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VISTA Assignment Description

1 Summary

VISTA sponsors are asked to fill out a VISTA Assignment Description (VAD) form for each VISTA member who
serves with a VISTA project. A VAD explains a project position and role assigned to a member and includes
goals, objectives, and activities a member is expected to complete to satisfy project needs. Sponsors can
electronically create, edit, save, and archive VADs, as well as assign VADs to new and existing VISTA members
using the Grantee Portal (eGrants Phase Il). Additionally, AmeriCorps Region staff electronically
approve/reject VADs created and submitted by the sponsor, and VISTA members can view their VAD through
their My AmeriCorps Portal account.

2 Instructions

2.1 Creating and Submitting a VAD

1. Inthe eGrants Phase Il Portal, that VAD workbasket can be accessed 2 ways:

i Through the VISTA Workbasket — By clicking the “VADs” tab.
i i

Pending VADS VBl f Fuguie Pl

Mo malches

[:l Inchude Expired VADs Your search returned 0 results

VAD Trtle= Provect & & Prapect Mame @ Project Perod § Tl =

Create new VAD

ii. Through the Recruitment Workbasket — By clicking the “VADs” tab.
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Recrurtment Workbasket

Portal Home

Trainee Profile | Peading Applications: ” Service Dpportunilies ” VADs l
Search Potenbial Applcants

Seprch Submirted Applications

Mo matches
Manage Mombers ] ndude Expired WADs Your search returned 0 results,
Manage Evenis

B iecruitment Warkbasket
VISTA Workbasket

Craate new VAD

Sponsar Venhoaton

VISTA Hepoits

2. To create a new VAD, click on the “Create a New VAD” link. The VAD creation page will appear.

Recuitment Workbasket

Portal Homs

Trainee Profile | Pending Applications Service Dpportunities ]lr VADs |
Seareh Potentul Agplicunts

Soarch Submitted Applicatons Mo matches

HManage Marnbars O Include Expired VADS Your search returned 0 results.

Manage Evants
B Recruioment Workbasket
VISTA Workbasksy

Spansor Venficabon

VISTA Raparts

3. Fill'in the fields on the page (or choose an option from the available drop-down menus). An item
marked with an asterisk is a required field.
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Create New VAD

An asterisk (*) denotes a required field

. )
Select a project BoySANY  01/03/2021 - 01/01/2022 V|

period:

*VAD Title: |Evic1ion Prevention Coordinator |

Copy from existing |

VAD: V| copy

" Site Name: | Vl

For Focus Area(s), select a programmatic area; do not select Capacity Building.

*Primary Focus Area: |Ecnnumic Opportunity V|

Secondary Focus Area: | Vl

*Goal of the Overall

(750 characters max, 309 remaining)
VISTA Project:

Due to COVID, the number of pending evicticons in our county

is enticipated to rise by 300% over the next year. The goal ~
of the Evicticn Prewvention FProject 13 to reduce the number

of evictions through rent forgiveness programs, legal
counseling and creating & volunteeser system to help secure
alternate housing. The VISTA Cocordinatcr will alsc create &
Community Council to advocate for fair and affcrdable (v
housing develcpment and maintenance.

Objective of the Assignment

*0Objective Description: (1000 characters max, 735 remaining)

What is the primary cbjective that the VISTRA needs to meet
for the project to be successful?

NOTE: The system may only let you enter the end date of the
project and NOT the member's assignment periocd. However the
VAD will remain active for the VISTA's entire term.

*Member Activity:
remove this activity

srtate: [ | (m/ddrnyy)
End Date: I:l{mm.-’ddfw‘ﬂ'] |

(2500 characters max, 2500 remaining)

4. To save the VAD without submitting it to the Region Office for approval, click “save.”
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i.  The VAD will then appear in the workbaskets under the “VADs” tab in the “Pending” status.
VADs in the Pending status can be edited and submitted to the Region Office for approval at a
later time.

