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Introduction

The following presentation will guide AmeriCorps State
Program users through how to enroll and place a member
In My AmeriCorps Portal.
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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 a member invitation

e How to create and complete the member’s portion (Part 1 — Enroliment
Information) of an enrollment form on behalf of a member

e How to complete the program’s portion (Part 2 — Placement
Information) of the enroliment form

e How to delete an enrollment form
e How to activate a member enrollment
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Member Enrollment Workflow

Member Enrollment via My AmeriCorps Application
Process
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Member Enrollment Workflow
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Invite Members

Welcome Alyson Workbasket

Portal Home

Trainee Profile Pending Pending Pending Statuz Change Fending Exits
Applications Invitations Enrallrments Fequests

Search Potential Applicants

Search Subrnitted
Applications Results 1 Through 3

Manage Mernbers Your search returned 3 results, Click on Invite

Invite Members : Membel’S on the Ieﬂ
Subrnitted

Manage Event: naVigationaI panel

Julie Woodland Serving Community

Manage Programs 1z/24/2008 Selected 0171072009

RUSTHETE el IE S et Kathy Jones Serving Community 01/10/2008  Selected 06&/01/2007
Manage Users ; Er— P
Peter Smith L, L 01/10/2008  Selected 08/22/2004
Fecruitment Wwaorkbasket TusmE e
B zan Workbashket
58N Reports
VISTA Workbasket

WISTA Reports
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Invite Members

Enter member’s data
welcome Alyson Invite Members and select the
Portal Home program, grant year
— Invite Member and member’s

Search Potential Applicants After cormpleting the following fields with rmember and program information, the mermber will receive an SerV|Ce Iocat|0n
Search Subrnitted ernail with information for Portal registration and the ability to complete the member portion of the

Applications enrollment forr, Click "add another” to send ancther invitation after this one; otherwise, click "save

Manage Members invitation" to just send this one invitation. <lick here for help,

B Invite Members

Click on Add Another
* First Name: to send the current

Middle Mame:

Manage Service Locations ' |nV|tat|On and enter
Manage Usears * Last Hame: another InVItation

* Social Security Mumber:

Manage Events

Manage Programs

Recruitrnent Workbasket
* 1 1 1 .
S8k Workbaskat Verify Social Security Mumber:

SN Reparts * Date of Birth:

Click Save to send

R e * E-mai address: | one invitation and
VISTA Reports * Prograrm Tear: IZDDB vl
return to your home
* Program Title: ICity Year Mew York ArmeriCarps*hational - Mew vork, N y

Service Location: |Se|eu:t page

cancel add another | sa\rel

Click Cancel to
discard any entries

If you would like to submit a batch of member information to receive invitations, you may upload a XML file
via the Batch Invitation Form. B yOU made

Batch Uploads
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Invite Members — Batch Invitations

Welcome Alyson

Portal Home
Trainee Profile

Search Potential Applicants

Search Submitted
Applications

Manage Mermbers

B Irvite Mermbers
Manage Events
Marnage Programs
Manage Service Locations
Manage Users
Recruitment workbasket
SaM warkbasket
S2M Reports
WISTA warkbasket

WISTA Reports

Batch Invitation via XML

Invite Member

O,

Please select the =ML file that you would like to upload into the My AmeriCorps portal, By
uploading this ®ML file, you are extending an invitation to each rmember included to register

with the My AmeriCorps portal,
Click here for help.

The =ML file uploaded must adhere to the specifications as defined in the XML Schema

Definition (=S00.

* Program
"M [Zaos =]

rear:

* Program Title: ICity vear Los Angeles AmeriCorps*Mational - Los Angeles, ChA

< .
ErvICE Iﬁelec‘t -

Location:

* Upload =ML |

|| Browse...

File:
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cancel | upload |

Make sure the XML file
you want to upload
meets the
specifications defined
in the XML Schema

Definitions (XSD)

Choose the Program
Year, Program Title
and Service Location.
Click Browse to select
the XML file you want

to upload

Click Upload



Enroll Members

(Enrolling members who were Invited through the invitation process)

Click S&N
Workbaskets on
the left navigational
panel. Then click

Welcome Alyson

the Pending
Traine= Profile Pending Pending Enge Pending Exits c m
Applications Invitations Reguests InV|tat|0nS tab
Search Potential applicants - |Ocated on the tOp
g b Subritted . .
applications Click here for help. navigational panel

