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Introduction

The following presentation will guide AmeriCorps National
Program users through how to recruit a member via My
AmeriCorps Portal.
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My AmeriCorps Usage —Important Considerations...

e All of the My AmeriCorps tutorials and webinars focus
on the functionality of the system rather than grant
requirements or program policies.

e The My AmeriCorps system does not include
comprehensive compliance checks.

e We recommend that programs set their own policies
around system use and monitor usage for
compliance. However, we suggest that programs
give some thought to how they assign roles and
access so that they are comfortable with the level of
authority they are giving their users.

e Ifthey have questions they should contact their
program officer/program specialist or program
director/project sponsor.
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AGENDA

We will cover the following agenda items:

e How to create and edit a service opportunity listing
e How to search for candidates

e How to search for applicants

e How to view applications

e How to create a reference override

e How to approve or reject a member application
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Member Recruitment Workflow

4 Grantee Recruiter
: create/edit Service Opportunity Listingsj

Corporalien for
NATIONAL &Y . -
COMMUNITY CNCS Recruitment Administrator

SERVICEEEST process and post listings

) Applicants
* search for listings, register, & apply to serve

& State/National Grantee
I ' view &accept applications, extend offer to serve

Applicants
accept offer to serve & complete Part 1 of the enrollment form
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Create a Service Opportunity Listing

3/6,/2009, 5:02 PM, EST

Welcome Alyson B view all
B &7 Awarded
127 Closed
B 3 Concept Papers
B 2 GSrantee edit of application or report

B 11 subapplication being reviewed by
prime

& 4 subapplication rejected by prime

| s Subapplication returned by prirne

B 8 Under CNCS review C||Ck on the Portal
Home link to open up

B portal Home _
the Portal Home page

New B Click on the links below to access common

) i account functions. - B -
Continuation/Renewal Financial Report

My Account -]

Amendment Progress Report [ -]

Equal Opportunity Survey B ;
Concept Paper [+ ] = BE & L Progress Report Supplement B

Org has users awaiting approval

S08 Approvad | Contact Help Desk | disable the pictures
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Create a Service Opportunity Listing

Welcome Alyson Workbasket

Portal Home

Trainee Profile ‘ Pending ‘ Pending Pending Status Change Pending Exits

Applications Invitations Enrallments Requests
Search Potential Applicants

Search Subrmitted
Applications Results 1 Through 1

Manage Members vour search returned 1 results,

Invite Members Date Date

i LJ isti (] LJ
Applicant Lizting Submitted Status fiwailable

Manage Events
Manage Prograrns Julie Woodland  Serving Community 12/24/2008 Selected 0171072009 it

Manage Service Locations

Click Recruitment
Workbasket on the
Recruitrment Wworkbasket . .
left navigational panel
B san workbasket

Manage Users

SaM Reports
VISTA workbashket

WISTA FReports
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Create a Service Opportunity Listing

Welcome Alyson Recruitment Workbasket

Portal Home

Click on the Service
Opportunities tab

Trainee Profile ‘ Pending Applications Sarvice Opportunities

Search Potential Applicants

Search Subrnitted Results 1 Through 2

Applicati
Rplications Your search returned 2 results,

Manage Mermbers
Crate Cate

. ' TN "
Applicant Listing Submmitted Status Auailable

Inwite Mermbers

Manage Events Serving Communi
| ng ity

Julie Woodland 12f24/ 2008 Selected 01/10/2009 print

Manage Programs
Manage Service Locations Mary Smith City Year Boston 0171042008 Selected 0&/01/2007 print
Manage Uzers
B Recruitrment Workbasket
S&M workbasket
S&M Feports
WISTA Workbasket

WISTA Reports
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Create a Service Opportunity Listing

Welcome Alyson Recruitment Workbasket

Portal Home

Trainee Profile

Pending Applications Service Opportunities

Search Potential Applicants

Search Submitted
Applications

Click on Create
Opportunity Listing

Create Opportunity Listing

Manage Members
Marme Start Date Location Status
Invite Members

City vear Rhode Island

01/03/2008 Providence Cenied wiewedit

Manage Events
Manage Programs

Manage Service Locations

[Mid-rear)
Hands &n Mew Srleans

GSCCC MLK

1171272007

1171572007

Mew Orleans

Gulfport

Approved

Approved

viewiedit

wiewedit

Manage Users Mid-vear positions (Jan, 08

i ey Bem Jee 01/15/2008 San Jose

Approved  viewfedit
Fecruitrment Warkbaszket

City Year Boston - Wolunteer

SaM Workbasket
Engagerent

O2/30/ 2007 Boston Approved  viewfedit

SaM R vt
sports City Wear San Antonio 05/30/2007 San Antonio  Approved wview/edit

WISTA Waorkbasket
Hands On Sulf Coast Special

Prajects Caordinator ALFLE E007 | Bilosd

Approved  viewfedit
WISTA Reports

City vear San JoseSSilicon

Valley 09/04/2008 San Jose

Pending view/adit

City Wear Boston - Literacy

Tutoring 02/30/2007 Baston

Approved  viewfedit

Zity Wear Boston -voung

Heroes 08/30/2007 Boston

Approved  viewfedit
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Create a Service Opportunity Listing

Do yvyou want to make this Listing to be available now # = ND Screen 1

*pProject Mame :

*Project Type | Select
*Program Code :| Select =1
*Start Date : CrrmSddS vy )
*+*End Date : CrormSddS vy d

* Term of Service :leull—Tirne Par—t—Tirne Sum

Contact Information

*First Mame *Last Name | |
*Street Address1 :
Street Address2 :
*FCity -
*State @
zimd [ ]
* Contact Phone :l:l
E-mail

Fax Number :

Website :http :.-’.-'1

In what states will you have members#+
To make multiple selections, hold the Ctrl Keyw(PZ) orflhe Command Key{Mac).
To deselect, hold the Ctrl Key(PZ) or the Command -
ALa S RS

BLAE M A
ARKAMNSAS
AMERICAMN SAMOA
ARIZOMNA il

Clicking on Next doesn’t
save the data. Data won’t
be saved until you click
Save on Screen 3

In what metropolitan area will you have members?