Waorkbaskat

Poriml Homea

- = — - - .
Search Potent:al Applicants Fendicng  VADs V-B1 Forms' || Future-Plans ||  Training | VAD { Sponsot:
Search Submitted Applications i 5t i | f ﬂi:ﬂmmt. Verification 1
Marage Members Results 1 Through 1
SEN & Citizenship Status E Include Expired WADs Your search returned 1 results,
M.nauc Eu“h _-_nm..
Recruitment Waorkbasket

Bullding Skills for the ; =
B8 VISTA Workiesket 08VSPCADD4  Economic Security of it o Pending  edit
Sponsar Verification Service Workers
I.' e — —
I:,.-«""FP Click on the title of T Create new VAD
: the VAD to view the )
“__ PDF version e
e o

5. To save and submit the VAD to the Region Office for approval, click the “Save and Submit” button.
i.  The VAD will then appear in the workbasket under the “VADs” tab in the “Submitted” status.
VADs in the Submitted status cannot be edited, but they can be deleted.

Workbaskat
I

Partal Home

| Traiming || vaD

Seerch Potentlal Applicants Pending : V<81 Farms || Future Plans-

VADs | RpnEAGE ‘
PR Fa Bssigriment Ver|ficstion
Search Submithed Applications 2.4 e B | i 2 ' ' r! -
Manage Members Resufts 1 Through 2
SSN & Citizenship Status I Include Expired VADs THUF SIS ETRRg £ 35Sl

Manage Events

Recruitment Warkbasket

Buliding Skills for the
@ VISTA Workbaskst ﬁr;rlh OSVSPCADDA  Ecanomic Seeunity of gﬁgﬁgg = [ Pending  edit
Spansar Veriflestion Service Warkers
Building Skills for the p
09VSPCADD4  Economic Security of gﬁﬁggﬁ T Submitted  dalete
Servica Workers

Create naw VAD
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6. Once a VAD has been created, you can copy the information from the existing VAD into a new VAD
that is being created. This will allow you to instantly reuse information, instead of manually re-
entering information that may be used for multiple VADs. The steps for copying VAD info are as
follows:

i Choose an existing VAD from the “Copy from Existing VAD"” drop-down menu.

ii. Click the “copy” link, and the remaining information will automatically fill into the VAD

fields.
iii. Edit the information as needed before submitting the VAD.

Create/Edit VISTA Assignment Description (VAD)

Search Patential Applicants wﬂ.ﬂ'ﬂ? -
Search Submikigd Applleationg
Marmge Mesadary An asterisk (*) denotes a required field

55N & Citizenship Status .
*Select a project period: 08YSPCAQQ04 037252012 - 0372372013 ~

Manage Events

Recruitment Warkbasist *WVAD Title: Sample VAD 2

WISTA Waorkbasket Copy from existing VAD: [ENEISSENERETETEREINEE *  copy

Sponsor Verification =
P = Site Name:

[if sppiieatls)

For Focus Area(s), select & programimatic arca; do not seloct Capacity Bullding.

*Primary Focus Area: -
Secondary Focus Ares: -
*Goal of the Project: (750 characters max, 750 remaining)

"
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7. Once the VAD has been reviewed by the Region Office, the VAD will either be Approved or
Rejected by the Region Office Staff. The VADs will still appear in the workbaskets with the updated

Status.

\ AN TAWATL'E e

Workbaskat

Portal Homa
- o B
Sesrch Patentizl Applicents | Pending

Appahuuw

Search Submitted Apglications

VADs | -'ﬂt'Fﬁ'nu“PuI.umPJans

Training

| Ansl._gm'nu'rt Verification

= e =

Marage Mambers Results 1 Through 2

55N & Clitlzanship Status 71 tnclude Expired VADS

‘Building Skills for the
B VISTA Workbasket 'Ii'.m 2 e Ead
Sponsor Yerification Service Workers
Sample ‘Buildirg Skalls for the
VAD 1 OSVSPCADDS Economic S-nmrltj' of
Seryice Wnrkm

Your search returned 2 resufts,

Recruitment Waorkbaskst

03/25/2012 -
0372372013
03/25/2012 -
03232013

Rejected  adit

Creste new VAD
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i Rejected VADs can be edited and resubmitted to the Region Office for approval. You must
edit the VAD before attempting to resubmit; if you do not edit the VAD prior to resubmitting, you
will receive an error message.
ii. VADs that have been rejected will include comments from the Region Office. These
comments will remain on the VAD until it is resubmitted to the Region Office and either Approved
or Rejected. The comments can be viewed in 2 ways:
a. (1) Click on the title of the VAD. The VAD will open as a PDF, and the comments
will appear on the first page.

