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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 |f they 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 applicati »n
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Member Recruitment Workflow

i Grantee Recruiter
¥ create/edit Service Opportunity
Listings

NATIONALSS
COMMUNITY CNCS Recruitment Administrator

SERVIC = process and post listings j
Aﬁ’-() Applicants
... Search for listings, register, & apply to
)(""’\' § serve j

|| State/National Grantee

: L A ¥ view &accept applications, extend offer to
== == Applicants

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

Click on the Portal
Home link to open
up the Portal Home
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Create a Service Opportunity Listing

Welcome Alyson Workbasket

Portal Home

Trainee Profile Pending Pending Pending Status Change Pending Exits
Applications Inuitations Enrollments Requeasts

Search Potential Applicants

Search Subrnitted
Applications Results 1 Through 1

Manage Members Your search returned 1 results,

Inwvite Members Crate Cate

) , N N ,
Applicant Listing cubrmitked Status Auailable

Manage Events
Manage Programs Julie Woodland  Serving Community 12/24/2003 Selected 0171072009 print

Manage Service Locations

Click Recruitment
Workbasket on the
Recruitrment Workbask et . .
left navigational
B =20 workbasket
S&M Reports panel

WISTA wWarkbasket

Manage Users

WISTA Reports
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Create a Service Opportunity Listing

Welcome Alyson Recruitment Workbasket

Portal Home

Click on the
Service

Trainee Profile ‘ Pending Applications Service Opportunities

Search Potential Applicants

Search Subritted Results 1 Through 2

Applicati
FEischil Your search returned 2 results,

Manage Mermbers

Applicant b Listing b et b Statusk D3

Invite Mermbers Subrnitted Auailable

Manage Events Serving Communi
| ng ity

Julie Woodland 12/24/2008 Selected 0171072009 print

Manage Programs
Manage Service Locations Mary Smith City Year Bostan 01/10/2008 Selected 06/01/2007  print
Manage Usars
B Recruitrent Waorkbasket
&M Warkbasket
S5&M Reports
WISTA Workbasket

WISTA Repors
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Create a Service Opportunity Listing

Welcome Alyson Recruitment Workbasket

Portal Home

Trainee Profile Pending applications Service Opportunities
Search Potential Applicants CIle on Create

Search Submitted Create Opportunity Listing 5
Applications Opportunity

Manage Mermbers

Marme Start Date Location Status
Inwvite Mermbers

City vear Rhode Island . . . .
Manage Events (Mid-rear) 017/02/2008 Providence Denied wigwadit

Manage Programs Hands ©n Mew Srleans 11/12/2007 Hew Orleans Approved viewfedit
Manage Service Locations GCCC MLE 11/15/2007 Gulfpart Approved  wiew/edit

Manzage Users Mid-vear positions [(Jan, 02)

- City vear San Jose 017/15/2008 San Jose Appraoved viewfedit

B Fecruitment Workbasket

City Wear Boston - Wolunteer

SEM Workbashket
Emgagerent

02/30/2007 Boston Approved wiew edit

S8M R rt
Lt City vYear San Antonio 05/ 30/2007 San Antonio  Approved uview'edit

VISTA wWorkbashket Hands on Gulf © . sl
ands N adit Laast specla 1171272007  Biloxi Approved  viewfedit

YISTA Reparts Projects Coordinatar
City rear San JosefSilicon . i .
wallay 09/04/2008 Pending  view/edit
City ear Boston - Literacy . .
S 08/20/2007 Boston Appraoved viewfedit
City %ear Boston -Young

Heroes 02¢30/2007 Boston Appraved  viewfedit
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Create a Service Opportunity Listing

Create Listing

Do vyou want to make this Listing to be available now 7 ] r'-.Io

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

Screen 1

*Project Mame :

*Project Type | Select
*Program Code :| Select B |
*Start Date : (S ddy vy )
*End Date : (S ddy v )

* Term of Service :EIFUII—Time F'ar‘t—Tirne Sul‘n

Contact informration

*First Name *Last Name : | |
*Street Address1 :
Street Address2 :

cotare | Select the Project
* Contact Ph*ozr:z I:l Type from the

dropdown menu

E-mail :|

Fax Number :

website :http: /]

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

In what states will you have membersz*
To make multiple selections, hold the Ctrl Key(PC) orfihe Command Keyi({Mac),
To deselect, hold the Ctrl Key{PZ) or the Command .