To make multiple selections, hold the Ctrl Key({FC) or the Command Key(
To deselect, hold the Ctrl Key(PC) or the Command Key(Mac) and click a
Atlanta

Boston

Chicago

Clevelands akron

DrallasAFt. worth

cancel I next

If you choose Yes your
listing will be
available to potential
applicants once it is
approved by the
CNCS Recruitment
Specialist

Select the Project
Type from the
dropdown menu

Enter the email
address correctly.
Notifications of
applications
submitted will be sent
to this email address

Click Next to go to the
next screen
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Create a Service Opportunity Listing

All text must be

Create Listing

Give a brief two(2}) line description of the program {200 characters or less} + : Screen 2 Wlthln the deflned
character limits.

Enter vyour program description (Z000 characters or less) *+ SpaceS and
punctuation are
counted as characters

- Indicate wheth
Are you accepting applications now? naicate wne er or
[Chves [Clna :
Accepting applications from :| |(rnrnz"c|c|z"1_,r\_,r\_,r\_,r} nOt you are acceptlng
Application deadline ;| | crrnsddey w v appl-cat-ons no the
Do you accept AmeriCorps — — I I W,
.':||:||:|Ii|:.':|ti|:|n?"‘.35 ND .
If you reqguire vyour own application, how do applicants get it? dateS y0U Wl” accept
Phone :|
E-mail 4 them, and whether or
Website :http:_.-"_.-'1 | .
not you will be

WWhat benefits does your program offer? . .

Please include all benefits offered by vour program, as well as those provided by the Corporation far acceptlng Amerlcorps

Mational and Community Service. To make multiple selections, hold the Ctrl Key{PZ) or the Command . .

Koy (Mac). applications

To deselect, hold the Ctrl Key({(PZ) or the Command Kevi{Mac) and click a selected item.

Zhildcare assistance it eligible -

Zhoice of Education Award or End of Service Stipend

Education award upon successful completion of service

Housing . -
Health Coverage - If y0U Clle PrEVIOUS,
Dther | | . .

Select the terms and conditions of member service that apply to your program? It WI” take yOU tO the

To malke multiple selections, hold the Ctrl Keyw(PZ) or the Command Kevw({Mac). .

To deselect, hold the Ctrl Key{PZ) or the Command Keyi{Mac) and click a selected iter. prevlous Screen but

Zar recommended .

Fermits attendance at school during aurs

Permits working at another job durin@ off hours you WI” Ioose data

Reqguires full time service without ouiide commitments .

Uniforms prowvided and required entered On thls One
previous I cancel I nextl
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Create a Service Opportunity Listing

.reate Listing

Mininmun Age :I:l

Maximum Age :D—|

Desired Education Lewvel : ;l
Wwhat skills would you like potential members to possess?

To make multiple selections, hold the Ctrl Key(PC) or the Command Key(Mac)

Counseling -
Architectural Planning
Business/Entreprensur

Communications
Community Organization T

Other @ | |
Do you have a language requirement?
To make multiple selections, hold the Ctrl Key(PC) or the Command Keyi{Mac)

Arabic -
American Sign Language

Chinese
Creole

French "I
COther : | |
what will your AmeriCorps member({s) do? (1000 characters or less)

To deselect, hald the Ctrl Kev({PZ) or the Command Key(Mac) and click a sele@@ed iterm.

To deselect, hald the Ctrl Key({PZ) or the Command Key(Mac) and click a sele@ed iterm.

Screen 3

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

To make multiple selections, hold the Ctrl Key(PC) or the Command Key(Mac)

Community and Economic Develop
Community COutreach
Children/outh
Disaster Relief
Education

Submitted by :
*First Mame *Last MName : |

Your phone number :

Your E-mail address :| |

previous I

To deselect, hald the Ctrl Kev({PZ) or the Command Key(Mac) and click a sele@@ed iterm.

cancel I savel
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If you click Previous,
it will take you to the
previous screen but
you will loose data
entered on this one

If you click Cancel, it
will not save the
listing

When you click Save,
the listing will be
submitted to the
CNCS Recruitment
Administrator for
approval and will be
displayed in Read
Mode




Create a Service Opportunity Listing

Welcome Alyson
Portal Home
Traimnes Profile

Search Potential Applicants

Search Submitted
Applications

Manage Members

Inwite Mermbers

Manage Events

Manage Programs
Manage Service Locations
Manage Users
Recruitment Workbasket
Sa&M Workbasket

SN Reports

WISTA workbashket

WISTA Reports

Yiew Listing

ITITIIIIITITIINININIINI

Member Duties : |l

Program Benefits : Mone

Terms : Mons

Service Areas : None

Skills : Mone

Service Description : [THHTITITITTTT

nts Coaching Unit

SUMMARY
Progrann Type:
AmeriCorps State £ Mational

Program
IITITITIIIIIIIIININIIII

Program Start/End Date
a7 /012009 - 06302010

Work Schedule Full Time

Age Requirement
Minimum: MNone
Maxirmurm: Mone

Progran Locations
ARKAMNSAS Chicago

Languages

Accepting Applications
From 0&/15/Z00% To
o7 s5/2009

Contact T T
LN

Hifmmnm - <a oooao
650-000-0000

When you save a
listing, it will open up
a summary page for
that particular listing

