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Purpose @

This presentation is designed to guide AmeriCorps program users to enroll individuals as
AmeriCorps members in the My AmeriCorps Portal, the system by which AmeriCorps
members are entered into the National Service Trust.

The presentation represents AmeriCorps State and Natfional requirements for enrolling
members in the Portal as of April 29, 2021.

Please begin the member enrollment process as soon as possible after grant
notification. This includes taking proactive steps to plan for member recruitment,
citizenship verification, and National Service Criminal History Check processes well in
advance of your expected member start dates.

If you are a subgrantee, please ensure you are following any additional policies or
procedures required by your State Commission or prime grantee.
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Presenter
Presentation Notes
This presentation is designed to guide AmeriCorps program users to enroll individuals as AmeriCorps members in the My AmeriCorps Portal, the system by which AmeriCorps members are entered into the National Service Trust. Often, we will just refer to this as 'The Portal.” 

The presentation represents AmeriCorps State and National requirements for enrolling members in the Portal as of April 29, 2021.

Please begin the member enrollment process as soon as possible after grant notification. This includes taking proactive steps to plan for member recruitment, citizenship verification, and National Service Criminal History Check processes well in advance of your expected member start dates. 

If you are a subgrantee, please ensure you are following any additional policies or procedures required by your State Commission or prime grantee.


Quick Links and Resources: @

References:
Enrollment Preparation and Implementation Resources:
« AmeriCorps State and National Knowledge Network
o Member Enrollment Resources (to be updated May 1st, 2021)

NSCHC and New Rule Information:

 General AmeriCorps NSCHC Resource Page

« AmeriCorps Resources regarding the May 15 NSCHC Rule

 Federal Register New Rule (effective May 1st) for 45 CFR § 2522 and 45 CFR §2540

eGrants Login

My AmeriCorps Portal

eGrants Tutorials (these are dated, but there is still some useful content)
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Presentation Notes
Here are some quick links for you to reference as you proceed through this training. Our colleagues have put together some great resources on our website to support you in understanding the May 1st, 2021 National Service Criminal History Check (NSCHC) Rule in addition to more general NSCHC resources. 

https://www.nationalservice.gov/resources/americorps
https://www.nationalservice.gov/resources/member-enrollment
https://www.nationalservice.gov/resources/criminal-history-check
https://www.nationalservice.gov/resources/may-1-2021-nschc-rule
https://www.federalregister.gov/documents/2021/02/24/2021-03247/national-service-criminal-history-check#p-amd-10
https://www.nationalservice.gov/grants-funding/funding-resources/egrants
https://my.americorps.gov/mp/login.do
https://www.nationalservice.gov/resources/americorps/myamericorps-support-americorps-national-programs-egrants

Let’'s compare:

Enrollment Parameter

Members enrolled prior to April 29, 2021

Members enrolled after April 29, 2021

Enrollment
certification
timeline

*Certification of member enrollments required within 8 days
*Enforced by My AmeriCorps system validations

*Certification of member enrollments required within 8 days
*Monitored through annual progress reports rather than My
AmeriCorps system validations

National Service
Criminal History

*NSOPW completion and State/FBI check initiation certified
by checking two boxes
*My AmeriCorps records the date on which the boxes were

*Completion and adjudication of all required checks certified
by entering a date in the NSCHC Certification field
My AmeriCorps records the date entered in the field

Checks (NSCHCs)
checked *Recorded date must be before member start date
*Recorded date must be on or before member start date *Certification required for applicants ages 18+ as of the entered
*Certification required for all members start date

Citizenship and SSN |SSN and citizenship status must be verified on or SSN and citizenship status must be verified on or

verification before member start date before member start date

Start date changes

*Can be made by grantee staff

within the parameters outlined above

*Changes outside these parameters

require Administrative Review
*Will only be considered if a failure in AmeriCorps’
technology platform or other circumstances prevent
timely enrollment

*Can be made by grantee staff

within the parameters outlined above

*Changes outside these parameters

require Administrative Review
*Will only be considered if a failure in AmeriCorps’
technology platform or other circumstances prevent
timely SSN or citizenship verification
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Presenter
Presentation Notes
Notable changes: 
Applicants enrolled after April 29th will have: 
Enrollment certification within 8 days enforced through annual progress reports rather than the My AmeriCorps system validations
Programs must complete and adjudicate all required checks and certify by entering the date in the NSCHC certification field
My AmeriCorps will record the date entered in the field rather than the date on which certification boxes were checked
The recorded date of NSCHC certification must be before the member start date
Certification of the NSCHC is only required for applicants 18+ as of the entered start date



Requirements for All Member Enroliments @

This includes both Individual and Group Enrollments
v Notice of Grant Award has been received
v The program’s Member Enrollment Period has begun
v Service locations are set up in the My AmeriCorps Portal
v’ Slots of the right type are available for all applicants being enrolled
v Citizenship and SSN have been verified
v" National Service Criminal History Checks (NSCHCs) have been completed for applicants ages 18+

v Applicants have been determined to be eligible to serve

v Applicants have completed their portion of the enrollment form (including acknowledging @
partial Education Award if applicable)
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Presentation Notes
Before you can enroll an individual, the following things need to happen:
Notice of Grant Award has been received 
The program’s Member Enrollment Period has begun
Service locations are set up in the My AmeriCorps Portal
Slots are available for all applicants being enrolled
Citizenship and SSN have been verified
National Service Criminal History Checks (NSCHC) has been completed for individuals ages 18 and up
Applicants have been determined to be eligible to serve
Applicants have completed their portion of the enrollment form (including acknowledging a partial Education Award if applicable) 

In this presentation we will look at each of these steps in detail. 


Notice of Grant Award @

« Following the grant application review process, successful programs receive a
Notice of Grant Award (NGA) prior to the requested start date in their grant

* Programs cannot take the necessary steps in the My AmeriCorps Portal until the
NGA is received

« Grantees access NGA via eGrants; subgrantees are notified by their State
Commission

Select a Report

_______________________ :
B New 12/27/2016 Awarded Aggregate Budget (Summary) Report
Aggregate Budget Narrative |

Application for Federal Assistance
| Contact Help Desk | disable the pictures |
. [ Notice of Grant Award I
on: 6.11.2 Organization IDCR History
Organization/People Report
Program Summary Chart
Subsidiary Budget Narrative

[ P PR L SR = I R B o R RPN 1 3 PR B v
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Presentation Notes
Following the grant application review process, successful programs receive a Notice of Grant Award. Email notifications of grant awards go out each Spring. National Direct and Tribal Grantees, along with our State Commissions will receive their Notices of Grant Award prior to the requested start date in their grant. Notices of Grant Award can be accessed via eGrants. 

Subgrantees will experience a different process of notification depending on your prime grantee or state commission’s procedures for award notification. 



Notice of Grant Award (Direct
Grantees and State Commissions) @

AmeriCorps National
Grantes

Project and Budget
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CFDA No.: 24,006 Ciram Year 1 SOm e OS m em ber
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This award fusds the approved 20 7-18 AmenCorps Mational Dhaect prograns. Mo member may enrall preor to the approved stan enro llm e n 1- perlo d,

date of the neember ensolbnsent penod. Yous 200 7-18 regulatory maich is 24% and your bodgemry msch s 3% CHCS wall

moutor vous regalatory and budgetary matches upon subnmwaon of vour financial reports Wh iCh m Oy S Torf IO fer
Purpose and/or end earlier)

The parpose of this award 13 b0 asust the grantee in carrying ol a nabonal serace program as mithonzed by the Naboral and
W 3 o 5E" “

E i ini".iﬁ. i‘ Ew iii“ﬂtﬁ“i l ol E "‘-H“IHI'I

Funding Information Member Information
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member positions  * ] i W w ) [ oy
et

Crusrten Timmes (450 hoaus )
Wi Tomse (300 o)

Total Awarded in Previous Ansendmenty MO Moot Sorvice Youn (MSY Awarts) 2] H I

Total CHNCS Funds Awarded 1o Diase S340.875 SpeCIOl CondITlonS
on the award

_Funding Source and Amount (inC|Uding

2001 7=0PE1-F1 1-0P0- 23000-4101 $380.875 00 oo
subgrantee-specific

_Special Condltions ) . oy

I The grantee nast submat the followang stems to the Prograan Cffices for resvew and approval before members vall be allowed o S p e C I O | C O n d ITI O nS)

;
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Presenter
Presentation Notes
We wanted to provide Direct grantees and State commissions with a reference of what the Notice of Grant Award looks like. 

It is important to note that the Grant ID, project and budget periods, awarded funds, member positions, and any special conditions on the grant can be found in this document. 

The Notice of Grant Award, along with your approved grant application, define the parameters of your grant. Please review this information carefully and ensure you understand all components including special conditions, which may specify actions you may take before enrolling members. If you believe anything on the Notice of Grant Award to be incorrect, please contact your Portfolio Manager. 