ALASK A

ALABAMA
ARKAMNSAS
AMERICAN SAMOA

ARIZONA =l Clicking on Next doesn’t

In what metropolitan area will you have members? Save the data_ Data Won’t

To make multiple selections, hold the Ctrl Key(PC) or the Caommand Key( o o

To deselect, hold the Ctrl Key({PC) or the Command Keyi{Mac) and click a be Saved Untll yOU CIICk
Save on Screen 3

atlanta

Baoston

Zhicagao
Clevelands akron
Dallas Ft. Worth =]

Click Next to go to
the next screen

cancel | next
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Create a Service Opportunity Listing

Create Listing

Giwve a brief twol{2) line description of the program {(Z00 characters or less} * :

Screen 2

Enter your program description (Z000 characters or less) *

Are you accepting applications now #
JChes [Clna

Accepting applications from :|

| trmrnsdd v vy )
| crrnsd d s ey

Application deadline :|
Do you accept AmeriCorps
a|:||:||il:ati|:|n?""35 ND
If wyou require vyour own application, how do applicants get it?
Phone :
E-mail :|
Website shttp: s ]

Wwhat benefits does your program offer?

Fleasze include all benefits offered by vour program, as well as those prowvided by the Corporation for
Mational and Community Service. Tao make multiple selections, haold the Ctrl Key(PZ) or the Command
Key({Mach.

To deselect, haold the Ctrl Key(PC) or the Command Kev(Mac) and click a selected itemn .

Education award upon successful completion of service
Housing
Health Cowverage
Dther | ]

Select the terms and conditions of member service that apply to vyour program #

To make multiple selections=s, hald the Ctrl Key(PC) or the Command Key({Mach.

Tao deselect, hald the Ctrl Key(PZh or the Command Key({Mac) and click a selected item.
Zar recommended
Permits attendance at school during
Permits working at another job durin@® off hours
Feqguires full time service without out@ide commitments
Unifarms prowvided and required

Zhildcare assistance if eligible -
Zhoice of Education Award or End of Service Stipend
=

previous I c:anc:ell nextl
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All text must be
within the defined
character limits.
Spaces and
punctuation are
counted as
characters

Indicate whether or
not you are
accepting
applications now,
the dates you will
accept them, and
whether or not you
will be accepting
AmeriCorps

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




Create a Service Opportunity Listing

Create Listing

Mininunn Age )0

Maximum Age 0
Desired Education Level : ;I
wWhat skills would vou like potential members to possess?
To make multiple selections, hold the Ctrl Key(PC) or the Command Key({Mac)

Zounseling -
architectural Planning
Business/Entreprensur

Cormmunications
Commiunity Organization [T

COther : | |
Do vyou have a language requirement?
To make multiple selections, hold the Ctrl Key{(PC) or the Command Key({Mac)

Aarabic -
american Sign Language
Chinese

Creole

French -
Other [ |
What will your AmeriCorps member{s) do? {1000 characters or less)

To deselect, hald the Ctrl Key(PC) or the Command Keyi(Mac) and click a selegked itern.

To deselect, hold the Ctrl Key(PC) or the Command Keyi(Mac) and click a seleged iterm .

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

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

Coarmmmunity and Economic Develap
Caoarmmmunity Outreach
ChildrenSvouth
Disaster Relief
Education

Submitted by :
*First Hame *Last Name :| | |

Your phone number |

Your E-mail address :| |

previous I

To deselect, hold the Ctrl Key(PZ) or the Command Key(Mac) and click a seleged iterm.

cancel I sa\u’el
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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

View Listing When you save a

Welcome alyson

Portal Home IIStIng, It WI" Open
up a summary page
for that particular

IITTITIIININININININII

Trainee Profile

Search Potantial Applicants rMember Duties : Il SUMMARY

Search Submitted Program Type:
Applications Program Benefits : Mone

armeriCorps State £ Mational
Manage Members

Inwite Maermbers Terms : Mone Program
ITITITITIIIIIIIINIIIII

Manage Events ~
Service Areas : MNone

[ P
anage Programs Program StartfEnd Date

Manage Service Locations Skills : Mone a7 /012009 - 08530752010 Click Recruitment
:::ji:::r;mkbasket Service Description : NN work Schedule Full Tirme Workbasket to VieW
s Wworkbashket Age Requirement the SerVICE

saM Reports S Opportunity Listings

Maximurm: Mone
WISTA Workbasket

WISTA Reporks Program Locations
ARKAMSAS  Chicago

Languages

Accepting Applications
From 0671542002 To
0752009

Contact T
T

T A 90000
aS0-000-0000
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Edit a Service Opportunity Listing

Welcome Alyson Recruitment Workbasket SerVice
Opportunities in the
Trainee Profile Pending applications Service Opportunities RecrUItment
Search Potential Applicants WorkbaSket W|”
Search Submitted Create Opportunity Listing ot
Applications ShOW a” the ||St|ngS
Manage Mermbers 1
I Marme Type Start Date Location Status fnr valrir nrnlenfg
Inwvite Mermbers H
tes  City Year Rhode Island N P e Denied means that
T TR rovidence enia # your I|St|ng was not
Manage Programs 2426 Hands ©n Mew Srleans WISTA  11/12/2007 Mew Orleans  Approved  wviewfedit d b th
_ | o approved by the
Manage Service Locations 2430  GCCC MLE WISTA 11/15/2007 Gulfport Approved  wiew/edit CNCS Recruitment
MEnsas beer 455 r_"'i(lf'i;\(‘fraerapr‘:'Ss;tl_il‘:'_]”osgg‘]a”' 02 gy 01/15/2005 San Jose Approved viewfedit Administrator
B Fecruitment Workbasket ¥
saM workbasket ag9 (E:it‘f' ey Besiom = ¥elumizer | o 02/20/2007 Baoston Approved  wiewfedit
ngagerment
Sl RSt 575 City Year San Antanio sp 083042007 San Antonic  Approved  viewdedit .
VISTA Workbasket e o Gl oot Somei Pending means that
ands On Gu oast Specia . . . . L.
e 243z Projects Coordinator WVISTA 117/12/2007  Biloxi Approved  viewledit the |IStIng has nOt