Click Recruitment
Workbasket to view
the Service
Opportunity Listings




Edit a Service Opportunity Listing

welcome Alyson Recruitment Workbasket Service Opportunities
in the Recruitment
Trainee Profile Fending Applications Service Opportunities WorkbaSket W|” ShOW
Search Potential Applicants a“ the ||St|ngs for' your
Search Submittad Create Opportunity Listing H
Applications pI‘OJeCtS
Manage Members
Ic Marme Type Start Date Lacation Status
Invite Members H
City vear Rhode Island : : ) ) Denled means that
568 i SN 0170372008 Providence Cenied h
Manage Events (Mid-ear) your listing was not
Manage Programs 2426 Hands ©On New Orleans WISTA 11712/2007 Mew Orleans Approved wviewledit
_ _ approved by the
Manage Service Locations 2430 GOCS MLK WISTA 11/15/2007 Sulfport Approved  wviewfedit .
anane oo CNCS Recruitment
Mid-vear positions (Jan, 08 : :
453 o SH 01/15/2008 San Jose Approved  viewfedit e
B Recruitrnent Workbasket ity Year San Jose AdmInIStrator
SaM Workbasket 453 Loty eer Bosn - Yelumizer | ., 05/30/2007 Boston Approved  viewfedit
Engagerent
SaN Reports 575 City Year San Antonio SN 08/30/2007 San Antonio  Approved  viewfedit .
WISTA workbazket Hands On Gulf © aE sl Pendlng means that
ands ©n Gu oast Specia I . . L.
VISTA Reports 2432 Projects Coordinator WISTA 1171272007  Biloxi Approved  viewfedit the ||St|ng has not yet
A5E S‘::In,lle\(vear San Jose/Silican . 09/04/2002 San Joze Pending * . been approved
City Year Boston - Literacy E E . . .
48 Tutoring SH 02/30/2007 Baston Approved  viewfedit Cl|Ck Edlt to ed|t a
497 EE:’D\QEEV BesiEn STEung SH D5/30/2007 Boston Approved  viewledit * Service Opportunity
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Edit a Service Opportunity Listing

Create Listing

When you click Edit next to a Service

Mininmun Age :

listing in Edit Mode

Zallege graduate

Maximum Age

Desired Education Level :
Wwhat skills would vyou like potential members to possess?
To make multiple selections, haold the Ctrl Key(PZ) aor the Command Key{Mac).
To deselect, hold the Ctrl Keyv(FPZ) or the Command Kevi(Mac) and click a selected itern.
Zounseling
Architectural Flanning
BuUsiness/Entreprensur
Zormmunications
Cormmunity SOrganization Bt

Other | I

Do vyou have a language reguirement?
To make multiple selections, hald the Ctrl Key(PZ) or the Command Key({Mac).
To deselect, hold the Ctrl Key(FPZ) or the Command Key({Mac) and click a selected item.

arabic -
armerican Sign Language

Zreole

French v
Other | I
WwWhat will your AmeriCorps member{s) do? (1000 characters or less})} *

Opportunity Listing, it will open up the

Define the field of service areas in which vyour members are serving?
To make multiple selections, hald the Ctrl Key(PZ) or the Command Key({Mac).
To deselect, hold the Ctrl Key(PZ) or the Command Keyvi{Mac) and click a select

Community and Economic Developrm@nt =
Zommunity Outreach

iterm.

Disaster Relief
Education -

+* Explain the purpose of modification

Submitted by :
FFirst MName ¥*Last Name :|[Test

| [Portal |

Your phone number : |

Your E-mail address : |

previous I

cancel I savel

eGrants Coaching Unit

Once you have made
the necessary
changes on the three
screens, explain the
modification’s
purpose on screen 3

Click Cancel to discard
any changes made

Click Save to submit
the edited version for
approval




Potential Applicants Search

Welcome Alyson Workbasket

Portal Home Click Search Potential

Trainee Profile Pending Peanding Status Change Pending Exits

Applicants to open up
the Applicant Search
Menu

Search Potential Applicants

Search Submitted
Applications Results 1 Through 1

Manzge Members Your search returned 1 results,

Crate Crate

Inwvite Members
k
Submitted SEiae Available

Applicant ¥ Listing ¥

Manage Events
Manage Programs Julie Woodland  Serving Community 12/z4/200% Selected 0171072009 print
Manage Service Locations
Manage Users
Recruitrment Warkbasket
B san workbashket
S&M Reports
WISTA waorkbaszket

WISTA Reports
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Potential Applicant Search

Welcome Alyson Search for Applicants

Portal Home

Trainee Profile Applicant Search

B s=arch Potential Applicants To search for an applicant use the fields below and click the search button, rou do not need to

Search Subritted enter full names ta find applicants. For example, searching for "1" as the first name and "Smith"
Applications

as the last name will give results for John Smith, Jane Smithson, and so on.

il il b o
anage Mambers applicant 10: [ | Enter data in one or
Mermber ID: more fleld and click

Manage Events | |

Invite Mermbers

First Marne:
Manage Programs | |

Search

Last Marme:

Date of Birth: | |8 (mmsddeyyyy)

Manage Service Locations
Manage Users
Recruitrnent Warkbasket
SaM Workbaszket

S&M Reports Click here for advanced applicant search options.