Please remember, an individual is —
officially an AmeriCorps member
on the start date recorded in
eGrants. Prior to this start date,
individuals should not accrue any

service hours



Presenter
Presentation Notes
Please remember, an individual is officially an AmeriCorps member on the start date recorded in eGrants. Prior to this start date, applicants should not accrue any service hours. 


Enrolliment Process

Q

*Process may vary for sub-grantees. Please check with your Commission or Prime grantee for further guidance.*

Enroliment

Preparation for

Staff have
completed
required NSCHC
training

Set up operating
sites (Direct)

Set up service
locations

Create service
opportunity
listings

S
o
Qo
£
]
S
S
-
o
>
&
c
o
o

Individual
applies

Program screens
applicant

e Gather
applicant
information

e Complete
NSCHC

e Determine
applicant
eligibility

Select your member

Select
applicant in
eGrants

Applicant
completes
enroliment form
in My
AmeriCorps

Social Security
Administration
Check

Verification of
Eligibility
eGrants

Enroliment
process

e Individual
Enroliment

 Group
Enroliment

Enroliment

Partial Award
Acknowledgment
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Presentation Notes
Here we have outlined the enrollment process for grantees. We recognize that as individual grantees, you may have additional steps within this process. This is just an attempt to outline the basic steps, and requirements that are involved in how to get an applicant to be an AmeriCorps member. 

The first box provides steps a program needs to complete prior to selecting an applicant for service. The first step is to ensure program staff have completed the National Service Criminal History Check required Training. The next three steps occur in the eGrants portal and include setting up operating sites which applies only to National Direct programs; set up service locations; and create service opportunity listings. 

The second box outlines steps programs need to take to identify potential applicants. First, applicants need to apply to the service position you are looking to fill. Second, the program needs to go through its process to gather applicant information in order to complete the National Service Criminal History Check and determine eligibility. 

The third box encompasses steps around selecting your member. First, we will walk through the steps on how to select an applicant in eGrants, and then outline the process the applicant takes to be enrolled in AmeriCorps which will trigger the last step- Social Security Administration Check. 

Finally, this presentation will walk you through the steps on how to enroll a member. Once eligibility is verified, you will be able to go into the eGrants enrollment screens to officially move your applicant, to member status. For those applicants who have served before, there may be an additional step of acknowledging a partial education award which we have also covered. 

At the end of this PowerPoint, we will also provide you with some additional information regarding member enrollment to for your reference so you can continue to reference this document for all things- Enrollment!


Staff have completed required
NSCHC training

Set up operating sites (Direct)
Set up service locations

E—
c
Q

£

[e
-
| -

LLl

Create service opportunity
listings

S
O
-
O
—_—
O
L S
O
Q.
Q
L S
o

Link to NSCHC required annual training: https://nationalservice.gov/reqCHCIraining



Presenter
Presentation Notes
Before you begin the enrollment process, there are a couple of preparation steps that need to occur. 

Staff have completed required NSCHC training
Set up operating sites (Direct)
Set up service locations
Create service opportunity listings

The National Service Criminal History Check training course is required for AmeriCorps grantees and subgrantees annually. You must complete the course each year before the day your certificate from the previous year expires. Grantees and subgrantees must maintain copies of dated completion certificates for each grant year. 

The next three bullet points will be addressed in the following slides. 

https://nationalservice.gov/reqCHCtraining

Log into eGrants and My AmeriCorps Portal

For Direct Grantees and Subgrantees

9 AmeriCorps

Welcome

Program Search Attributes

ations To search for a program use the fields below and click the search button.

Program

Welcome & view All B oo veor: [1908

Welcome to eGrants! 2 Approved for Consideration/Funding . Program ;:;;:2 _l
B# Manage Programs v

8 27 Awarded = : Name: 2001

nage Users Code: 2004

& 1 Grantee edit of application or report s s S B 2005
. Recruitment Workbask city: %006

5 Under CNCS review 2N Workhasket N 2007 -
State: 150508 [v]

S&N Reports 2009
Portal Home 2010
2011
2012
2013

Creating an Application Managing My Account Reporting to CNCS 2014
2015

2016

- 2017
account functions. _
Continuation/Renewal Financial Report 2018

My Account 8

New B  Click on the links below to access common

508 Approved | Contact Help Desk | Privacy [Z019
Lnst Updated: Thursday, April 03, 2021, 03-212020

Amendment 8 Progress Report a8

Commission Input on National
Concept Paper Applicants B8 Progress Report Supplement &

Commission Competitive
Subapplication Ranking
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Presenter
Presentation Notes
Here are some screenshots on what you will see once you log into eGrants. Click on Portal Home to access the links we will be using throughout the enrollment preparation and implementation process. 

You can search and view your program specific information by selecting ‘manage programs.’ 


Set up Operating Sites @

For Direct Grantees Only

« Required in order to issue member invitations
« See Program Management tutorial on the Knowledge Network

Welcome Sarah View Operating Sites

Search Potentizl Applicants Operating Site Infomation

Program:

- - e A HE— = -
S2drchn submirtted Applications

Program Code Operating Site Program Year

-
Invite Members 2018 Delats
Program Info SSN & Citizenship Status 2018 Delate
_’Iilpe-'s-: ng Site 1‘-.":-| B n nage Programs 20148 Delste
Service Location Info Manage Service Location 2018 Delats
Slot Info Manage Users ; ; - ;
=5 View Previous Operating Sites
Slot Transfer Recruitment Workbasket

Slot Allocation SBN Workbasket C“Ck TO SeT Up _»‘ ‘

operating sites



Presenter
Presentation Notes
Setting up operating sites in the portal is an additional step for Direct grantees that state and subgrantees do not need to complete. 

This step is required before direct grantees can issue invitations. We have included a link to our knowledge network here that provides additional guidance on how to complete this step in addition to this screenshot. As you can see, when in the portal the program must go into “manage programs”, search for and open the program for which you need an operating site, click on operating site info on the left-hand side and click the link on the bottom right of your screen to set up an operating site. 

If applicant invitations and Service Opportunity Listings are not associated with the correct operating site, it may complicate the enrollment steps later in the process.


https://www.nationalservice.gov/sites/default/files/resource/program-management-national.pdf

Set up Operating Sites

Direct Grantees Only

S

Trainee Profile Operating Site Infomation
Search Potential Applicants

Program Year: 2020
Search Submitted Applications

Program: |Creale New Vl

Manage Members

*Operating Site Name:

Invite Members

*Cont Name:
SSN & Citizenship Status Contact Name

* -
Manage Events Street Address 1:

@ Manage Programs Street Address 2:

|
|
|
|
| |
Manage Users *State: |
|
|
[

Manage Service Locations *Cit‘-".'

Recruitment Workbasket *Zip: | ‘l_

SEN Workbasket *Contact E-mail:

S&N Reports Contact Phone: _

VISTA Workbasket *Enrollment Period: Ibg;g”zgzu I E - I03;31,.r2021 I E Complefe O”
Sponsor Verification — f|e|ds Ond Clle
VISTA Reports m .ﬂ. “nge”
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Presentation Notes
When you click ‘Create Operating Site,’ this is the screen you will see. Complete all fields and click save to set up a new operating site. 


.

Set up Service Locations in eGrants @

Welcome Sarah

Ty T * All AmeriCorps

To search for a service location use the fields below and dlick the search button. applicants must be

e e assigned to service
Voiar iarch ratirae] 82 rasks locations

. « See Program

. Management

tutorial on the

Knowledge Network

14" 1E
| A | i
1514 1.2
: 19128 -3794 Click to create new

service locations



Presenter
Presentation Notes
All programs must set up service locations in the portal, as this is what applicants will be assigned to. Again, please utilize our program management tutorials on the knowledge network for detailed steps on this process as we will not be going through this in detail today. 

Here, we have provided a quick snapshot for you to know where to access service locations in the portal. 

https://www.nationalservice.gov/sites/default/files/resource/program-management-national.pdf

Set up Service Locations

wWelcome Edit Service Location

Trainee Profile

Service Location Information

Please fill out all required(*) fields.
Click here for help.

Search Potential Applicants
Search Submitted Applications

Manage Members
Is this a K-12 school? Oye;s Ono

[:] . Go | Press "Go" to search for the NCES School
NCES School ID L
ID.
Do not know the NCES School ID? Click on the following link: http://nces.ed.qgov/globallocator/

Invite Members

SSN & Citizenship Status

Complete all fields
and click ‘save’

Manage Events

Manage Programs

Manage Service Locations "
e y Program: AmeriCorps Program

Manage Users Program Year: 2020

Recruitment Workbasket * Status:

S&N Workbasket

* Service Location Name:

SE&N Reports
VISTA Workbasket
Sponsor Verification

VISTA Reports

Contact Name:
Contact Email:

* Street Address1:
Street Address2:

* City:

* State:

* Zip:

l
|
|
[
l
[
|
[

© 2020 AmeriCorps.