456 S:ﬁ'erlear f2m Joseisilioen SN 09/04/2002 San Jose Pending % yet been approved

City ear Boston - Literacy

458 S S 0s/30/ 2007 Boston Appraoved viewfedit CIICk Edlt to edlt aj
g9z I TearBesten oung M 08/30/2007 Boston Approved  uiewfedit * Service Opportunlty
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Edit a Service Opportunity Listing

When you click Edit next to a Service
Create Listing Opportunity Listing, it will open up the
Minimum Age - listing in Edit Mode

Maximum Age :

Desired Education Lewvel | Caollege graduate -

Wwhat skills would vyou like potential members to possess?
To makese multiple selections, hold the Ctrl Kev{(PC) or the Command Kevyi{Mac).
To deselect, hold the Ctrl Keyw(PC) or the Command Key(Mac) and click a selected iterm .

Counseling
Architectural Planning
Business/Entreprensur
Cormmunications
Community Srganization e

other @ | | Once you have

Do vyou have a language reguirement?
To make multiple selections, hold the Ctrl Kev{P<) or the Command Kevyi{Mac). made the necessary

To deselect, hold the Ctrl Kew(PZ) or the Command kKeyv(Mac) and click a selected iterm.

Arabic = changes on the

Lrmerican Sign Language

three screens,
| explain the
WwWhat will your AmeriCorps member{s)} I:-|-D? {1000 characters or less} *+

T i = modification’s
purpose on screen

Define the field of service areas in which your members are serving? CI k C I t
To make multiple selections, hold the Ctrl Key(FZ) or the Command Key(Macl, IC ance O
To deselect, hold the CTtrl Keyw(PZ) or the Command Key(Mac) and click a selectdd iterm.

Coarmrmunity and Economic Devesloprm L d|Scard any

Zormmmunity Outreach

S T changes made

Education -

+* Explain the purpose of modification

[ Click Save to

Submitted by -

*First Mame *Last HMame [ Test | |F'c|r1:a| | Submlt the edlted

Your phone number : |

Your E-mail address | VerSIOn for approval

previous I cancel I sa'-.-'el
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Potential Applicants Search

Welcome Alyson

Portal Home
Trainee Profile

Search Potential Applicants

Search Subrmitted
Applications

Manage Mermbers

Invite Merbers

Manage Events

Manage Programs
Manage Service Locations
Manage Users
Fecruitrment Waorkbasket
SaM workbasket

S&M Reports

WISTA Workbazket

WISTA Reporks

eGrants Coaching Unit

Workbasket

Pending Pending

Pending

Status Change Pending Exits

Results 1 Through 1

Applicant ¥ Listing ¥

Julie Woodland Sarving Community

Lrate
Submitted

12/24/ 2008

Your search returned 1 results,

Date

S Auailable

Selected 0171042003 print

Click Search
Potential
Applicants to open
up the Applicant




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, vou do not need to

Search Submittad enter full names to 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 so0 on.

anage Mermbers o
T . gMM . applicant 10: [ | Enter data in one or
Member1Dv [ ] more field and click
First Marme: | | SearCh

Manage Programs | |

Manage Events

Last Mame:

Date of Birth: | |8 (mm/dddyyyy)

Manage Service Locations
Manage Users
Recruitrment Waorkbasket
SaM workbazket

&M Reports Click here for advanced applicant search options,
WISTA Workbaszket

WISTA Reports
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Potential Applicant Search

Welcome Alyson

Click on the arrow

Traines Profile Applicant Search Results neX'[ '[O a Column
B S=arch Potential Applicants Below is a list matching the criteria you entered, Please select an Applicant from the list below heading (Name
1
Search Subrmitted to view the detailed information associated with the Applicant., .
Applications App“Cant ID, etC) tO

Manage Mermbers

arrange the listin an
ascending order

Fesul

Inwite Members vour search plurned 426 results,

Manage Events

RETay! Applicaht ID Date of Birth Ermail
under that column

Manage Programs

Julie Woodland Q00000 171013585 testi@icns. gow i
Manage Service Locations headlng

_Mary 000000 Frei19s1 testi@cons. gow
Manage Users

John DOD000 8/13/1932 test@cns, gow
Recruitrment Workbaszsket

i 00000 2211950 test . c
San workbasket David e FetEens sy CIle on the
SN Reports Peter 00000 4/17/1285 dergusoni@cns gov I t’ t
appilicant's hame 1o

_Kathy Smith
IR Crpe il -Kathy Smith w .