@ hitpis:/fsitmy arericongs gov/grantee/acniitiviewVad dotvadid=18nwhg - Microsoft Internet Explier provided by CNCS || SN

Ly https:/sibmy.americorps.gov/arantes/recruitviewad dofvadid=1 = &g |+ | X || & fing Y

| File Edit GoTo Favailtes Help

Fawontes |2 88| Oracle Application Server F.., 8| Wb Shoe Dalley =
w8
s

L]
B &3 hitps/fsitmy. americorps.gev/... W [j Y W * Page ™ Lalety * Took + ﬂ"’

VISTA Assignment Description (VAD)

Title: Sample VAD 1

Sponsoring Organization: Building Skills Partnership

Project Name: Building Skills for the Economic Security of Service Workers
Project Number: 09VSPCADO4 L
Project Period: 03/25/2012 - 03/23/2013 '

Site Name (if applicable); Sample Site

Focus Area(s)
Primary: Education |
Secondary:

|
[ _ |
< Mote: This VAD was rejected on 08/06/2012
Comments: Rejection comments for sample VAD 1 .
VISTA Assignment Objectives and Member Activities

Goal of the Project: Description of the overall goal of the project.

Objective of the Assignment (Period of Performance: Start date - End dare)

Description of the objective.

Member Activity: Descripton of the acton parformed 1o mest the objective.

jjbane +/ Unknown Zone | Protected Made: Off g
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b.

Or (2) click on the “edit” link. The Edit VAD screen will appear with the comments

shown at the top of the screen.

._ Craate/Edit VISTA Assignmeant Description (VAD)

Partal Home
Search Potentisl Applicants
Search Submitted &pplications
Marage Members
55N A Cibizenship Status
Managa Events
Recruitment Warkhasket
VISTH Workbasket

Spongor Verfoaton

Note: This VAD was rejected on 08/06/2012

Comments: Rejection comments for sample VAD 1

An astorisk (") denotes a required fiald

Project Name: Buillding Skills for the Economic Security of Service Workers
Project Number: D%VSPCADDA
Project Period: 03/25/2012 - 03/23/2013
VAD Title: Sample VAD 1

Site Name: Sample Site
(i applicable)

For Focus Area(s), select a programmatic area; do not select Capacity Building.
*Primary Focus Area: Education -
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2.2 Assigning a VAD to a Candidate

1. When filling out the Sponsor Recommendation form, all approved VADs will appear in the drop-
down menu. (If the drop-down menu is blank, there are no approved VADs for your VISTA project.)

* Describe the project and role to which you plan to assign this person,

*Select an approved VISTA Assignment Description (VAD) for this
person:

Sampla VAD 2 view fPrint VAD

“Overall recommendation

I'recommend the applicant without reservation as an excelient candidate for
AmeriCorps*VISTA service

On the whale, | would recormmend the applicant as a good candidate for
AmeriCorps*VISTA service

| have some reservations, but the applicant has a fair chance of success in
AmeriCorps*VISTA service.

| have substantial reservations about the applicant for AmernCorps*VISTA
SEnice.

| believe the applicant is unsuited for AmeriCorps*VISTA service

2. To request a VAD assignment for a candidate, choose an approved VAD from the drop-down menu
when submitting the Sponsor Recommendation Form. Once the candidate selection is approved by
the Region Office and the member is assigned to a project, the VAD will officially be assigned to the
member.
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2.3 Changing a Member’s VAD Assignment/Assigning a VAD to an Existing
Member

1. To change a member’s VAD assignment, or to assign a VAD to an existing member, click the

L\ AN IAWATA'E M

Welcome Member Home

Search Potential Applicants Member Information

- ik Tomrm Far b
Search Submitbed Applications  Slick hers for help

B Marage Members MName: _ Date of Birth: 10/04/1987
SSN & Citizgenship Status
Member ID: _ Username: _

Merage Evenis

R e SSN: 1476 E-mall: test@cns.gov
VISTA Workbasket S5N Status:Previously Servedid
Sponsor Vesification Citizanship Status:Praviously Sarvedd

U.5 Veteran: N

Mailing Address: Permanant Address:

e A e L San Jose, CA 95117 - 4025 San Jose, CA 95117 - 4025
Home Phone Number: 408-540-29550 Home Phone Number: «#403-540-93950
Work or Other Phone Number: 408-640- Work or Other Phone Number: 405-540-

“Change VAD Assignment” link located in the left side bar of the member home page.