Apr-21

15



Presenter
Presentation Notes
From the previous slide, when you click ‘create’ this is the next screen you will see. To create a new service location, complete all required fields and click ‘save.’


Service Opportunity Listings @

. A R AN |
« Grantees are required to

post all available member

Portal Home

service opportunities in the ——
My AmeriCorps Portal

. . . . Search Submitted Applications Create Opportunity Listing I
« Service Opportunity Listing s
M | d Invita Mambars [)show Hidden Listings
Resources Include a T T N (T
PowerPoint step-by-step, S~ woss Lieracy Vontmersof IL-VOCAL gy oyou/aoiz chikage  Approved viewfads
i i ST 3097 Literacy Voluntears of Illinois. Inc SH 06292009 Chicago Approved wview/fadit
4 M g Locat
. HManage Service Locations :
provide a template for 7oaps  YlmmyVelmermofllinsiss gy 05/0/2047 Chicage  Approved view/edt
B Recruitment Workbazket o 5 hington  Pandin it el 1t
prog rO ms 129948 Supar Awaesoma Corp SM 06052018 Washing ] f
. — a73as Litaracy Voluntears of Illincis, VOCAL | ., op/ni o010 | chicags Approved  viewsfedit
Gr n m SEMN Reports AmeriCorps ] 1 it
. t y al :
-H'C]] ees 'I'G a ?OTUS'I'e . VISTA Workbasket 46032 i'"t:;:'fc"’u”m‘"”“m“ gL MOCKL SN 09/01/2012 Chicago Approved  viewledit
O er recrU| me n S rG egles Sponsor Verification il Literscy Voluntesrs of lllinais - =n 08/01/2015 Chicago Approved  viewfedit

in addition to the My

Literacy Voluntears of Illinois

AmeriCOrpS pla‘l‘form 6BE31 VDAL ® Armas Hoorns SN 02/10/2016 Chicago Approved

To create a new Service To modify an existing
Opportunity Listing Service Opportunity Listing

;


Presenter
Presentation Notes
Prior to enrollment, programs need to submit a service opportunity listing in My AmeriCorps. 

Per Agency policy, all grantees are required to post available member service opportunities in the My AmeriCorps Portal. We included a link to the Service Opportunity Listing Resources on our website that includes PowerPoint step-by-step instructions, an outline of our requirements, and a template for you to use. 

Here is what this step looks like in the eGrants portal. Grantees may create new service listings by clicking the box indicated. Or, if you are a previous grantee, you may modify an existing listing. Grantees may use a variety or combination of strategies for recruitment based on your program model and needs. 

https://my.americorps.gov/mp/login.do
https://www.nationalservice.gov/resources/americorps/member-assignment-listings

Individual applies

* Program screens applicant

« Gather applicant information
« Complete NSCHC

 Determine applicant eligibility

member

S
-
o
>
&
=
-
T
LS,



Presenter
Presentation Notes
Our second box in the enrollment process focuses on identifying an applicant to serve with your program. In order to find members, they must first apply to the positions you are seeking to fill. We will walk through two processes for applicants to take. 

The second portion of this section focuses on applicant screening. Each program has its own process and policies around how to screen applicants to make sure you have the best individual to serve with your program. We will cover just the basics you need to ensure you have the appropriate information needed to complete the National Service Criminal History check and to determine member eligibility. 


Receiving Applications @

« Programs can set up their Service Opportunity Listings to allow
applicant to apply inside and/or outside of My AmeriCorps:

Are you aceepting applications now?* ':E:' T ':' Mo .
o : . Indicates whether
Accepting applications firom: (mmydd yryyy)

Application deadline: (mm/dd/yyyy) > individuals can apply
I Do you accept AmeriCorps application?* '-'E' VT '::' Mo F ViO My AmeI’ICOI'pS

If you réquire your own application, how do applicants get it?
Phore:
E-muail:
Websibe: hitp://

Programs that do not accept applications via My
AmeriCorps must develop their own process to
receive applications and select applicants

;


Presenter
Presentation Notes
As mentioned, applicants may apply to an AmeriCorps programs either through the My AmeriCorps portal, or outside My AmeriCorps. 

When you are creating your Service Opportunity Listings as noted in the steps prior to enrollment, you will have the opportunity to indicate whether an applicant can apply via My AmeriCorps to your program. For programs who select yes, applicants may apply via the My AmeriCorps Portal. 

If you choose no, this is because your program has its own recruitment process external to My AmeriCorps. If this is the case, you will be asked to provide details about where applicants can receive information to apply to your program in your service opportunity listing as shown here. 


Applicant Screening Q

« All applicants are required to be screened
for eligibility and criminal history. Programs
may vary in their process and policy
regarding how they conduct applicant
screening

* Programs should build in as much time as
possible to complete the National Service
Criminal History Check (NSCHC) and
determine eligibility

- Applicants must have their eligibility verified
before they can start service
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Presentation Notes
All applicants are required to be screened for eligibility and criminal history. Programs may vary in their process and policy regarding how they conduct applicant screening.
Programs should build in as much time as possible to complete the National Service Criminal History Check (NSCHC) and determine eligibility
Applicants must have their eligibility verified before they can start service 



Gather Applicant Information @

* In order to be enrolled in eGrants and the National Service Trust,
programs need to gather information that is consistent with the
Social Security Administration Records. This includes:

o Applicant Naome
o Social Security Number
o Date of Birth

« Additional Recommendations for information gathering
o Citizen Verification Documents (e.g. birth certificate, passport,
certificate of citizenship, green card, etc.)
o Contact information (phone, email, address, etc.)
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Presentation Notes
In order to be enrolled in eGrants and the National Service Trust, programs need to gather applicant information that is consistent with the Social Security Administration Records. This includes: 
Applicant Name
Social Security Number
Date of Birth


Additional Recommendations for information gathering 
Citizen Verification Documents (e.g. birth certificate, passport, certificate of citizenship, green card, etc.)
Contact information (phone, email, address, etc.) 



National Service Criminal History Check (NSCHC) @

« AmeriCorps State and National grantees must conduct National Service
Criminal History Checks for AmeriCorps applicants ages 18+
* Three checks are required for individuals to comply with NSCHC reguirements:
o A nationwide check of the National Sex Offender Public Website through
NSOPW.gov
o A check of the State criminal history record repository or agency-designed
alternative for the individual’s state of residence and state of service
o A fingerprint-based check of the FBI criminal history record database
through the state criminal history record repository or agency-approved
vendor

The National Service Criminal History Check must be conducted, reviewed,
and an eligibility determination made by the grant recipient or subrecipient based on the results of

the National Service Criminal History Check before a person begins to work or serve in a position
specified in 45 CFR § 2540.201(q).

© 2020 AmeriCorps.  Apr-21



Presenter
Presentation Notes
AmeriCorps State and National grantees who receive an operational grant must conduct National Service Criminal History Checks for AmeriCorps applicants ages 18+. 

Subgrantees should reach out to your prime grantee, or state commission to understand your programs specific requirements regarding NSCHC as what we are discussing here are the basic AmeriCorps requirements. 

AmeriCorps recommends using our approved vendors to conduct the National Service Criminal History Checks. These vendors are Truescreen and Fieldprint. Detail on how to utilize these vendors can be found on the NSCHC resource page. AmeriCorps selected these specific vendors to help ensure NSCHC compliance. 

Please become familiar with our NSCHC requirements by reviewing our resources that were provided on the previous slide. Failure to conduct timely and compliant National Service Criminal History Checks may delay enrollment and can also result in sometimes significant cost disallowances to your program. 

Reference: 

§ 2540.204
What are the components of a National Service Criminal History Check?
(a) Unless CNCS approves a waiver under § 2540.207, for each individual in a position specified in § 2540.201, grantees or subgrantees must, obtain:
(1) A nationwide check of the National Sex Offender Public website through NSOPW.gov;
(2) A check of the State criminal history record repository or agency-designated alternative for the individual's State of residence and State of service; and
(3) A fingerprint-based check of the FBI criminal history record database through the State criminal history record repository or agency-approved vendor.
(b) One way for grant recipients or subrecipients to obtain and document the required components of the National Service History Check is through the use of agency-approved vendors.


§ 2540.205
By when must the National Service Criminal History Check be completed?
(a) The National Service Criminal History Check must be conducted, reviewed, and an eligibility determination made by the grant recipient or subrecipient based on the results of the National Service Criminal History Check before a person begins to work or serve in a position specified in § 2540.201(a).
(b) If a person serves consecutive terms of service or employment with the same organization in a position specified in § 2540.201(a) and does not have a break in service or employment longer than 180 days, then no additional National Service Criminal History Check is required, as long as the original check complied with the requirements of § 2540.204.