Manage Members Fesults 1 Through 1

) Your search returned 1 results,
Invite Mermbers

Click the member’s

Mermber Pragrarmn Date Invited Frogram Tear name to open the
m enrollment form

Click Delete if you

Fecruitrment Warkbazjlet are not gOing to
enroll the member

Manage Events
Manage Programs
Manage Service Locatiofs

Manage Uzers

B san workbasket ) ) . .
Until the invitee or you complete the member’s portion of

the enrollment form, the members who were invited
through the invitation process will be listed under
VISTA Reports “Pending Invitations”
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Enroll Members

(Enrolling members who were Invited through the invitation process)

Welcome Alyson

Trainee Profile

Search Potaential Applicants

Search Submitted
Aapplications

Manage Members

Invite Maermbers

Manage Ewents

Manage Programs
Manmage Service Locakions
Manage sears
Recruitment Wworkbashket
S&M wWorkbashket

S FReports

WISTA workbaszhket

WISTA Reports

Enrollment

Member Enrollment

Please fill out any remaining member information on behalf of the member if needed and select their

Required fields are marked with an asterisk

program assignment inforrmmation.

Click here for help.

Enrollment Information

* First Mame:
Middle Mame:
* Last Mame:

* Social Security
Number:
* Drate of Birth:
* E-Mail address:

* Permanent Address:

* Permanent ity

* State:

* Permanent Zip:
Perrmanent Zip Plus:
Fermanent Home Phone:
Perrmanent vworl: Phone:

# Mailing address:

* Mailing ity

* Mailing State:

* Mailing Zip Code:
Mailing Zip Plus:
Mailing Home Phone:
Mailing Work Phone:
Gender:

Citizenship Status:
Yoting Registration:

Jessica

Balde
495775160

07 /07/19566
wschrmithi@cns. . gow
S5279 Crotaon Dr

Sterling Hgts

|MICHISAN ~1
48310

2458-346-2091
S279 Croton Dir

Zterling Hgts

[rMIcHIGAM =l
45310

Z245-346-2091

Fermale VI

U. =, Citizen /U, =. Mational

res ;l

=i

If you are going to
complete the
member’s portion of
the enrollment form,
you should
complete it using
the information
given in enroliment
form that was
signed by the
member
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Enroll Members

(Enrolling members who were Invited through the invitation process)

e

Yoting Registration: IYes LI
™ armerican Indian or alaska Mative
which of the following Pl asian
categories best ¥ Black or African American
describes your racial ¥ pNative Hawaiian or Other Pacific Islander
or ethnic origins?: [F white
I other
Ethnicity: IHispanic: arigin ;l
M article

I advertisementin a newspapersmagazine

¥ Guidance counselorfteacher
¥ Parent/relative
I current or former AmeriCorps Member

How did vou hear Il Friend tald mefriend applied

about this ] Tv cormmercial
program?; M Radio commercial

W The internet
= AarmeriCorps recruiter/representative
¥ Received information in the mail
= ArneriCorps program poster
I other

High t L 1 off— -
tghes eve D'Ingh School Diplama vI
Education:

Placement Information

* Start Date! EEfE

* Program Year: |Z003 vl

* Program Title: | City vear Detroit AmeriCorps*State - Detroit, MI

Service Location: Select "I

* Slot Type: I

*# I I, ARUGUSTIN, certify thjs

save information
DMEB #3 =

enroll member

Enter the member’s
start date and select
Program Year,
Program Title, Service
Location and Slot
Type. Select the
checkbox to certify
your portion of the
enrollment

Click Save
Information to save
the enrollment data
without activating

Click Enroll Member
to activate the
member’s enrollment

Click Cancel to
discard any changes
made
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Enroll Members

(Enrolling members who were Invited through the invitation process)

Welcome Alyson

Portal Home
Trainee Profile

Search Potential Applicants

Search Subritted
Applications

Manage Merbers

Invite Membears

Manage Events

Manage Programs

Manage Service Locations

Manage Usears

Fecruitrment Workbasket
B san workbasket

S58M Reports

VISTA Warkbaszket

WISTA Reports

Workbasket

Flease note:
The information for the first section of the member enrollment has been saved successfully, To
complete the enrollment please choose the member from the Pending Enrollments workbasket,

Statuz Change
Requests

Panding
Invitations

Panding
Applications

Pending Pending Exits

Enrollments

Click here for help,
Results 1 Through 3

Tour search returned 3 results,

Program' Fale b Date " Request’

L]
Program Tear Subrnitted ©  Type

Serving
Community

Julie Woodland

Ryan EmailTest63 Textig #4 0&6/25/2009  invitation Delete?