Al L] 117771985 test Open up hIS/her
VISTA Reports L EetHlEms, 9o fil

aul 0000 /1471943 test@cns.gou pro e

Elizabeth 00000 zfaf1954 test@cns.gov

nn 00000 1/15/1983 testi@cns. gow

search again |
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Applicant Profile View & Notification

Traimee Profile Applicant Information

B s=arch Potential spplicants FMame: Julie Woodland E-mail: test@ocns.gow

O oS Applicant ID: 000000 Username: Julie2009
Applications

Mansge Marmbars

Inwite Mermbers Mailing Address: Permanent Address:
Beautiful Clouds Aowve. Smiling Tree=s Road
Ll =] S Chicago, IL 60000 vwashington, DC 80000
A P o o
Sl At e Home Phone WNumber:  312-000-0000 Home Phone Mumber: S20-000-0000
r s i L ti
SR e Work or Other Phone Number: Work or Other Phone MNumber:

Manage Users

Fecruitrment “Workbasket

SeM workbasket Additional Information:

SaM Reporks Earliest Availability Date: 042172008
Mowving in six months: M
Mowve Date: 0472172008

WISTA wWorkbasket

WISTS Reports

Skills:
= First aid
= US Army ¥Yeteran ]
S — If you would like the
preneur

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

& Applicant does not speak any foreign language

Interests:

I am studying secondary education. Teaching andlcoaching has always been a passion of

mine. I would really enjoy a part-time job daing mething that is productive for our

comrmunity .

Motify potential applicant of opportunity:

e-rmail" in order to notify the potential

Send Email |H Click Send Email

Flease select one of vour listings belaw and click
applicant of an cpportunity on your praject.

ICit'_-,-' Year Rhode Island (Mid-%ear)
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Applicant Notification

A message will
appear indicating
that an email
notification has
been sent to the
particular candidate
informing him/her
about the potential

Welcome Alyson ¥Yiew Applicant Profile

Portal Home

Flease note:
Aan ermail notifying the applicant of a potential listing match has been sent.

Trainee Profile

B ==arch Potential Applicants

Search Subrmitted
Applications

Manage Members Applicant Information

Invite Mermbears
HMame: Julie Woodland E-mail: test@cocns.gow
Managse Event=s
Applicant ID: o000 Username: JulieZ2009

Manage Programs=s

Manmnage Service Locations=s

Mailing Address: Permmanent Address:

Manags Us=ars Beautiful Clouds Ave. Smiling Trees Road
Fecruitment workbasket Chicago, IL S0000 Washington, DC S0000

S warkbasket Home Phone Mumber: 312-000-0000 Home Phone Mumber: 930-000-0000

SaM Reports Work or Other Phone MNumber: wWork or Other Phone FNumber:

WISTA workbashket

WISTS Reports
e Additional Information:

Earliest Availability Date: 0472172005
Mowing in six months: M
Mowe Date: 0472172008

First Aid
USsS 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 s=arch Potential Applicants To search for an applicant use the fields below and click the search button, vou do not need to
Search Subrnittad enter full names to find applicants. For example, searching for "1" as the first name and "Smith"

AT as the last name will give results for John Smith, Jane Smithson, and so0 on.

applicant I0: I:l
membertD: [ |

First Marme: | |

Manage Mermbers
Invite Merbers

Manage Events

Manage Programs

Last Mame: | |

Crate of Birth: I:lm frmmAdddy ey CI'thhe Advanced
Applicant Search

Options link to
search for

VISTA Workbasket applicants WhO
YISTA Feports meet certain
education, skill,
language or age

Manage Service Locations
Manage Users
Racruitrment Waorkbasket
SN workbaszket

Sa&M Reports Click here for advanced applicant search options,

eGrants Coaching Unit




Applicant Advanced Search

welcome alyson Advanced Search for Applicants

Portal Home

Trainee Profile Advanced 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 Subrnitted enter full names to find applicants. For example, searching for "1" as the first name and "Smith"
GRS as the last name will give results for Jahn Smith, Jane Smithson, and so0 an. Enter data into one

Manage Mermbers .
Applicant 1D: [ ] or more fields. The

Invite Members
4l b I
Manage Events srmer ::I | more data. yOU enter

First Mame:

Manage Programs | | data the narrower

Last Mame:
Date of Birth: [ |8 (mm/ddfyyyy) your search r_esults
L E-mail Addresss [ | will be, allowing you
to search for
High d i H | | - .
o Fepore ighest E uc-atlon Lewve IP ease Select _| app“cants that meet
e — very specific criteria

WISTA Workbasket Skills: IF‘I Celect
ills: gase Sels or requwements

Manage Service Locations

saM wWorkbaszket

WISTA Reports

Lanquage: |F‘Iease Select

Fluency: IF‘Iease Select v|

Age Between! I and I

search |
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Applicant Advanced Search