If a National Service Criminal History Check was not conducted on a person because they were under the age of 18 at the time they began their prior term(s) of service or employment in a covered position, pursuant to § 2540.201
(b), a National Service Criminal History check must be conducted prior to the individual beginning a subsequent term of work or service for which the person is 18 years of age or older at the start of work or service.
(c) Persons working or serving in positions specified in § 2540.201(a) prior to May 1, 2021, who continue working or serving in a position specified in § 2540.201(a) on or after November 1, 2021, must have a National Service Criminal History Check conducted, reviewed, and an eligibility determination made by the grant recipient or subrecipient based on the results of the National Service Criminal History Check completed in accordance with this part. For these people, the National Service Criminal History Check must be completed no later than November 1, 2021.


https://www.federalregister.gov/documents/2021/02/24/2021-03247/national-service-criminal-history-check#sectno-citation-2540.205

Determine Member Eligibility @

* Programs must conduct a screening of individuals as part of the recruitment and selection
process

 Eligibility Requirements: 45 CFR § 2522.200
o Age
= An AmeriCorps participant must be at least 17 years of age
o Have a high school diploma or equivalent (see regulation for additional detaqils)
o Be a citizen, national, or lawful permanent resident alien of the United States (see
regulation for a list of acceptable forms certifying status as a citizen)
o Satisfy the National Service Criminal History Check eligibility criteria

Failure to conduct timely and compliant NSCHCs and ensure eligibility of
an individual may:

- Delay the enrolilment process
- Result in cost disallowances

© 2020 AmeriCorps.
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Presentation Notes
Programs must conduct a screening of applicants as part of the recruitment and selection process. Failure to conduct timely and compliant NSCHC and eligibility check of an applicant may delay the enrollment process and result in cost disallowances. 

You can find the comprehensive list of Eligibility Requirements by clicking the link to review 45 CFR 2522.00 (or reference the notes below). In summary, an AmeriCorps participant must be at least 17 years of age, have a high school diploma or equivalent, be a citizen/national/lawful permanent resident of the United States, and satisfy the NSCHC eligibility criteria. 

Reference: 
§2522.200   What are the eligibility requirements for an AmeriCorps participant?
(a) Eligibility. An AmeriCorps participant must—
(1)(i) Be at least 17 years of age at the commencement of service; or
(ii) Be an out-of-school youth 16 years of age at the commencement of service participating in a program described in §2522.110(b)(3) or (g);
(2)(i) Have a high school diploma or its equivalent; or
(ii) Not have dropped out of elementary or secondary school to enroll as an AmeriCorps participant and must agree to obtain a high school diploma or its equivalent prior to using the education award; or
(iii) Obtain a waiver from the Corporation of the requirements in paragraphs (a)(2)(i) and (a)(2)(ii) of this section based on an independent evaluation secured by the program demonstrating that the individual is not capable of obtaining a high school diploma or its equivalent; or
(iv) Be enrolled in an institution of higher education on an ability to benefit basis and be considered eligible for funds under section 484 of the Higher Education Act of 1965 (20 U.S.C. 1091);
(3) Be a citizen, national, or lawful permanent resident alien of the United States;
(4) Satisfy the National Service Criminal History Check eligibility criteria pursuant to 45 CFR 2540.202.
(b) Written declaration regarding high school diploma sufficient for enrollment. For purposes of enrollment, if an individual provides a written declaration under penalty of law that he or she meets the requirements in paragraph (a) of this section relating to high school education, a program need not obtain additional documentation of that fact.
(c) Primary documentation of status as a U.S. citizen or national. The following are acceptable forms of certifying status as a U.S. citizen or national:
(1) A birth certificate showing that the individual was born in one of the 50 states, the District of Columbia, Puerto Rico, Guam, the U.S. Virgin Islands, American Samoa, or the Northern Mariana Islands;
(2) A United States passport;
(3) A report of birth abroad of a U.S. Citizen (FS-240) issued by the State Department;
(4) A certificate of birth-foreign service (FS 545) issued by the State Department;
(5) A certification of report of birth (DS-1350) issued by the State Department;
(6) A certificate of naturalization (Form N-550 or N-570) issued by the Immigration and Naturalization Service; or
(7) A certificate of citizenship (Form N-560 or N-561) issued by the Immigration and Naturalization Service.
(d) Primary documentation of status as a lawful permanent resident alien of the United States. The following are acceptable forms of certifying status as a lawful permanent resident alien of the United States:
(1) Permanent Resident Card, INS Form I-551;
(2) Alien Registration Receipt Card, INS Form I-551;
(3) A passport indicating that the INS has approved it as temporary evidence of lawful admission for permanent residence; or
(4) A Departure Record (INS Form I-94) indicating that the INS has approved it as temporary evidence of lawful admission for permanent residence.
(e) Secondary documentation of citizenship or immigration status. If primary documentation is not available, the program must obtain written approval from the Corporation that other documentation is sufficient to demonstrate the individual's status as a U.S. citizen, U.S. national, or lawful permanent resident alien.


https://www.ecfr.gov/cgi-bin/text-idx?SID=a895c1f3f803d865913b89173a0f59a4&mc=true&node=pt45.4.2522&rgn=div5#se45.4.2522_1200

Select applicant in eGrants

Applicant completes
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Presentation Notes
In this next section we will focus on the steps to select an applicant to serve with your program. We will walk through how to do this in eGrants, what steps the applicant needs to complete before they can be enrolled and walk through the Social Security Administration check process. 


Selecting your applicant in

eGrants

There are two ways to
select an applicant in

eGrants:

* |Via My AmeriCorps
application process

* Inviting an
individual in

eGrants following
program specific

recruitment

Complete the
certification

—

Selecting an applicant who applied via My AmeriCorps:

Basic Motivational Skills & Commumnity Crimina Demographic | References
Informiation | Statement | Experience | Education Service History Infarmation Selaction
Questionnaire

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

* Overall recommendation

O The above-listed applicant is selected for service with this AmeriCorps program.
O The above-listed applicant is rejected for service with this AmeriCorps program.

| certify that before this individual is enrolled to serve as an AmeriCorps

Emoer with our organization, eligibility documentation for this applicant will have
been reviewed against the grant requirements and the above listed applicant will be
eligible to serve as an AmeriCorps member. When the applicant accepts the service
position, the applicant's information provided in this application i1s automatically sent
to the Social Security Administration for venfication. If there is an issue with the
applicant's information, your organization will receive an email from the Corporation
for National and Community Service within three business days of the individual's
acceptance requesting additional information. It is your organization's responsibility to
follow up with the individual, review this information (documentation for this issue is t
be made available in the member's file), and have this information provided to the
Corporation before this individual is enrolled.

submit

Q

Click the
relevant
radio button
to select the
applicant

Click to
submit the
selection.
The
applicant
will be
notified via
email
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Following your screening process where you have determined an applicant is eligible to become an AmeriCorps member, you can accept an applicant to serve with your program. 

This slide is focused on the first track of accepting an applicant via My AmeriCorps. When you are logged into eGrants portal you may review applications based on these tabs you see in our slide. The very last tab is “selection” where you will click if you would like to select or reject the applicant for your program. Below you will check the box indicating that you certify prior to enrollment, the applicant will be determined as eligible to serve. 

Once you click submit, the applicant will be notified via email. We will show an example of this email in just a moment.  



®)

Selecting your applicant in eGrants

There are two ways to
select an applicant in
eGrants:

* Via My AmeriCorps

applicationprocess
* | Inviting an
individual in
eGrants following
program specific
recruitment

Notes:

v'If an individual is serving
with another program
immediately before your
program, the applicant
must first be exited.

v' Date of birth and SSN
must be entered
correctly to avoid delays

in enrollment _

Welcome Sarah

Search Potential Applicants
Search Submitted Applications
Manage Members

@ Invite Members
S5N & Citizenship Status
Manage Events
Manage Programs
Manage Service Locations
Manage Users
Recruitment Workbasket
S&N Workbasket
SEN Reports
VISTA Workbasket
Sponsor Verification

VISTA Reports

Invite Member

After completing the following fields with member and program information, the member will receive an
information for Portal registration and the ability to complete the member portion of the enroliment fo,
another” to send another invitation after this one; otherwise, click "save invitation” to just send thi

Click here for help.

ail with
. Click "add
e invitation.