10
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2. The “Request Member VAD Assignment Change” page appears. On this page you can view the
current VAD assigned to the member (if no VAD is currently assigned, the page will specify “None
Assigned”), as well as choose a new VAD assignment for the member.

Walenme Request Member VAD Assignment Change

Portal Home
= by Pheshiper AR Mambar Information
SERTT ratentisl Agoticants
Manage Membamn L _

SSN & Crtizenship Status

Manage Events Axsi : f dan

Recrultment Warkbadket

Start Date: 08/07/2012
VISTA Workbashet

End Date: 08/06/2013

=ponsnr mrification
Bullding Skilis for the Economic Security of Service
Program Namea: )
Warkars
Member Infarmation Program Code: 09VSPCADDY
Program Year: 2012
Membar Home Current VAD: None Assigned

Select VAD to Assign to this Member:

vaD: Sample VADZ2 - wiew /Print VAD

3. Choose a new VAD assignment from the drop-down menu, and click “submit.” This will submit the
VAD assignment change request to the Region Office for approval.

11
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4. You can view the status of the VAD assignment change requests by going to the “VAD
Assignments” tab of the VISTA Workbasket. This will allow you to see submitted change requests

along with their status.

AN |

Waorkbasket

Search fotuntial Applicants Panding | WA V=81 Forms [ Future Plans | Training waAD | Sponsar
- Aplications Forms Assignmant | Vonfization

Search Submitted Applications !

Hamige Mhribers Resulks 1 Through 1

55N & Citizenship Status 7 Include Expired WAD Assignments Yeur search returned 1 resules
£z T T : = =

Manape Events . Member Mesmiimr : = - e R : =

a- 4 | Ma=a * | Prefect Names .'Eum"' e .amw; P St

Ragruitmerit Workbaskst

Busilding Skifls for the
W ISTA Warihsieet 893881  SALATAR JESUS  Economic Security of ﬂ:ﬂ":" 3::’;"’ Subimitted

Spanser Verification Service Workers

i.  If a VAD assignment change request is approved by the Region Office, the VAD assignment for

the member will be updated.
a. Toview the current VAD assigned to a member (as well as any VADs previously assigned
to the member for that project), refer to the VAD section on the Member Home page.

12
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ii.  If a VAD assignment change request is rejected by the Region Office, the VAD will not be
assigned to the member. Also, comments from the Region Office will be available to view.
a. To view the Region Office’s comments, click on the title of the requested VAD on the VAD
Assignment tab. The VAD will open as a PDF and the comments will be shown on the first
page.

Work or Othar Phona Numbar:
Wark or Other Phone Number: 408-975-0850

edit mamber info

Servica Infermation

Program Organization City/State Service Service -
Start End
VISTS - AmeariCorps fimg Sheills Los Angeles, I . -
s . X 08/07,2012 O08/06/2013 wview
WISTH Partnership Ca
STATE - AmeriCorps  City of Sacramento Sacramentao,
09 18/2010 0/ 21,/2011
State START Ca
VISTA Assignment Descriptions (VADs)
VAD Title Program Start Date End Date
Sample VAD Bullding Skills lor the Econormilc Security of Sarvice
u 08/07/2012 OB/O6/2013

2 Workers

13
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2.4 Workarounds for Issues in Saving & Submitting a VAD in eGrants

Summary: Some users may have an issue with the creation of a VAD in eGrants due to the version of
the browser that is being used. It is recommended that users always use Internet Explorer (IE) when
working in an AmeriCorps application as that is the compatible browser. However, we have found that
the “Save and Submit” button on the “Create VAD” screen in eGrants (below) may not work when a
user is on Internet Explorer Version 10 or above, and it may not work on other browsers such as Safari,
Firefox etc. This prevents Sponsors from creating VADs for their projects.

