  
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2. Choose your criteria.  

 

3. As with the quick search, you can: 

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

 

 

2. Choose the criteria that you wish to search on, and click on search. 
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3. View Search Results page.  

 

 

4. Clicking on an applicant’s name will bring up their application. 
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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 
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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). 

 

 

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

 

 

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. 
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1. Form opens up in Edit Mode.  

 

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

• Create and update service opportunity descriptions 
• Reach out to applicants whose interests and skills could make them a potential 

match for your service opportunities 
• View applications  
• Submit the Sponsor Evaluation and select applicants  
• 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 I 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 I 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 I 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.  
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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 I 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 I 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 question.  

• 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. 

• Note whether you can reproduce the problem. 
• 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
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