Enter applicant’s
data. Important:
make sure this
information is
entered correctly
and matches what
is listed on the
member’s ID and
Social Security Card

* First Name:

Middle Name/Initial:

* Last Name:

*= Soocal Secunty Number:

= Verify Social Security Number:
* Date of Birth:

* E-Mail Address:

* Program Year:

* Program Title:

Service Location:

pohn ]
[Doe |
i,c_o_._o_o_c_tf_ _- (5999999999)
él.l....l. (999999999)
[1/1/2001 |

| (mmy/dd/yyyy)
liohndoe@email.com _|
(2018 [v]

[YouthBuiId Atlanta, GA AmernCorps®National - Atlanta, GA

iSeIect

[v]
[

Click add another
to send the current
invitfafion and enter
another

Click save and
then send to
complete the
invifation. The
applicant will be
noftified via email |
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The other process to select an applicant, is to invite them via eGrants. This process is for applicants who have applied to your position through a process outside of the My AmeriCorps portal. 

Your program has gone through its own screening process and has decided to send an invitation to the applicant. In the portal your screen will look similar to this. On the left-hand side, you will select the “invite Members” tab which will allow you to enter the applicants' data. You will also need to select the program year, title, and service location from the drop-down lists. 

It is critical to make sure this information is correct. Entering in incorrect date of birth, or SSN could lead to the creation of duplicate accounts that will cause a delay in citizenship and SSN verification and thus delay the member start date. 

If you would like to send more than one invitation at a time, click “add another” to send the current invitation and enter another. You may also click just click save and send to complete the individual invitation. 

The applicant will be notified via email as shown in the next slide. 




Applicant Invitation @

H myamericoms@americorms gov Email the applicant receives following the
e e == program invitation or selection process

To  H Gincres, dneress H

Dot Jire GESrum:

Thiandk yoes Tor spply ng o seree on SmaerConps Ciby Year Baton Rouge program. Uise the following link to oo mplete your negistration and &nnolmrmeni:
i T T DT DR T

Fleare oo mol feply o this mesasges . I you have sny gus itions o nesd Turthen autistancs, pleass vubamit & b lp e gues st wis hittps S sdsonos--

Bt cuithe lpooamymppfaik  imad oF contact the help ddik &t 1-800- 943 2577,

Contact My AmenCorps | Login

i The link in the email connects to the My AmeriCorps
Portal where the applicant’s identity will be verified.

Ensure applicants understand this is a secure site
and the information entered must be accurate and
reflect what is on the government issued ID (this
includes hyphens, spaces, multiple middle or last
names, etc.).

The link will be broken if the program resends or
Contact Us | Newsletters | Site Map | Site Index | Office of Inspector General | FirstGov | Privacy | Accessibility s v v mm deleTeS The inViTOTion.

FOIA | Ho Fear Act | Federal Register Notices | Site Notices
Last updated: Wednesday, May 16, 2018, 04:25 PM

Release version: 6.9 _
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When you select an applicant in the My AmeriCorps portal or send an invitation to an applicant who applied outside of the My AmeriCorps portal, they will receive an email notification. The individual will then need to accept the invitation and complete the applicant portion of the enrollment form. 

Here is your applicant’s view of the invitation that they received either through applying in My AmeriCorps or with your specific program. 

In the example on this slide, Jim was lucky enough to be selected to serve with City Year! He is now instructed to complete the registration and enrollment forms by clicking on the link indicated. This will open his My AmeriCorps page where he will be instructed to verify his information to access his enrollment form. 



®
Member Enroliment Form @

« Perthe Grant Terms and Conditions, the Enrollment Form

must be completed by the applicant
o Programs must request a waiver if this is not possible

« To facilitate successful enrollment, individuals who have

previously served in AmeriCorps must:

o Ensure that they have been exited from their previous program by verifying
with their previous supervisor or checking their Ed Award status

;


Presenter
Presentation Notes
Please be aware that the AmeriCorps Terms and Conditions state that the enrollment form must be completed by the applicant. eGrants will not allow programs to complete this step unless you have a waiver. 

Throughout your screening process, you may have learned that the applicant has previously served in an AmeriCorps Program. It is a good idea to make sure that the individual has been exited with satisfactory service from their previous position. There are various ways for the individual to do this, including reaching out to their previous supervisor, or checking to see if they have access to their education award as this is only available if the individual has been fully exited. 


S
Applicant Enroliment Form %

Form continued...

Once the
individual
clicks ‘save
information’ to

submit the
form, the
eligibility
verification
process is
initiated.

HEEE EEEEEEEEEEEEEERR IIIIIIII | Bad M |
<
I I |
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Here is the enrollment form as the applicant will see it. 

Once the individual clicks ‘save information’ to submit the form, the eligibility verification process is initiated. 

Note: 
If an applicant incorrectly lists the 4-digit postal code after the first 5-digit code, their enrollment may be held up



.
SSN & Citizenship Verification @

« The My AmeriCorps portal submits the record to the Social Security Administration (SSA) as
soon as the applicant completes and saves their section of the enrollment form.

« The Social Security Administration will then follow their process to verify the applicant's
citizenship status and social security number (SSN).

«  Within three business days, My AmeriCorps will be updated with either "Verified" or "Returned”

for both the SSN and citizenship status.
Example of an applicant who will have

Example of a verified applicant to be manually verified
55N Status: Venfied - 07/20/2017 S5M Status: Venhed - 02/05/2019
Ciizenship Status: Vernfied - 07/20/2017 Citizenship Status: Returned

Both the SSN and citizenship status must be noted as “Verified” or “Manually Verified”
in My AmeriCorps before the individual can be enrolled.
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Presentation Notes
As previously mentioned, the portal submits the record to the Social Security Administration, or SSA, as soon as the applicant completes and saves their section of the enrollment form. 

SSA will then follow their process to verify the applicant’s citizenship status and social security number. Within three business days, the portal will be updated with either “verified” or “returned” status. An example is shown here. 

Programs will not receive an email if the applicant is automatically verified but will receive a notice if the citizenship and/or SSN status is “returned”. 


Manual Verification Steps @

Only required if applicant is not automatically verified

1. The grantee administrator receives an email notification to submit additional documentation
via Secure File Transfer for manual verification of the applicant’s citizenship or Social Security
Number

2. To submit documentation, the program must request a secure file link from the AmeriCorps
Hotline (detail on next slide)

3. Program submits additional documentation (refer to 45 CFR 2522.200 for documentation
guidance)

4. AmeriCorps Hotline forwards submitted documentation to the National Service Trust

5. If the submitted documentation is sufficient to verify eligibility, the record in eGrants will be
updated within 3 business days. This ends the manual verification process

6. If the submitted documentation is not sufficient to verify eligibility, the grantee administrator
will receive another email notification to submit sufficient eligibility documentation to
continue the manual verification process until the documentation is sufficient

For some individuals, the Social Security Number and citizenship manual verification process may take several

days to a couple of weeks to complete. Programs must factor that into their planning.

© 2020 AmeriCorps.  Apr-21 | 30
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Again, if not automatically verified, programs will receive a notification via email to submit additional documentation. 

We have provided a link to our Code of Federal Regulations that outlines what documentation can be gathered to verify citizenship. Additionally, the program may be asked to provide documentation to verify the Social Security Number, which can simply be a copy of the social security card, or documentation that indicates a name change. 

To submit this documentation, the program must request a secure file link from the hotline. Additional details will be provided on the next slide. 

If the documentation is sufficient to verify eligibility, the status will be updated to “Manually Verified.” If not, the program will again be notified that documentation was not sufficient and will request this again via email. 

Manual verification can take a significant amount of time. Programs must factor this required time into their planning and ensure that they begin the enrollment process sufficiently in advance of the desired start date. 


https://www.ecfr.gov/cgi-bin/text-idx?SID=1cdddd4ad4d72234ffaa8e34d95c1ddd&mc=true&node=se45.4.2522_1200&rgn=div8

Requesting a Secure File Link @

Go to webform: https://questions.americorps.gov/app/ask to request helpdesk ticket(s).
Request a secure file link by completing the form (below)

Submit a question to our support team. Announcements

DO NOT SUBMIT QUESTIONS FOR THE FOLLOWING ISSUES. For security reasons, instead please call the Hours of Operations:
AmeriCorps Hotline, 1-800-942-2677, to have these issues addressed

900 am. to 7:00 p.m. EST Monday
= Password Reset through Friday, during the months of
= Account Balances Janua , June, July, August, and
= Application Status Septel
= Check Trace Requests For the months of February, March,
= Payment Status April, October, November and
= Voucher Requests Decemi
= Updates fo your account arn

Monday through Thursday: 9:00 a.m

Top 5 Answers 10 7-00 p.m. EST Friday: Closed

What is FEMA Corps? The hotline is closed on all federal
noliday

How are applications submitted and what are the requirements? The Americorps Hotline can provide

answers for:
How do | submit a grant application?

; o General inquiries:
How do | submit a paper application? = About AmeriCorps
- P N - = All AmeriCorps programs
Are we required to submit our application via the on-line eGrants system? + All AmeriCorps Seniors program:
= All Learn & Serve programs

System issues:
= eGrants system
« My Americorps Portal

General Question

Do not include Secial Security Number or Date of Birth.