“Save and Submit” button on Create VAD Page:

el
Reikily

The Save & Submit button
g o | | €—— may not work for IE 10 or
IE11.

Two workarounds for this issue are described in this document. Please use the

corresponding workaround depending on which version of Internet Explorer you
are using (v11 or v10).

14
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Workaround for Internet Explorer v11

1. Go to your eGrants homepage and login.
2. Click on the “Gear” symbol in the upper right-hand corner of the screen.
3. Click on “Compatibility Settings.”

4. The URL for the page will be populated.
5. Click “Add” then close the window.

o | Enspiny bebranal sas o Corrpetiiiey View
o | st Mot competiiny lats
Learn mere by reading the Tnipee: Explore prvpcy sitecet

15
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6. Click on “Portal Home” in the eGrants Application.
7. Click on the “Gear” symbol in the upper right-hand corner of the screen.
8. Click on “Compatibility Settings.”

I 12:35 PM, EST O

T -
2

Furding WATs ¥HlFeTm b Ve T UL el
Feya SENTYTETY  Jerlomtan

WO e
‘feur maatrh trhermed O remie

Pt P e

) D) et P e
Swgerh Gisimmitrisd Appiloiiime Appiicalions |

Harge Hembos Wi raTche

Trfie Marnoery

10. Click “Add” then close the window.

16
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Workaround for Sponsors using Internet Explorer v10

1. Go toyour eGrants homepage and log in.
2. Click on the following links: Portal Home->VISTA Workbasket ->VADs tab.
3. Click the “Create New VAD” link.

lfﬁf!ﬁl" 1211‘ F."’ m Tiumnn iy aiyasnd

Gmarzin Popenns gl I - [reem (T 1" Fatiw i Tredsry || waD F g
B et imii el il i & imt 2| [ | P

-
Mrs g Wi Hunidls § Tov g 3
livaiba Ftermis 1 irchide Eiperea wADs b e Pk i e i

SN _nu“n nl
Hirispi Evwitia

WG [rgrne
oA -

S Err v | anedm oeanne b e

G

P R Whaih e

L e WA -

T Y Auaafna

tpiere WEIN

4. Click the “Broken page” icon at the top of the screen in the address bar.
5. Enter VAD information and then click Save & Submit.

B Cresbed Fil @ ISTA Fescremen Desergation [VALY

CGRANTS
| mwmemwd

A adprsh (0] derssles o e ekl

Tt Wi . 18 |
v e PR !__ W
Flwmiga faars e
ELpage T AL THIE

D T SR e T
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B
4 hitpsy/sitmy smericorps gov/grantearecrult/viewVadAssig. dotvadAssigid=4 - Microsaft Intarnet Explorer proviaed by, I L= RIS
|,_: l:- rﬂ‘ https: /sitmy.amencorps.gow/grasnt es T A g T | 'ﬁ__"'_.'_..- P~

File Edit Go To Favorites Help
wi Favorites. g B Ovade Application Server F... 8| Web Slice Gallery
E,ﬂhttpsr.-’r'si'tmy.arnericnrps.gwfg. f =B =& ® = Page~ Salety = Took~ @~ H-’i

VISTA Assignment Description (VAD)

AmeriCorps VISTA: JESUS O SALAZAR

I Member ID: 893881 Effoctive Dates: 08/07/2012 - DB/06/2013
-.-.-.-.-.--_. - -
MNote: This assignment was rejected on 08/06/2012
Comments; Rejection comments for this WAD assignment change request
_-______________...--"' -
Title: Samp B2

Sponsoring Organization: Building Skills Partnership
Project Name: Building Skills for the Economic Security of Service Workers
Project Number: 09VSPCAQDS

Project Period: 03/25/2012 - 03/23/2013 I
Site Name (if applicable): Sample Site
Focus Area(s) B
Primary: Education
Secondary:

VISTA Assignment Objectives and Member Activities

Goal of the Project: Description of the overall goal of the project.

Objective of the Assignment (Period of Performance: Start date - End datel
Description of the objective

Member Activity: Description of the action perfarmed to mest the ohisctive.

Dome

___/ Unknown Zane | Protected Mode: Off
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