WISTA warkbazket

WISTA Reports
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Potential Applicant Search

Welcome Alyson

Trainee Profile

B Search Potential Applicants

Search Submitted
Applications

Manage Members

Invite Marbears

Manage Events

Manage Programs
Manage Service Locations
Manage Users
Facruitrment Workbasket
SaM Wworkbasket

Sk Reports

WISTA workbasket

WISTA Reports

Click on the arrow

appli tS h R It
pRucant search Resuis next to a column
Below is a list matching the criteria you entered. Please select an Applicant from the list below heading (Name’
to view the detailed information associated with the Applicant. .
Applicant ID, etc.) to

arrange the list in an
ascending order

Resul

rned 426 results,

Your search

Marm Applicant I rate of Birth Ernail under that Column

Julie Woodland 000000 171071985 testi@crns, gov headlng

Mary OD000D Fref19sl test@crs, gou

John Lk ] g/13/1982 test@cns, gov

David D000 zf21/1920 test@crs, gow .

= Click on the

Peter 00000 4f 17 19585 cferguson@cnzs. gow . 0
appllcant S hame to

-Hathy Smith % his/h

Alex OO0 11771985 test@erns. gow Open up |S/ er

Paul D00 91471943 test@cns, gow prOflle

Elizabeth OO0 ArEf1954 test@crns. gow

Ann OO0 1/15/19583 test@crns, gow

search again |
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Applicant Profile View & Notification

Trainee Frofile Applicant Information

B S=arch Potential applicants HManne: Julie Woodland E-mail: test@cns.gow

Se=arch Subrnitted Applicant ID: 000000 Username: Jule2009
Applications

Manage Mermbers

Inwite Members Mailing Address: Permmanent Address:
Beautiful Clouds Awve Smiling Trees Road
Manags Events Chicago, IL 60000 Weashington, DC 20000
1 (=] - -
snagsa Pregrams Home Phone Mumber: 312 0000000 Home Phone Number: S80-000-0000
Manags Servics Locations WwWork or Other Phone Number: wWork or Other Phone Number:

Mansges Users

Recruitmernt Wworkbaskeat

S workbosk et additional Information:

S&M Feports Earliest Availability Date: 04/217Z005
Mowving in six months: [
Mowve Date: 0452172005

WISTA Waoarkbasket

WISTS Reports

Skills:
= First Aid
= US Army ¥Yeteran
= Public Speaking If you would like the
= Business/Entrepreneur

candidate to consider
applying to one of
your service
opportunities, select
the specific service
opportunity from the
dropdown list

Languages:

= Applicant does not speal any foreign languages

Interests:

coaching has always been a passion of
rmething that is productive for our

I am studying secondary education. Teaching an

mine. I would really enjoy a part-time job daing
cormrmunity

MMotify potential applicant of opportunity:

end e-mail” in order to notify the potential

Send Email |H Click Send Email

Plzase select one of yvour listings below and click
applicant of an opportunity on your project.

ICity “ear Rhode Island (Mid-Y ear)
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Applicant Notification

A message will
S — appear indicating that
Trainees Profila Please nei: an email nOtiﬂcation

An ermail notifying the applicant of a potential listing match has been sent.

B S=arch Potaential Applicants has been Sent to the

Search Subrmitted

Applicstions Applicant Information partICUIar Candidate

Mamnage Members

Invite Members informing him/her

. c N HMame: Julie Woodland E-mail: test@cns.gow
anage wents .
Applicant ID: ooooo Username: JulieZ0og abOUt the pOtentlal

Mamnage Prograrms=s

Manmnagese Service Locations=s service opportunity

Mailing Address: Permanent Address:

Beautiful Clouds Awve. Smiling Trees Road
Fecruitmment Warkbasket Chicago, IL S0000 Washington, DC 20000

Welcome Alyson Yiew Applicant Profile

Manage Users

SaM Workbasket Home Phone Number: 312-000-0000 Home Phone Number: 980-000-0000
SamM Reports Work or Other Phone HNumber: YWork or Other Phone Number:
WISTA workbasket

WISTA R g =
== Additional Information:

Earliest Availability Date: 04/21/2005
Mowving in six months: M
Mowe Date: 0472172008

Skills:

First Aid

Us Army ¥Yeteran
Public Speaking
Business fEntrepreneur
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Applicant Advanced Search

Welcome Alyson Search for Applicants

Portal Home

Trainee Profile Applicant Search

B search Potential Applicants To search for an applicant use the fields below and click the search button, You do not need to
Search Subrmitked enter full names ta find applicants, Far example, searching for "1" as the first name and "Smith"

spplications as the last narme will give results for John Smith, Jane Smithsan, and so an,

Applicant ID: I:l
Member1D: [ |

First Marme: | |

Manage Mermbers
Invite Members

Manage Events

Manage Programs

Last Mame: | |

Date of Birth: | |C8 (mm/ddryryy) CIick.the Advanced
Applicant Search

Options link to search
for applicants who
meet certain
education, skill,
language or age
requirements

Manage Service Locations
Manage Users
Recruitrnent Warkbasket
SaM workbazket

S&M Reports Click here for adwanced applicant search options.