Welcome Alyson

Trainee Profile

B s=arch Potential Applicants

Search Submitted
Applications

Manage Members

Inuvite Mermbers

Manage Events

Manage Programs
Manage Service Locations
Manage Users
Recruitrment Warkbasket
San Wworkbasket

S5&M Reports

WISTA Workbasket

WISTA Reports

Applicant Search Results

Below is a list matching the criteria vou enter
to view the detailed information associated wi

1]z2|3|4|5|6|7]8]9|10 MNext Last +10
Tour search returned 426 results,

Results 1 Through 10

MNarme Applicant ID Cate of Birth Ernail

Julie Woodland Q00000 1/10/19385 testi@lcns, gow

_Mary 00000 Firefi9s1 testi@ons, gow

John CXRMED Zf1lzf1l9sz test@cnz. gou
David Q0000 ZiE1f1980 test@cns. gou

Peter 00000 4171985 cfergusoni@crns.gov

Kathy Smith m

Alex D000 11/7/1985 test@cns. gow
Paul OO0 1471943 test@cnz, gow
Elizabeth 00000 3/ Ei1954 test@cns. goy
Ann 00000 1/15/1983 testi@cns. gow

search again |

Click on the page
numbers to scroll
through your search
results

Click on an
applicant’s name to
view his/her profile
and/or send an
invitation to apply to
one of your service
opportunity listings
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Welcome Alyson

Portal Home
Trainee Profile

Search Potential Applicants

Search Subrmitted
Applications

Manage Mermbers

Invite Merbers

Manage Events

Manage Programs

Manage Service Locations

Manage Users

Fecruitrment Waorkbasket
B =an workbashket

S&M Reports

WISTA Workbazket

WISTA Reporks

Workbasket

Submitted Applications Search

Pending
Invitations

Pending
Applications

Pending
Enrallmments

Status Change
Requests

Pending Exits

Applicant ¥ Listing ¥

Julie Woodland Sarving Community

eGrants Coaching Unit

Lrate
Submitted

12/24/ 2008

Your search returned 1 results,

Date
' S Auailable '

Selected 0171042003 print

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



Welcome Alyson

Trainee Profile

Search Potential Applicants

Seatch Subrnitted
Applications

Manage Membears

Inwvite Mernbers

Manage Events

Manage Programs
Manage Service Locations
Manage Users
Fecruitment Workbasket
SaM waorkbasket

S58M Reports

WISTA Workbaske

WISTA Reports

Submitted Applications Search

Search Applicant Submissions

Applicant Submission Search

To search for an applicant submission use the fields belowgnd click the search button, vou do
not need to enter full names to find applicant subrmissions JFor example, searching for "1" as the
first mame and "Smith" as the last name will give results fof John Smith, Jane Smithson, and so

Applicant 10
First Mame:

Last Marne:

Listing: IF'Iease Select

Status: IF'Iease Select

| irmAdddy vy
and: 3 (rnmAddSryyrd

Date between:

This search function may be of particular interest from a
reporting perspective as it allows you to search for
participants who have submitted an application to serve for
one of your service opportunity listings

Enter data into one
or more fields

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
finished

eGrants Coaching Unit




Submitted Applications Search

Click on the page
welcome Alyson numbers to scroll
Trainee Profile Applicant Submission Search Results through your SearCh

Search Potential Applicants Below is a list rmatching the criteria you entered. Please select an applicant submission from the list below to view t detailed results

5] Search Subrmitted infarmation associated with the Applicant.
Applications

] M b
Fneas Members Results 1 Through 10 1|2 HNext Last

Invite Members wour search returned 11 results,

Ipt';"“gram Type FProgram State Created Status print C“Ck on the alrrow
next to a column
heading (Name,

Manage Events i
f‘gpl'ca”t Frogram Code

Manage Programs

Manage Seruice Locations
Manage Users

Recruitrment Workbaszket

O1:10 PR

son workbaskat o Applicant ID, etc.) to

Project Leader

S&M Reports EEE L0000 D&eACHCADD1O012 11411 SHM JozseidSilican gé{ig'{gaos Under Review print - -
VISTA Workbasket I arrange the listin an
WISTA Reports R — DFYSAEREAE SO visTA  HAMS ST . P SEIS/ENS BAmnlEte print ascendlng order
Hathy 00000 03MDHMADDZO001 17192 SN \(-:\rit:s:iiagrton CELENDHAEE | SRS |
ik bs'4zAm  Dadine under that column
Eriz 00000 0ZACHSCO010001 13220 SN o e DLAD/2008  golacted print headlng
City Year
Elzabeth 00000 0&ACHMADDLOOOZ 2619 SN e e DLAD/ZO0Z yyithdrawn print