First Name * Program specific inquiri

(i ] Alumni questions

N = Non-profit Organizafions and
Last Name Grantee quesfions

ssssss
Email Address = » Recruitment questions

0
Tip for Self Service
Subject *

You may be able to quickly find the
information you need by selecting

ember, normal hours of operations

les:
« Applicant, Candidate, Member, and

Best practices:

Indicate that you are a State and
National program enrolling
applicants and need a Secure File
Link to submit SSN/citizenship
verification documentation

If your program has mulfiple
individual cases requiring
SSN/citizenship verification at the
same time, send these cases under a
single ticket

Document all communication and
take screenshots if necessary

Reach out to your Portfolio Manager
if you encounter any challenges
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Here is the form to request a secure file link from the hotline.

We have included a couple of best practices for you to consider when providing additional documentation including what information to include, and if you have multiple documentation requests to include this all-in-one email giving you one single ticket to track. 

For subgrantees, your prime grantee or state commission can assist you through this process. 

https://questions.americorps.gov/app/ask

Verification of eligibility
eGrants enrolilment process

Individual Enroliment
Group Enroliment

Partial award
acknowledgment
(if applicable)

i
-
T

&

[e
-
-
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The step we have all be working toward- Enrollment. Covered in this next section we will demonstrate how to verify eligibility of your applicant, the process in eGrants you need to take to enroll your applicant, and what to do if you have an applicant who has already served and needs to acknowledge a partial award prior to enrollment. 


B
Confirming SSN & Citizenship Verification @

55N, Citizenship, and Criminal History Verdficabion

‘/ CheCk The OppllCCﬂ’]T SSN Gﬂd flefore a member may be enrclled mto the NafBional Sennce Trest they must have: 1) their 55H and Cibizenshap status be ina
Citizenship status in eGrants- the HOF DI P SN &) OIS NS S [Sr PR S Sk (SR Tt i, S f
applicant must be ‘Verified’ or |
‘Manually Verified' to continue ‘J;r. Status: Verified - 11/06/2020

el FBI chebtl, &8 apprapnale, requirgd Tor EPeg indnsdusl

fo enter an applicant’s start date that

‘ Note: My AmeriCorps will not allow you
is earlier than the verification dates

Verification Status Types
Open: individual has been invited to parficipate in a program but has not yet
created/updated and saved their My AmeriCorps Portal Profile
Pending: individual's name, SSN, and DOB have been sent to SSA for verification and are
awaiting results
Verified: individual’s SSN/citizenship eligibility has been automatically verified by SSA
Returned: individual was not verified automatically by SSA; document subbmission is required
to prove eligibility
Manually Verified: individual's SSN/citizenship eligibility has been verified by AmeriCorps
based on submitted documentation
Cannot be Verified: individual has been proven not to be eligible with respect to SSN or
citizenship. (If a program believes this status is incorrect, they can submit an appeal to their

Portfolio Manager within 30 days of the eligibility decision) g
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The first step is for program staff is to verify that the applicant’s SSN and Citizenship status. 

We have provided you in this slide all possible statuses that the applicant may be in and why. The only way to move forward is if they are in “verified” or “manually verified” status. 


®)

Completing Individual Member Enroliment Form

v Confirm

SSN/Citizenship are in
“Verified” or
“Manually Verified”
status

v Complete the

placement
information
« Start date must

be on or after
SSN/citizenship
verification dates
and after NSCHC
certification date

SSN, Citizenship, and Criminal History Verification
Before a member may be enrolled into the Nabional Service Trust they must have: 1) their SSN and Citizenship status be in a
Verified or Manually Verified status; 2) a completed National Sex Offender Public Website check (NSOPW.gov); and, 3) the
program inttiated state of service and state of residence checks and FBI check, as appropnate, required for this individual.

_

SSN Status: Verified - 11/06/2020
Citizenship Status: Verfied - 11/06/2020

By entering a date into this field, I certify that I or my organization conducted,

reviewed, and adjudicated the results of a nationwide NSOPW.gov check (with all

junsdictions on NS0PW.gov reporting ), the state of service and state of residence (if

different) check(s) required for this individual, and the FBI check required for this

individual on or before the date I have entered. This certification is not required for

individuals who are under 18 vears of age as of the start date recorded in the Portal.
04062021

MNSCHC Certification: |04/06/2021 E

* Please click "save information™ after entering the date in this section.
Placement Information

A member's start date may not be earlier than the date that the member's 55N and citizenship ehgibility are confirmed. For
members 18 years and older, the start date must also be later than the date entered in the NSCHC Certification field. Member
enroliments should be certified within 8 days of the member's start date,
 Start Date: | 3
* Program Year: |2020 EI

* Program Title: W
Service Location: El
* Slot Type: El
e
=[] I, , certify this form as of 040872021,

I understand that a knowing and willful false statement on this form can be punished by one or more of the following: a fine or
imprisonment or both under Section 1001 of Title 18, U.5.C., exclusion from participation in federal programs, and forfeiture of
benefits [ may receive as a result of my enrollment or other achons authonzed by the Ciwvil Fraud Remedies Act, 31 U.5.C. 3801-
3B812.

cancel | save information | enroll member

/"

© 2020 AmeriCorps.

v If applicantis 18 or

older, enter the
date the NSCHC
was completed and
adjudicated.

Check the
certification box

Once dll
information has
been entered
correctly, the “enroll
member” button will
become active
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Steps to complete the enrollment form: 

1- Confirm SSN/Citizenship are in “Verified” Or “Manually Verified” status

2- If the applicant will be 18 or older as of the start date entered on the enrollment form, enter the date on or before which the NSCHC was completed and adjudicated. You can enter a date that is in the past.  This date can be corrected if needed prior to enrollment; however, once the individual is enrolled, the NSCHC certification date cannot be changed. 

When you click “Save,” the date entered in the box and the name of the certifying individual will appear below the certification statement. 

3- Complete the placement information 

This includes the start date, program year, program title, service location and slot type. The entered start date needs to be on or after the date of SSN and citizenship verification and after the date of NSCHC certification in order to enroll.  You can enter a start date that is in the past as long as it is within the program’s enrollment period.  However, per AmeriCorps policy, enrollments should be certified within 8 days of the member’s start date.

4- Check the certification box to certify the form. 

Once you have entered in all information correctly, the “Enroll member” button will become active. All information can be entered ahead of time except the start date and slot type, so if you save information and leave this page, the next time you log on you will have to re-enter this information. 



Saving Information in the Enroliment Field

Welcome Sarah

Portal Home

Please 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 Enroliments workbasket.

Search Potential Applicants
Search Submitted Applications
Manage Members

Invite Members

SSN & Citizenship Status

Pending Pending Pending Group Status Change Pending Exits
Applications Invitations Enrollments Enrollments Requests
Manage Programs
Manage Service Locations
Manage Users Click here for hElD
Results 1 Through 10 1/2|3|4|5|6|7|8]|9|10 Next Last

Recruitment Workbasket
Your search returned 96 results.
B san workbasket

Member
_ Program Date Request
SEN Reports Name Program * vear Role ¥ cubmitted e b ;n;;lllgnentl

As mentioned, you
can enter information
ahead of time
(except for start date
and slot type).

© 2020 AmeriCorps.  Apr-21 |
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All information can be entered ahead of time except the start date and slot type, if you save information and leave the enrollment page. When you return to complete the applicant enrollment, you will need to re-enter the start date and slot type. Filling in the other information ahead of time may save you some time throughout the process. 



Group Enroliment

Group Enrollment is an option during the final phase of enrollment in eGrants.

Welcome Sarah Invite Members
Extra step forgroup 1
° Search Potential Applicants Invite Member
enro"ment d U"ng Search Submitted Applications  After completing the following fields with member and program information, the member will receive an email with

information for Portal registration and the ability to complete the member portion of the enrollment form. Click “add

° ° °
Manage Members g - . . T : ] : 1 1
the |nV|tqhon another” to send another invitation after this one; otherwise, dick "save invitation® to just send this one invitation.

2 Click hare for he [« 8
process:
Manage Events * First Name: [John
Manage Frograms Middle Name/Inital:

Applicants must be | e T —
OSSOCIOTed Wi'l'h The A;__IJ_.__F-___-.-__:,_,__.____.H_.“__. * Sooal Security Number: |sssssssss | (999995999)
CorreCT Progrgm i:\ - * E-Mail Address; johndoe@email.com
Year and Program

Ti.l.le T i * Program Title: | , AmeriCorps®*National - Atlanta, GA

= Verify Social Secunty Number: |essssssss | (999995999

* Date of Birth: |1/1/2001 (mm/dd/yyyy)

Service Location: |[Select | W
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Programs wishing to enroll a large number of applicants at one time can use the Group Enrollment option in eGrants.  For a program to use the Group Enrollment feature, there are a couple of extra requirements that need to be fulfilled.  Specifically, AmeriCorps applicants need to be associated with the correct Program Year and Program Title during the invitation process.  (Program Title is another term for the operating site name or subgrantee program name.)  This slide shows where these two key fields are located on the applicant invitation screen in the My AmeriCorps Portal.