WISTA warkbazket

WISTA Reporks

eGrants Coaching Unit




Applicant Advanced Search

welcome Alyson Advanced Search for Applicants

Portal Home

Trainee Profile Advanced Applicant Search

B Scarch Potential Applicants To search for an applicant use the fields below and click the search button. vou do not need to
Sear_-:h Submitted enter full names to find applicants, For example, searching for "1" as the first name and "Srmith"
Applications as the last name will give results for John Smith, Jane Smithson, and so on, Enter data into one or

Marnage Mermbers '
Inwite Members Fe more ﬂEIdS. The
membermo: [

Marnage Events

more data you enter

First Mame: | |

Manage Programs | | data the narrower

Last Mare:
Date of Birth: | |C8 (mm/ddiyyry) your search results
E-rnail Address: I:l Wl” be, aIIOW|ng VOU
to search for

Highest Education Level: |F‘Iease Select = applicants that meet
S&M Reports .
Available From: |:|E| CrormnSddd vy ) very SpeCiﬁC criteria

VISTA Workbasket
Zkills: |F‘Iease Select .
or requirements

Manage Service Locations
Marnage Users

Recruitrment Workbasket

SaM warkbasket

WISTA Reports

Language: |Please Select

Fluency: IPIease Select vI

fge Between: I andl

eGrants Coaching Unit




Applicant Advanced Search

Welcome Alyson
Traines Profile Applicant Search Results Click on the page
B Search Potential Applicants Below is a list matching the criteria vou enter numbers to scroll
Search Submitted to view the detailed information associated wih the ApplkEant. through your SearCh
Applications
0| Gl b
snass Members Results 1 Through 10 1]2|3|4|5|6|7|5] 9|10 Mext Last +10 results
Invite Members Your search returned 426 results,
Manage Events Marne Applicant ID Date of Birth Ernail
Manage Programs
Julie Woodland D000 141071985 testi@cns, gov
Manage Service Locations
Mary 00000 7rafi9s1 testi@cns. gow
Manage Users
ST n . 9
Recruitrnent Warkbasket = Bfiafiess o e ClICk on an appllcant S
S&N Workbasket (ol 22 280 test@cns. gov name to view his/her
Pet L] .
s8N Reports Peter AR Ffargusan@ens. gov profile and/or send
VISTA Workbasket oty st €€ - R T an invitation to apply
Alex 00000 117771985 testi@cns. gov .
VISTA Reports to one of your service
Faul OO 9 1471943 test@cnzs, gov t t I t
(0] ortuni ISTINES
Elizabeth 00000 afE1954 testiflcns. gov PP Y g
Ann 00000 171571983 testi@cns, gow
search again |

eGrants Coaching Unit



Welcome Alyson Workbasket

Portal Home

Submitted Applications Search

Trainee Profile Panding

Invitations

Pending
Applications

Search Potential Applicants

Peanding
Enrallments

Status Change
Requests

Pending Exits

Search Submitted
Applications

Manage Mermbers

Inwvite Members

Applicant ¥ Listing ¥

Manage Events
Manage Programs Julie Woodland Berving Community
Manage Service Locations
Manage Users
Recruitrment Warkbasket
B san workbashket
S&M Reports
WISTA waorkbaszket

WISTA Reports

eGrants Coaching Unit

Crate
Submitted

1272472008

Your search returned 1 results,

Crate

13
Available

L] Statusz b

Selected 0171072009 print

Click Submitted
Applications Search
to search for
applicants who have
submitted an
application to serve
for one of your
service opportunity
listings



Submitted Applications Search

Search Applicant Submissions Enter data into one or

more fields

Welcome Alyson

Trainee Profile Applicant Submission Search

Search Potential Applicants To search for an applicant subrmission use the fields belowlend click the search button, vou do

Search Subrmitted
Applications

naot need to enter full narmes to find applicant subrmissions For example, searching for "1 as the

first name and "Smith" as the last name will give results fF John Smith, Jane Smithson, and so

Manage Members

Inwvite Mermbers

Manage Events

Manage Programs
Manage Service Locations
Manage Uzers
Fecruitrnent Waorkbaszket
SN Warkbasket

S&M Reports

WISTA Warkbazke

Applicant 1D

First Mame:

Last Mame:

Listing

Ztatus

Date hetween:

and:

: |F‘Iease Select

: |F‘Iease Select
]
El

LrmndddS )

LrmndddS )

You can also specify a
date range to search
for the applications
submitted during a
specific period and to
view their current
status

Click Search when

This search function may be of particular interest from a reporting S |
perspective as it allows you to search for participants who have

submitted an application to serve for one of your service

opportunity listings

eGrants Coaching Unit
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Submitted Applications Search

Click on the page

Welcome Alyson numbers to scroll
Trainee Profile Applicant Submission Search Results through your Sea rCh
Search Potentisl Applicants Below is a list matching the criteria you entered. Please select an applicant submission from the list below to view 1 detailed r‘esults

B8 Search Submitted information assaciated with the applicant.

Applications

] 5] b
aneas Hembers Results 1 Through 10 1|2 HMext Last

Invite Membears wour search returned 11 results,

PIOSISM,  Types  Programs  States Cresteds  Status print Click on the arrow

next to a column
heading (Name,

e workbask et ——— Applicant ID, etc.) to

Manage Events Applicant Prograrn Code
his)

Manage Programs
Manage Service Locations
Manage Users

Recruitrment Wworkbasket

01:10 PR

S&M Reports Ester 20000 OEACHTADDLOO1Z 11411 = JozefSilican g;ﬁgfpzlaua Under Review print . .
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00000 .
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00000
O3ACHSCO0010001 13220 SH pesie el Y L) Selacted print ea |ng
Zity Year
Elizzbath Boston - 01/10/200% ) .
00000
DEACHMADDLIODOZ  SE19 SH L nein B wiithdrawn print

Education
e w%w Click on an applicant’s

name to view his/her

Hands <n
) Gulf Coast - ) . .
u-l 00000 OFWSAPADL4 40904 VISTA  Special 1Y gé{igfpzhoqoa ’Sd”'l'_'”'s"at""e print app“cat'on
d Projects ! selins
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Albert City Yaar Los 01/10/2008 Adrninistrative .