Testing

?
Fecovery 1 Delete?

Another test 0&6/19/2009  invitation
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The member’s
enrollment form will
appear under the
“Pending
Enrollments,” if you
had clicked on
“save information”
on the member
enrollment form
from the “Pending
Invitations” section
or if the invitee had
completed the
member’s portion of
the enrollment form



Enroll Members

(Enrolling members who were selected through My AmeriCorps application process)

eGRANTS

Welcome Alyson Workbasket

Portal Home
Trainee Profile

Search Potential Applicafits

Search Subrmitted
Applications

Manage Members
Invite Mermbers
Manage Events
Manage Programs
Manage Service Lgkations
Manage Users
Fecruitrment W gl

B san Workbasket
S&N Reports
VISTA Warkbasket

WISTA FReports
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Pending
Invitations

Pending
Applications

atus Change
Requests

Pending Pending Exits

Enrollments

Click here for help,
Results 1 Through 1

Your search returned 1 results,

Program y Cate y

B2 Tear Subrnitted

Prograrn ¥ REUESt

Serving

Julie 03/09/2009 inuitation Delete?

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

Click the member’s
name to open the
enrollment form

Click Delete if you
want to delete the
enrollment form



Enroll Members

(Enrolling members who were selected through My AmeriCorps application process)

)

Welcome Alyson

Trainee Profile

Search Potaential Applicants

Search Submitted
Aapplications

Manage Members

Invite Maermbers

Manage Ewents

Manage Programs
Manmage Service Locakions
Manage sears
Recruitment Wworkbashket
S&M wWorkbashket

S FReports

WISTA workbaszhket

WISTA Reports

Enrollment

Member Enrollment

Please fill out any remaining member information on behalf of the member if needed and select their

Required fields are marked with an asterisk

program assignment inforrmmation.

Click here for help.
Enrollment Informati

* First Mame:
Middle Mame:
* Last Mame:

* Social Security
Number:
* Drate of Birth:
* E-Mail address:

* Permanent Address:

* Permanent ity

* State:

* Permanent Zip:
Perrmanent Zip Plus:
Fermanent Home Phone:
Perrmanent vworl: Phone:

# Mailing address:

* Mailing ity

* Mailing State:

* Mailing Zip Code:
Mailing Zip Plus:
Mailing Home Phone:

Mailing Work Phone:

on

Jessica

Balde
495775160

07 /07/19566
wschrmithi@cns. . gow
S5279 Crotaon Dr

Sterling Hgts

|MICHISAN ~1
48310

2458-346-2091
S279 Croton Dir

Zterling Hgts

[rMIcHIGAM =l
45310

Z245-346-2091

Gender: |Female VI
Citizenship Status: U, 5. Citizen /1. 5. MNational v|
Yoting Registration: Ves VI

If the member has
completed his/her
portion of the
enrollment form, the
data will be displayed
in read mode. In this
case, you may scroll
down to the bottom and
enter information about
the member’s term

If the member has not
completed

his/her portion, you can
complete it using the
information given in
enrollment form that
was signed by the
member
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Enroll Members

(Enrolling members who were selected through My AmeriCorps application process)

Yoting Registration: IYes LI
™ armerican Indian or alaska Mative
which of the following Pl asian
categories best ¥ Black or African American
describes your racial ¥ pNative Hawaiian or Other Pacific Islander
or ethnic origins?: [F white
I other
Ethnicity: IHispanic: arigin ;l
M article

I advertisementin a newspapersmagazine

¥ Guidance counselorfteacher
¥ Parent/relative
I current or former AmeriCorps Member

How did vou hear Il Friend tald mefriend applied

about this ] Tv cormmercial
program?; M Radio commercial

W The internet
= AarmeriCorps recruiter/representative
¥ Received information in the mail
= ArneriCorps program poster
I other

High t L 1 off— -
tghes eve D'Ingh School Diplama vI
Education:

Placement Information

* Start Date! EEfE

* Program Year: |Z003 vl

* Program Title: | City vear Detroit AmeriCorps*State - Detroit, MI

Service Location: Select "I

* Slot Type: I
*# I I, ARUGUSTIN, certify thjs

save information
DMEB #3 =

enroll member

Enter the member’s
start date and select
Program Year,
Program Title, Service
Location and Slot
Type. Select the
checkbox to certify
your portion of the
enrollment

Click Save
Information to save
the enrollment data
without activating

Click Enroll Member
to activate the
member’s enrollment

Click Cancel to
discard any changes
made
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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
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