Education

Wocsinn m%w Click on an
Hands &n

applicant’s name to
Gulf Soast

Lawig 00000 OFWSAPADLG 40304 WISTA  Special PA WELSUE 200 | AETIRSTEEE | view h|S/her

application

Coordinator

000D City Year Las 01/10/2008 Administrative
OEACHCADDLIOO1Z 11413 S Anaeles as B Do i

search again |

print

eGrants Coaching Unit




View Applications

Welcome Alyson

Trainee Profile

Search Potential Ap

Search Subritted
Applications

Manage Mermbers
Inwvite Members
Manage Events

Manage Programs

Manage Users
Recruitrment Warky
B =20 workbasket
S&M Reports

WISTA Workbasket

WISTA Reports

Manage Service Locjti

Workbasket

Pending
Inwitations

Pending
Enrallments

Status Change
Requeasts

Pending Exits

! Applications
icants

Results 1 Through 1

Your search returned 1 results,

Applicant b Listing b Befiz b B statiisiin o =te ,
JU”E“-'leﬂnd Serving Community 12/24/2008 Selected 01/10/2009 print

et

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

& R AN Click on a tab to
view the application
details under that

Wiew application - Julie Woodland

. Basic Education EHDEI:Ei:'ICe Community Motivational Crimvinal References Selection «
Information 2: Skills Service Statement History tab headlng
MName: Julie \Weodland Date of Birth: 0G6/02/1927
ApplicantID: 161101 Username: |liko37
SSMN: TTTTTE203 E-mail: YISTA_ test@cns gow . .
- Click on Print

Mailing Address: Permanent Address: . .
0000 Lake Drive 0C00 Lake Drive Application to open
Elston, ME 0CO00 Elston, ME 0000 I
Home Phone Mumber: 000-000-000C Home Phone Number: 000-000-0000 Up a static text Of
VWork or Other Phone Mumber: Work or Other Phone Mumber: the application for
Residence Information: prmtmg' HOWGVG!’,

Status: U S Citizen reference data will

City: Flagstaff not appear under
State: A7

Country: United States of America thlS VieW for pl’inting

Additional Information:
Earliest Availability Date: 01/10/2009

Click Return to

Interests: Recruitment
| am very interested in working with people and helping the community. | am especially interested in Workbasket to

mental health awareness and treatment. )
— Y return to the list of
print application

return to recruitment workbasket é pendlng

applications
eGrants Coaching Unit




View References

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,
Wou may send a request remmdmg the reference to complete the form by clicking the "send remmder ||nl<

Click on the
References tab to
view the applicant’s
references status

If the Completed
status of the

Alternativel
form once WU have contacted the reference and recewed feedback from him or her.

reference is Yes,
click on the
reference name to
view the details

Mamer Relation: Createdr Modified» Completedr

James Rockwell Mot available 1272372008 10037 PM 12/23/2008 10:37 PM - Yes:
Mot available  12/23/2008 1029 FPM 122372008 1029 FM MO send Reminder

Mary Smith )
Click Return to

Recruitment
return to recruitment workbasket é Workbasket to

print application
return to the list of

pending
applications

eGrants Coaching Unit




View References

.t

. [ "
Reference Entry
AP ST S S e T RO T T or T

Mame:  Julie Woodland Date of Birthe OS/0401 959
Applicant ID: Q0000 Username: BOBRGZO009

S55HM: T OO0 E-rmaik sdesailE@Ecns. gow From thIS VIeW you

Mailing Address: Permanent Address: may use your

o000 Lake Drive CCOC Lake Drive

Elston, ME Q0000 Elston, ME OOO0O0 ] A
Home Fhone Number:  O00-000—0000 Horme Phone Mumbenr ooo0-000—0000 h browser S prlnt
vwork or Other Phone HNurmb e vwork or Other Phone HMurmDer

function to print the
reference

Fefererrce irrForrrraiforr

HMarme:  pMarv Smith Address:
E-rmmaik testg@ons.gow ‘II'Lree Lare
ODrogani=zatiore Let's Woluntesr ERALEL

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

Howe long hawe wou known the applicant? wears: S4 months: 4

Inwhat capacity have vou knowen applicant?

& Job Supervisor i High School TeEacher © Clerdy
= wolunteer Supervisords College Instructor = oach
= Dtherispecityx

“Ary your judgrment, howve competent is this applicant, as demonsitirated by veork inthe cormarmuniy,
in school, on the joby, or in a position of responsibilintg:? Please select one.