00000 ity
OEACHCADDLIOD1Z 11411 =] Falos Y L) e print

search again |
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View Applications

Welcome Alyson

Trainee Profile

Search Potential Ap

Search Subrmitted
Applications

Manage Mermbers
Invite Members
Manage Events

Manage Programs

Manage Users
Racruitrnent work
B san workbasket
SaM Reports
WVISTA Workbasket

WISTA FReports

Manage Service Lodek

Workbasket

Pending

. Applications
licants
Results 1 Through 1
Applicant ¥ Lizting *
tions

=t

Status Change
FRequests

Pending Exits

Your search returned 1 results,

Crate

V&
Julie land

Serving Community

Selacted 0171072009 print

Click S&N
Workbasket on the
left navigational
panel. Then click on
the Pending
Applications tab
located on the top
navigational panel

Click on the
applicant’s name to
open the application

Click Print to open up
a static text of the
application for
printing

eGrants Coaching Unit




View Applications

Yiew Application - Julie Woodland

Basic Education

Information

Community
Service

Experience
& skills

Mame: Julie Woodland
Applicant ID:: 161101
SSMN: TTTTTEZ03

Mailing Address:
0000 Lake Drive

Elston, ME 00000
Home Phone Number: 000-000-000C
YWork or Other Phone Mumber:

Residence Information:

Status: LIS Citizen
City: Flagstaff
State: AS
Country: Linited States of America

Additional Information:
Earliest Availability Date: 01/10/200%9

Interests:

mental health avwareness and treatment.

Criminal References

History

Motivational
Statement

Date of Birth: 0&/023/1987
Username: |iko87
E-mail: YISTA testi@@ons gov

Permanent Address:

0CO0 Lake Drive

Elston, ME 0000

Home Phone NMumber: 000-000-0000
Work or Other Phone Mumber:

| am wery interested in working with people and helping the community. | am especially interested in

print application
return to recruitment workbasket

Selection «

Click on a tab to view
the application details
under that tab
heading

Click on Print
Application to open
up a static text of the
application for
printing. However,
reference data will
not appear under this
view for printing

Click Return to
Recruitment
Workbasket to return
to the list of pending

€= applications

eGrants Coaching Unit




View References

‘. .
A WAtk Click on the
References tab to
] , . . . . 0
view Application - Julie Woodland view the applicant’s
Basic Education Experience | Community | Motivational Criminal Selection references status
Information & skills Service Statement History

These are the references that were submitted with this application . If a reference has not been completed, If the Completed

you may send a request reminding the reference to complete the form by clicking the "send reminder" link. status of the
Alternatively ol may overrioe the reference b el .l sleRiI=ReSiElEa =N =Rl anletin the ceride reference is Yes, click
form once y@u have contacted the reference and received feedback from him or her.

on the reference
name to view the
details

MNamet Relation® Createdr Modifiedr Completed:

James Rockwell Mot available 1272372008 10:37 PM 120232008 10:37 PM - Yes:
Mary Smith Mot available 122372008 10:28 PM 12/23/2008 10:29PM Mo send Reminder

Click Return to

print application Recruitment
return to recruitment workbasket é Workbasket to return
to the list of pending
applications

eGrants Coaching Unit




View References

»
e [ S,

Reference Entry

Opplicant 1D R o |
S5HM: Yoo
MMailing Address:

OO0 Lake Drive
Elston, ME OO0 0

Mames pary Smith
E-rmaik test@g@ons.gow
Organizatiomn

o Job Supervisor

= Dtherispecityx

Marme:  Julie Woodland

Frefererrce irrForrrraiifors

i High School Teacher «© Clerdy
= wolunteer Supervisords College Instructor

Aot B s ic I Forrrraiiorr

Lets Wolunteser

Home Fhone Nummibers  000-000-0000
vwvork or Other Phone Hurmiber

Howr long hawve vou knowwn the applicant™ vYear=. 54 mMonth=s: 4

Inwhatcapacity hawve vou knowen applicant?

Date of Birtihc oOsro4r1 929
Usermnarmme: BOBRSE2Z2O09
E-rmaik sdesai@Ecns. oow

From this view you
may use your
<@ browser’s print
function to print the
reference

Permanent Address:

CCOC Lake Drive

Elstomn, ME OCOO00

Home Phone Humbenr: coo—000—0000
vwvork or Other Phone HMurriEer

Address:s

Tree Lane

I o0

Homme Phone Humiber:  000-000-0000
wwork Phone Murmiber:

~ Zoach

Datstanding performance
Abowe average perfarmance
Satistactory

Belovww average perforrmance
Unsatistactory performance

G880

“Ary your judgrmment., howvw competent is this applicant, as demonsirated by vwork inthe cormarmuniys,
in school, on the job, or in a position of responsibility? Please select orne

== HMMNOW EDGE OF THE APPLICANT - </b>=<br=Please describe the
situation in vwhich you Kknowve the applicant

<h=YUORK PERFORMARNCE</Th><hr=Please cormrment on such gqualities
as the applicant s |1 1 of o 1akxilityr, initiativee., and abilibrto ywork
wvrith minirmal supervision and as a member of ateanc

i

ts Coaching Unit




View References

< 1= S]] =1 CFT 4 . RLE . e, i il
vrith minimal supervision and as a membe atearTe

=h="RELATIONSHIFPFS YWiITH OTHER PEOPLE</h>=<br=AameriCorps
members must serve and communicate vwith people of varied cubtural,
economic, educational, racial, and religious backgrounds. Please
Ccormurmerrt briefiy on the applicanmt s relationships vwith others and ability
to work as amember of ateanm.