>
Special Requirement for Group Enroliment @

Continued...

Program Year must be selected correctily by the program on the applicant

invitation

« Applicants who applied via My AmeriCorps will need have the program year entered manually
on their individual Enrollment Form, and so cannot participate in group enrollment (i.e., they will
not appear on the Group Enrollment tab)

Program Title (operating site/subgrantee program name) must be selected

correctly by the program

« Applicants who applied to/were invited under a different operating site must have the Program
Title changed manually on their individual Enrollment Form, and so cannot participate in group
enrollment (i.e., they will not appear on the Group Enrollment tab)
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For individuals to be associated with the correct program year, the program staff responsible for sending applicant invitations in the Portal need to select the program year correctly on the invitation.  If an applicant applied and are accepted directly in the My AmeriCorps Portal, their applications will not be associated with a program year; instead, the program year will need to be entered manually on the individual enrollment form later in the enrollment process.  As a result, these applicants will not be able to participate in Group Enrollment (in other words, they won’t show up on the Group Enrollment tab in the Portal) and they will need to be enrolled individually instead.

For applicants to be associated with the correct Program Title (i.e., operating site or subgrantee), program staff need to select the correct Program Title during the invitation process.  If the wrong Program Title is selected on the applicant invitation, it will need to be changed manually on the individual’s enrollment form later in the process.  In this case, again, the affected applicant will not be able to participate in Group Enrollment and will need to be enrolled individually.



Group Enroliment Screen

Same information needed
as in the individual
enrollment form with one
key difference:
- On the group
enrollment form, you
may enter information
for up to 20 individuals
at a time and enroll
them simultaneously.

Welcome Sharon Workbasket
Trainee Profile Pending Pending Invitations Pending Group Status Change Pending Exits
Search Potential Applicants Applications Enrollments Enrollments Requests
Search Submitted Applications
Manage Members Program Year: 2020
Invite Members Program Code: NN
SE5N & Citizenship Status Program Title:
Manage Events Slot Type:

Manage Programs Click here for help.
o ia = =

) Results 1 through 3
Manage Service Locations
Your search returned 3 results.

Manage Users
g Name™ NSCHC Certification Select to Enroll Service Location Start Date

Shannon = O Select 03/01/2021 |
Annabell ™ O Select Tl
Samanth B |

Sponsor Verification Please dick "save information” after entering the date on or before
which all required checks were completed and adjudicated (required for

individuals 18 years and older).

Recruitment Workbasket

B sanN Workbasket
SEMN Reports

VISTA Workbasket

VISTA Reports

+ (] 1, SN, cciify this form as of 04/07/2021 | save information || enroll |
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Here is what the group enrollment screen looks like.  The placement of the fields on the screen is different, but program staff will still enter the same types of information, make the same certifications, and take the same actions.  The key difference:  while on the individual enrollment form you are entering information for only one applicant at a time, on the Group Enrollment screen you can enter information for up to 20 applicants at a time and enroll those individuals simultaneously.



.

Group vs. Individual Enroliment

Number of applicants enrolled at a time Up to 20 Only 1

Program Year and Program Title Pre-populated from Selected manually on
member invitation enrollment screen

Individuals who applied through My Cannot be used Must be used

AmeriCorps

Individuals invited under different program [g@felglglellelsAVN=Te Must be used

year/ program title

SSN/Citizenship Applicants will not appear | Verification status and
on Group Enrollment tab dates visible on individual
until they have been enrollment screen
verified

NSCHC certification Cerlified by entering date on or before which all
required NSCHCs were completed and adjudicated
(ages 18+)



Presenter
Presentation Notes
This table shows a summary of the differences between the group enrollment and individual enrollment processes.  As I said on the previous slide, group enrollment allows programs to enroll up to 20 individuals at a time, while individual enrollment is limited to one applicant at a time.  Also, as I mentioned earlier, in group enrollment the applicant’s program year and program title are set during the invitation process.  As a result, individuals who applied and were accepted via My AmeriCorps cannot be enrolled via the group enrollment feature, because the My AmeriCorps application process does not link individuals to this specific information. Similarly, individuals that were invited under a different program year or different program title cannot be enrolled via group enrollment. Instead, the program year and program title for these applicants will need to be selected or changed manually using the individual enrollment form.

In both group enrollment and individual enrollment, the applicant’s SSN and citizenship status needs to be verified on or before the applicant’s start date. Applicants will not show up on the group enrollment screen until this verification is complete. For individual enrollment, the verification status and dates are shown directly on the enrollment form.  If you are using group enrollment and need to find out the date of SSN or citizenship verification for a particular individual, you can view it on the individual’s enrollment form.

The rules for National Service Criminal History Checks are the same for both group enrollment and individual enrollment. For applicants ages 18 years or older, program staff must enter the date on or before which the three-part NSCHC was completed and adjudicated. Entering this date and is a legal certification that these actions have been completed and this certification is recorded in the My AmeriCorps Portal. The date of certification is not visible on the group enrollment screen but can be viewed on the applicant’s individual enrollment form.


Group Enroliment Steps

Welcome Sharon Workbasket

Trainee Profile Panding Pending Invitations Pending Group Status Change Pending Exits
Applications Enroclimants Enrollments Requests
S-I-ep '| . Search Potential Applicants
|n _I_he S&N Search Submitted Applications

. Manzge Membears Program Year:
Workbasket in the - ’
. Invite Members Program Code:
MY Amer:lcorps SSN & Citizenship Status Program Title: |Select
Portal, click on the | .occiene Slot Type: [[v]
Group Enroliments | t:nsce programs Click here for help.
'I'O b Manage Service Locations ho matehes

Your search returned 0 results.
Manage Users . . . )
Mame™ NSCHC Certification Salect to Enroll Service Location Start Date
Recruitment Workbasket
B saN Workbasket
S&N Reports
VISTA Workbasket

Eponsor Verification

WISTA Reports

J



Presenter
Presentation Notes
The next set of slides will walk you step by step through the group enrollment process.  First, you need to locate the Group Enrollments tab in the S&N Workbasket of the My AmeriCorps Portal.  It is located to the right of the Pending Enrollments tab.  When you first click on the tab there will be no applicants listed; the applicants will appear in the next step.


Group Enroliment Steps

Step 2: Select the correct Program Title (operating site name or subgrantee program name)

« The Program Year whose enrollment period is currently open will populate automatically

« Applicants who are associated with this Program Year and Program Title, have completed
their portion of the Enrollment Form, and whose SSN/citizenship has been verified will appear

on the tab. (These individuals are also visible on the Pending Enrollments tab)

Welcome Sharon

Trainee Profile

Search Potential Applicants

Search Submitted Applications

Manage Members

Invite Members

SEMN & Citizenship Status

Manage Events

Manage Programs

Mamage Service Locations

Manage Usars

Recruitment Workbasket
B san Worlkbasket

SEN Reports

VISTA Workbasket

Pending
Applications

Program Year: 2020

Pending Invitations

Pending
Enroclliments

Program Code: INNNGGGGGGGG_G__

Program Title:

Slot Type:

Results 1 through 3

Mame™

Shannon

Annabell

Samanth

MNSCHC Certification Select to Enrcll Service Location
H L] Select
H [] Select
& O

Group
Enrollments

Status Change
Requests

Pending Exits

Click here for help.

Your search returned 3 results.

Start Date
( [
]

E

Q
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The next step is to select the Program Title - meaning the operating site name or subgrantee program name - for the individuals you wish to enroll.  There will be a brief pause after the Program Title is selected, then the Program Year will automatically populate on the tab.  The Program Year that will appear is the one whose enrollment period is currently open for that particular subgrantee or site.

The applicants associated with that particular Program Title and Program Year will automatically appear in the list at the bottom of the tab. The list displays up to 20 individuals at a time.  If there are more than 20 individuals associated with this Program Year and Program Title, you will be able to use the navigation tools on the right side of the screen to move to subsequent pages.

Remember that applicants will only appear on the Group Enrollment tab if (1) they have the correct Program Year and Program Title pre-populated from the invitation form; (2) they have completed their portion of the Enrollment Form; and (3) their SSN and citizenship are already verified. If there are individuals you wish to enroll who do not appear on this tab, you can find them on the Pending Enrollments tab and use the individual enrollment process instead.  Applicants who appear on the Group Enrollment tab also appear on the Pending Enrollments tab.