= Dutstanding performance
= A owve average perforrmance
T Satistactory

T Helow average perforrmance
= Unsatistactory perforrmance

=h=*HMEHOW EDGE OF THE APPLICANT -</b>=<br=Please describe the
situation inn vwhich you knowve the applicant

<h=WWORK PERFORMARNCE</Ih><bhr>=Please cormrment on such gualities
as the applicant s level of dependabilibs, initiative, amnd abilibyto vwork
writh rminimal supervision and as a member of atearnmTe

al

eGrants Coaching Unit




View References

< L= ] 5197 " ny P P T | Tio g TE
vrith minimal supervision and as a member of atearmTs

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

=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
INFORMATION < h><hr>=F you wish, use additional cormrment s to explain
aryys of your ratinngs, and ampything else about this applicant that you feel
is relevant to serving in AmeriCorps - such asthe applicamt"s desire to
serve other s, rmatur iy, vwwork ethic, fexibility, and dependability: Explain
any reservations that you hawve regarding the applicam™s participation
in the AmeriCorps program o vwhich he or she has applied

Owrerall recormimendation

Yuhat is your overall recormmmendation
& | recomimendthe applicantfor AmerilZzorps service.
= | have some reservations, butl believe the applicantwill succeed in serving with the AmeriCorps.
« | donotrecormmend this applicantfor AmeriCorps service.

= | AUTHORIFE the program andforthe Corporation for Rlational and Commuoanity Service to identite me as
the source afthis reference andto release a copy ofthi=s reference in its entirety upon requestta the
applicant

< | DO MOT authorize the program andfarthe Sarporation far Hational and Comimunity Service ta identits
me as the source aofthis refterence, nordo | authorize the release aofa copy afthis reference in its entirety tc C“Ck BaCk to return

the applicant
sk e {0 the application

eGrants Coaching Unit




Follow-up on References

o D
i AWATA
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,
Wou 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 or her. :
If you click the Send
_ 3 Reminder link for
Mamer Relation: Createdr Modified» Completedr uncompleted
James Rockwell Mot available 12/23/2008 10:37 PM 12/23/2008 1037 PM Yes: references, it will

Mary Smith Not available 12/23/2008 10:29 PM  12/23/2008 10:29 PM N0 send Reminder <@ummmm send an automated
email reminder to

the reference

print application
return to recruitment workbasket

eGrants Coaching Unit




Follow-up on References

When you send a
reminder to a
reference, a

Wiew spplication - Julie Woodland confirmation

|Flzase note: message will

* A reminder to the selected reference to complete their recommendation has been sent. — appear at the tOp of
the reference

: : : : - - : section
Basic Education Experience | Community | Motivational Criminal References Selection
Information & skills Service Statement History
If your reference
These are the references that were submitted with this application. If a reference has not been completed, hasn’t completed or
you may send a reguest reminding the reference to complete the form by clicking the "send reminder” link. been unable to
Alternatively, you may override the reference by clicking on the reference name and completing the override complete the

form once you have contacted the reference and received feedback from him or her. reference through

My AmeriCorps, you
Marme» Relation» Created Modified» Completed may contact the
James Rockwell Mot available  12/23/2008 10:37 PM 12/23/2008 10:37 PM Yes reference directly to
Mary Smith Mot available  12/23/2008 10:29PM 121232008 1029 PM Mo Send Reminder create a Reference

Override. Click on

the Reference’s
name

eGrants Coaching Unit

return to recruitment workbasket




Override References

R AN

Reference Override

When you click on
the reference’s
name, the contact
information will

MName: WMary Smith
Title: Owner

show up on the
Reference Override

Organizationilnstitution Express Service

Address: 0000 Tree Street
City: Scottsdale

State: |

Zip: 85260

Home Phone: 000-000-0000
Work Phone: 000-000-0000
E-mail: test@cns.goy

Source:

-

Comment

page

Use the dropdown
menu to choose the
communication
source (fax, mail,
phone, other) you
used to get the
comments

- Once you complete
the Reference
cancel |[ save | Override, click Save

eGrants Coaching Unit




Override References

- R AN When you save the
Reference Override,

Wiew Application - Julie Woodland B )
a confirmation

Please note:

= Reference override has been saved. )

message will
i d i i i i i 1 iminal f 1 i
Info ion | Fuseten | Enpesicnce | Community | Metivotionsl | Sieming! [ References | Selection appear at the top of
_ : the application

Name: Julie Woodland Date of Birth: OG/MO3/1937

Applicant ID: folalalalale] Username: liko37

SSH:  "“oooo E-mail: “WISTA_test@ons. gow

Mailing Address: Permanent Address:

0000 Lake Drive 000C Lake Drive

Elston, ME 00000 Elstcn, ME 00000

Home Phone MNMumber: 000-000-0000 Home Phone Mumber: Q00-000-0000

Work or Other Phone MNumber: Work or Other Phone Number:

Residence Information:

Status: 1= Citizen
City: Flagstaft
State: A7
Country: Linited States of America

Additional Information:
Earliest Availability Date: 01102009

Interests:

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

print application
return to recruitment workbasket

eGrants Coaching Unit




Accept/Reject Applicants

A WATAY

View Application - Julie Woodland

Basic Education Experience Community Motivational Criminal References Selection

Information & Skills sService Statement History

To extend an offer to an applicant, you must complglle all required fields on this form. An asterisk (7)) denotes
a required field. To reject an applicant, you may justiclick "reject.”