=h=*EMOTIONAL MATURITY :: </hh>==hr>=FPlease cormment on the
applhicamt™s abilibyto adapt and vwork under difificult and chanoinog
Cconditions.

=h=ADDITIONMAL COMMENTS AMND SUPPORTIMNG
IMNFORMATION</Ix=<hr=i yvou wish, use additional comment s to explain
armyy of your ratinngs, and ampthing else about this applicant that yoou feael
is relevant to serving in AmeriCorps - such asthe applicamt"s desire to
serve others, maturing, vwork ethic, flexibilibr, and dependabilitge Explain
any reservations that you hawve regarding the applicanmnt™s participation
inthe AmeriCorps program to which he or she has applied

Owrerall recomimendatiorn

Wuhat is your overall recommendation®
* | recormimend the applicantfor AMmeriCorps servic e,

= | have sorme reservations, butl believe the applicantwill succeed in serving with the AmeriCorps.
« | donnotrecommend this applicantfarAmeriCorps service.

& | AUTHORIFE the prodrarm andforthe Sorporation for RNational and Sommanity Service to identity me as
the source afthis reference and to release a copy ofthis reference in its entirety upon requestitothe
applicant

= 1 DO HOT authorize the program andforthe Corporation Tor Hlational and Commuunity Service to identif,
me asthe source ofthis reference, noarda | autharize the release ofa copy ofthis reference in its entirety tc Cllck Back to return to

the applicant
back |1— the application

eGrants Coaching Unit




Follow-up on References

a D
\ N\ /N
view Application - Julie Woodland

Basic Education Experience | Community | Motivational Criminal Selection
Information & skills Service Statement History

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 reference by clicking on the reference name and completing the override

form once you have contacted the reference and received feedback from him ar her. .
If you click the Send
Reminder link for
MNamet Relation® Createdr Modifiedr Completed: uncompleted
James Rockwell Mot available 12f23/2008 10:37 PM - 12/23/2008 1037 PM Yes: references, it will

Mary Smith Mot available 122372008 10029 PM - 12/23/2008 10.29FPM Mo Send Reminder h send an automated
email reminder to the

print application
reference

return to recruitment workbasket

eGrants Coaching Unit




Follow-up on References

View Application - Julie Woodland

IFlease note;

* A reminder to the selected reference to complete their recommendation has been sent. —

Basic Education Experience | Community | Motivational Criminal References Selection
Information & skills Service Statement History

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

Mamer Relation: Createdr Modifiedr Completedr

James Rockwell Mot available 1272372008 10:37 FM 122372008 1037 PM Yes
Mary Smith Mot available  12/23/2008 1029 PM - 120232008 1029 FM - No Send Reminder

return to recruitment workbasket

When you send a
reminder to a
reference, a
confirmation message
will appear at the top
of the reference
section

If your reference
hasn’t completed or
been unable to
complete the
reference through My
AmeriCorps, you may
contact the reference
directly to create a
Reference Override.
Click on the
Reference’s name

eGrants Coaching Unit




Override References

When you click on the
reference’s name, the
contact information
will show up on the
Reference Override

Reference Override

Name: Mary Smith
Title: Owner

Organizationfinstitution Express Service page
Address: 0000 Tree Street
City: Scoftsdale
State: |
Zip: 85260 Use the dropdown
Home Phone: 000-000-0000 menu to choose the
Work Phone:  000-000-0000 communication
E-mail: test@cns.gov .
source (fax, mail,

Source: phone, other) you
Comment: SO B

=

B Once you complete

¢ the Reference
Override, click Save

eGrants Coaching Unit

cancel I sauel




Override References

AWANLY

Wiew Application - Julie Woodland

Plzase note:
= Reference override has been saved.

Motivational Criminal References sSelection

Basic Education Experience Community
Information & Skills Serwvice Statement History
MName: .Julie Woodland Date of Birth: 05/03/19287
Applicant ID: falalalelele) Username: ko377
SSMN:  TTTTTOOOO E-mail: “ISTA_test@ons . gow

Mailing Address: Permanent Address:

0000 Lake Drive

Elston, ME 00000
Home Phone MNumber: 000-000-0000

York or Other Phone Number:

000C Lake Drive

Elstcn, ME 00000

Home Phone FMumber: 000-000-0000
YWork or Other Phone Number:

When you save the
Reference Override, a
confirmation message
will appear at the top
of the application

Residence Information:
Status: LIS Citizen
City: Flagstaft
State: A5
Country: Linited States of America

Additional Information:
Earliest Availability Date: 0O1/10/2009

Interests:

| am very interested in working with people and helping the community. | am especially interested in
mental health awaraenaess and treatment.

print application
return to recruitment workbasket
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Accept/Reject Applicants

Click the Selection

tab
Yiew spplication - Julie Woodland Select either a
Basic Education Experience Community | Motivational Criminal References selection document from Llst A

Information & skills Service Statement History

or documents from
To extend an offer to an applicant, you must complgle all required fields on this form. An asterisk (%) denotes both Lists B and C.
areguired field. To reject an applicant, ywou may jJUsBclick "rejsct .

: : PReEr, yor ey : cubmit | Enter the unique ID of

each document

Lists of Acceptable Documents

Documents that establish both Documents that establish Documents that establish button to accept or
identity and service eligibility Identity service eligibility X i
| e | e | e reject the applicant.
Click Submit to
Document ID from list A * Ciocument ID from list B: * Document IT from list C: submit the

I I I recommendation

Click Return to

Overall recommendation

(ol [ ' @ ' i .
Aa_:ept app_llcant for Ame_nCorps StatefNaponal sen_ﬁlce. Recruitment
= Reject applicant for Amern Corps™ StatedMNational service.
_submit | Workbasket to
print application discard any entries

return to recruitment workbasket *
| you made

eGrants Coaching Unit




Accept/Reject Applicants

Welcome Alyson

Trainee Profile

Search Potential Applicants

B Search Subrnitted
Applications

Manage Mermbers

Invite Members

Manage Events

Manage Programs
Manage Service Locations
Manage Users
Fecruitment Workbazket
san waorkbasket

Sk Reports

WISTA Workbazket

WISTA Reporks

View application - Julie Woodland

Ba=sic Education Experience &
Information Skill=

To extend an offer to an applicant, you must complete all required fields on this form. An asterisk (™)
denotes a required field. To reject an applicant, you may just click "reject”

Lists of Acceptable Documents

List A OR

Documents that establish
fboth identity and service

Cornrnunity

Service

ListB

Documerjts th_at establish

Motivational
Staterment

IS Passpont
Dt|cCert of US Citizenshp s
Cert of Maturalization
Foreign passport

Perm Resident Card
Alien Regist Card

OwTemp Resident Card n

£ |Employmnt Auth Card nerCorps™ 9

Reentry Permit )
" |Refugee Travel Doc neriCorps™ S

Employrmnt Auth Doc

Drivers License

State Issued 1D Card
Gow Issued 1D Card
School 1D Card

Woter Regist Card
LS. Military Card
Military Depend Card
LS. Coast Grd Card
Mat. Amer Tribal Doc
Canadian Driv License
School Record/Report
Hospital/Clinic Record
Day-care Record

Feferences Selection

submit |

ListC

Docume_nts th_at_e_s_tablish

Social Security Card
D'O|Cen. of Birth Abraad
Birth Cettificate

Mat. &mer Tribal Doc
LIS, Citizen 1D Card
Resident Citzen Card
Ermployrment Auth

submit |

nrint annliratinn

| ]l il | m— —

When you click on the
dropdown menu for a
specific list, it will show
a list of acceptable
documents to choose
from.

eGrants Coaching Unit




Accept/Reject Applicants

- [ ]
N /NN
Yiew Application - Julie Woodland

Basic Education Experience Community Motivational Criminal References sSelection
Information & skills Service Statement History

To extend an offer to an applicant, you must complete all required fields on this form. An asterisk (%) denotes
areguired field. To reject an applicant, wou may just click "rejsct "
submit I

Lists of Acceptable Documents

Documents that establish both Documents that establish Documents that establish button to accept or
identity and service eligibility Identity service eligibility X i
| e | e | e reject the applicant.
Click Submit to
Document ID from list A * Ciocument ID from list B: * Document IT from list C: submit the

| recommendation

Click Return to
Recruitment

submit_| Workbasket to
print application discard any entries

return to recruitment workbasket
you made

eGrants Coaching Unit

Overall recommendation
= Accept applicant for AmenCorps™ State/MNational service.
= Reject applicant for Amern Corps™ StatedMNational service.




Accept/Reject Applicants

View application - Julie Woodland When you click
Basic Education Experience Community Motivational Criminal References Selection Submit you W||| be
Information & Skills Service Statement History

asked to confirm your

To extend an offer to an applicant, you must complete all required fields on this form. An asterisk (") denoctes decision. Click OK to
a reguired field. To reject an applicant, you may just click "reject "

S | confirm or Cancel to

- Windws Internet Explorer ca ncel you r
Lists of ﬂccePtable L \:p Please confirm thak vou wish to submik your decision regarding this submission. recom mendation .
List A [ o | concel | ListC Once you have
Documents that e stammer—m _ : Nts that establish confirmed your
identity and service eligibility I i clentity I service eligibility decision, you won’t
| =l I [ | =l have an opportunity
to change it
Document 1D from list & F Document ID from list B Document 1D from list O F 8

Overall recommendation
® Accept applicant for Amen Corps™ State/MNational service.
T Rejsct applicant for AmerCorps® State/Hational service.

submit I

print application

return to recruitment workbasket

eGrants Coaching Unit




Accept/Reject Applicants

When you confirm your recommendation decision, the

applicant is notified of a change in the status of their

View Application - Juiie Woodiand TEAAREaUY A confirmation

Please note:
* Your recommendation information has been saved.

message will appear
at the top of the
Selection tab

Basic Education Experience Community Motivational Criminal References Selection
Information & Skills Service Statement History
Lists of Acceptable Documents
List A OR ListB AND ListC
Documents that establish both Ciocuments that establish Ciocuments that establish
identity and service eligibility identity service eligibility
JUS Passport = | = [ =]

Cocument ID from list A * Cocument ID from list B: * Cocument 1D from list ;0 *

[oooooooooooooooooooo | | |

Overall recommendation

& Accept applicant for AmernCorps® State/MNational service.
© Reject applicant for AmeriCorps® State/MNational service.

print application

return to recruitment workbasket

eGrants Coaching Unit




What’s next?

e The Resource Center

O www.nationalserviceresources.org/ac-training-support

O Includes other tutorials
O Live training and registration schedule

e The eGrants Coaching Unit

o 1-888-333-8272
o egrantstta@jbsinternational.com

o Training/Technical Assistance

e The eGrants Help Desk

o 1-888-677-7849
o Technical Assistance
o User name/Password reset assistance

eGrants Coaching Unit
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