submit I
Lists of Acceptable Documents
List A oOR ListB AND ListC
Diocuments that establish both Documents that establish Documents that establish
identity and service eligibility identity service eligibility
| [ | [ | [—
Document 1D from list A7 Document ID from list B: * Document 1D from list C:
I I | I ||
Overall recommendation
= Accept applicant for AmenCorps™ State/MNational service.
= Reject applicant for AmenCorps™ StatedMNational service .
submit I

print application

return to recruitment workbasket

Click the Selection
tab

Select either a
document from List
A or documents
from both Lists B
and C. Enter the
unique ID of each
document

Click on a radio
button to accept or
reject the applicant.
Click Submit to
submit the
recommendation

Click Return to
Recruitment
Workbasket to
discard any entries
you made

eGrants Coaching Unit




Accept/Reject Applicants

Welcome Alyson

Trainee Profile

Search Potential Applicants

B Search Submittad
Applications

Manage Mernbers

Invite Members

Manage Events

Manage Programs
Manage Service Locations
Manage Users
Recruitrent Workbasket
SaM workbasket

S&M Reports

WISTA Workbashket

WISTA Reports

YView Application - Julie Woodland

Criminal References

Hiztory

Motivational
Staternent

Basic Education Experience &
Inforrmation skills

Cormrmunity
Service

Selection

To extend an offer to an applicant, you must complete all required fields on this form. An asterisk (7]
denotes a required field. To reject an applicant, you may just click "reject”
submit |

Lists of Acceptable Documents

List A OR AND ListC

Diocuments that establish
bath ident_ityfr arjd service

ListB

Documents that establish Docume_nts that_e_s_tablish

Social Security Card
Do|cert. of Birth Abroad
Birth Certificate

Mat. Armer Tribal Doc
LS. Citizen ID Card
Resident Citzen Card
Employment Auth

U3 Passport Drivers License
Do Cert of US Citizenshp Dt state Issued ID Card
Cert of Naturalization Gav |ssued ID Card
Fareigh passport School ID Card
Perm Resident Card “oter Regist Card
Alien Regist Card .S, Military Card
Ov|Temp Resident Card n Military Depend Card
Ermployrmnt Auth Card ; + 4.5, Coast Grd Card
e Reentry Permit meriCorps “|Mat. Amer Tribal Doc
" |Refugee Travel Doc nerCorps® S|Canadian Driv License
Employrmnt Auth Doc School Record/Report
Hospital/Clinic Record
Day-care Record

submit |

nreint annlicatinm

el | | ] — = r——

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

aa |
AWATAL
View Application - Julie Woodland

Basic Education Experience Community Motivational Criminal References Selection
Information & Skills sService Statement History

To extend an offer to an applicant, you must complete all required fields an this form. An asterisk (7)) denotes
a required field. To reject an applicant, you may just click "reject.”
submit I

Lists of Acceptable Documents

Diocuments that establish both Drocuments that establish Documents that establish bUttOﬂ to accept or
identity and service eligibility identity service eligibility . .
| e | e | e reject the applicant.
Click Submit to
Docurment 1D frorm list A * Document ID from list B: * Document ID from list C submit the

recommendation

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

Click Return to
Recruitment
submait_| Workbasket to

print application discard any entries
return to recruitment workbasket é you made

eGrants Coaching Unit




Accept/Reject Applicants

wWiew Application - Julie Woodland When you click
Basic Education Experience Community Motivational Criminal References Selection Sme|t you W|” be
Information & skills Service Statement History

asked to confirm

To extend an offer to an applicant, you must complste all required fields on this form. An asterisk (%) denotes your decision. Click
arequired field. To reject an applicant, you may just click "reject.”

submit | OK to confirm or
Cancel to cancel

Windows Internet Explorer

Flease confirr that wou wish ta subrmit wour decision regarding this subrission.

Lists of Acceptable [ -r_."’

your
List A o] conca | ListC recommendation.
Diocuments that esta hts that establish Once you have
identity and service eligikility I identity I service eligibility confirmed your
I [ | = I [ decision, you won't
Cocument 1D from list A ° Document ID from list B: * Cocument ID from list C: * have alil opportunlty
| | l | to change it

Overall recommendation
= Accept applicant for AmenCorps™ Statefational service.
T Reject applicant for AmeriCorps™ State/MNational 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
View Application - Julie Woodland their appllcatlon

Please note:

A confirmation
message will
appear at the top of

* Your recommendation information has been saved.

the Selection tab
Basic Education EXperience Community Motivational cCriminal References selection
Information & skills Service Statement History
Lists of Acceptable Documents
List A oR ListB AND ListC
Cocuments that establish both Cocuments that establish Documents that establish
identity and service eligibility identity service eligibility
IUS Passzpart LI I ;l I LI

Document 1D from list A" Cocument ID from list B: * Cocument 1D from list C: F

[oooooooooooooooooono | |

Overall recommendation
@& Accept applicant for Amen Corps® State/MNational service.
© Reject applicant for AmenCorps™ 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
o0 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