Group Enroliment Steps @

Step 3: Select the Slot
Type fOI’ The Opp“C(]I’Tl’S welcome Sharon Workbasket
you wish to enroll portal Home
« Insubsequent steps, | e o ' | e S SRR [ e

you will only enter ot Enroliments Enrefimants

information for search Submitted Applications

Opp“CCInTS who will Manage Members Program Year: 2020

be enrolled in this Ifevite Mermbers Program Code:  ([INGEG_

type of slot 5N & Citizanship Status Program Title: =
« |f you have : | Minimum Time (3 J Living fllow

applicants that will

need to be enrolled

in other slot types,

leave those blank for | secument worbasie:

Results 1 through 3
Your search returned 3 results.

Hame™ NSCHC Certilication Select to Enmcll Service Locakion Start Cate

now. (You will B sen Workbasket - Ejm Select [v] K
repeat these steps 1o | sanaepons idon E Select ] =
enrO” ThOSG JIETA Workbaskat Samanth -__ﬂl I:l U EI

applicants.)
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Next, you need to select a slot type. In the group enrollment process, all individuals enrolled in a single action must have the same slot type. If you need to enroll other applicants with a different slot type, you will need to repeat the group enrollment steps with the second set of applicants.

In the example on this slide, I intend to Shannon, Annabelle and Samantha as Minimum Time members. 


Group Enroliment Steps @

Step 4: For the applicants you wish to enroll, enter the date when all required National Service
Criminal History Checks were completed and adjudicated for each applicant. For applicants
under age 18 as of the entered start date, leave the NSCHC Certification field blank.

Welcome Sharon m

- .".r;r-.--o Profile Pending Panding [nvitations Panding Grap Skatus Change Pandirg Exits IMPORTANT:
g P I Aped Applications Enrolimants Enrcllments Requasts ) . .
S —— - All required criminal

sk history checks must be
Manage Members Program Year: 2020
nvite Membars rrogram Code: [N Completed qnd
SCh B Citizenship Stabus Program Title: W qdedqufed ”Of i'O
Manage Events Slot Type: _r-1in|rnurn Time (300) [12] w/ Living Allowance ﬂ . inpu"‘ing a Cerﬁficqﬁon
I:_ R Results 1 through 3 dqie
e Your search returmed 3 results. The qpplicqni‘ si‘qri‘ dqi‘e
i Name™ NSCHC Certification Select to Enroll Service Location Start Dabte

must be after the date

Bacruitment Workbaskat
Shannon 04,/05/2021 3 E Ta bl 3 .
B Skii Workbaskat : — :'I [ - U::ZE 3 ﬂ eniered In llihe NSCHC
) i belle 03/28/2021 : | W b = oge ° °
N Reports Certification field

e skt Samanth 02/24/2021 _-_”—I | Morth Country Hospital :_v] :]

Please click "save information” after entering the date on or before
which all required checks were completed and adjudicated (required for

individuals 18 years and alder).

, I:' T_ certify this form as of 0407 /2021 [ save information y | enroll l
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The next step is to enter the date by which the criminal history checks were completed for Shannon, Annabelle and Samantha. Remember that by entering a date, you are providing a legal certification that you have completed and adjudicated the required NSOPW, State, and FBI checks on or before that date. Also remember that, just like on the individual enrollment form, you must enter a start date for the applicant that is AFTER the date in the NSCHC Certification section. 

In the example on this slide, I am entering dates in the NSCHC Certification section for Shannon, Annabelle, and Samantha. The NSCHC certifications were completed on different dates for each applicant, so I will need to ensure I have proper documentation to reference when entering this date. 



Group Enroliment Steps

| Welcome Sharon Workbasket
Step 5: For the Pestaltiames |
= pp“CO nTS yOU WiSh TO P P fanng Pending Invitations Fending Group Status Change Pending Exits

_ B —— Applications Enroliments Enrollments Requests
enroll, select the Ty e

o . Search Submitted Applications
OpproprIOTe SerVICe Manage Members Program Year: 2020

LOCOTlon (S) Invita Mambars Program Code: NN

i SerVICe LOCOTIOHS SSN & Citizenship Status Program Title: -
mUS-I- be Se-l- Up in Manage Events Slot Type: |Minimum Time (300) [12] w/ Living Allowance EI
the My AmeriCorps Vot
Por.l.ol prior .I.O .I.Oking -.-_-4,-__-,.-.‘-. ee Your search returned 3 results.

_l_h. 'I' Mama™ NSCHE Cartification Select to EnrclifService Location brart Date
is step Racruitment Workbasket

04/05/2021 8 VYCC |
SEMN Workbasket

L G Cliek here for help
Managa Programs

Results 1 through 3 i

Shannon

e Annabelle 03/28/2021 | [ VYCC i
SEN Reports : :
i i Samantha 02/24/2021 E L] Morth Country Hospital E
Sponsor Yerification Please click “save information® after entering the date on or before

TA Raports which all required checks were completed and adjudicated (required for

individuals 18 years and older).

* O 1, . c:rtify this form as of 04/07,/2021 | save information || enroll |
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Next, I need to select service locations. For the correct service locations to show up in the drop-down list for these applicants, the service locations need to have been set up previously in the My AmeriCorps Portal. Please see the complete Member Enrollment training for more information about this prior step.​
​
Note that the service locations can be different for each individual in the group enrollment process. In this example, Shannon is being assigned to VYCC while Samantha is being assigned to North Country Hospital.



Group Enroliment Steps @

Weliuine Shiovin Workbasket Step 6: For the individuals
ortal Home you wish to enroll, enter the
e e e | o (R FeEeEe | comect Starf Date
r b . * Must be within member

enrollment period

Program Year: 2020

Inyite Mambers program Code: [KNGGGGGGGGGGG_— « Must be on or GfTer the

oM B Chizenship Status Program Title: el SS N/CITIZGﬂShIp

Manage Evants Slot Type: |Minimum Time (300) [12] w/ Living Allowance il \/er|f|CG‘I'|On dQ'I'eS

Ir 1 " r g .rc Results 1 through 3 ° MUST be O.H-er The dGTe
Your search cabusned = paopltc

entered in the NSCHC

S Mama™ NESCHC Certihcation Selact bo Enroll Service Location — Start Dako CerﬂﬁCQﬂOI’] ﬁeld
3] Shannon 0405/ 2021 3 r‘ vYCC ..f..l 04501/ 2021
=p k b
Annabell 03/28/2021 |4 [ WYCC E| 04/05/2021 . .
SN Report i . | Per AmeriCorps policy,
kba Samanth oz/2a/2021 |08 [ \v Wl loa/os/2021
enrollment should be
Sponsor Yerihcation Flease chck "save information™ after entenng the date on or before .o . .
IETA Rancris wihich all required checks were completed and adjudicated (required for Cerhfled WIThIn 8 doys Of The

indiwiduals 18 years and older).

member’s start date

=[] 1, I iy this form as of 04/07 /2021 .. save information . enroll |
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Now it’s time to enter start dates. 

Remember, in order to enroll an applicant, the correct start date must: 
Must be within member enrollment period
Must be on or after the SSN/citizenship verification dates
Must be after the date entered in the NSCHC Certification field

Annabelle and Samantha will start on 4/5/21.  For Shannon I have selected 4/1/21 as a start date. However, I just completed the criminal history check certifications on 4/5/21 which is after the selected start date, so I will violate the third bullet. In other words, a 4/1 start date is not actually going to be possible for Shannon.  But let’s leave it there for now and see what happens. 

Per AmeriCorps policy, member enrollments should be certified within 8 days of the member start date.



Group Enroliment Steps

wWelcome Sharon

tatus

Manage Sersice Locatsns

Pending Pending Invitations Pending Group Status Change Pending Exits
Applications Enrallments Enrollments Riaguashs

Program Year: 2020

Program Code: TNGEGGGGGG__—

Program Title:
Slot Type: | Minimum Time (300) [12] w/ Living Allowance i]

Click here for help

Results 1 through 3
Your search reburned 3 results.

Mama™ NECHC Cartifcationll Sclect to Enroll B=rvice Location Etart Data

o4/05/2021 | ) OJ YCC [v] [oa/o1/2021 |28
o3/28/z021 |Mf O cC Et 04/05/2021 )
0272472021 |80 OJ [v] [oaiosizoz1 |

Flease dick "save informaton” after entenng the date on or before

Shannon

Annabell

Samanth lorth Country Hospetal

wihich all required checks were completed and adjudicated (required for

indiiiduals 18 years and older).

= [] TI.— certify this form as of 0407 /2021 .. save information 1 enroll I

Step 7. For the

individuals you wish

to enroll, click the

“Select to Enroll”

box

 Only the
individuals with
this box checked
will be enrolled
when you click
the “enroll”
button at the
bottom of the tab
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The next step will be to check the “Select to Enroll” boxes since these are the applicants I want to enroll in minimum slots under this Program Title and Program Year. Only the applicants whose “Select to Enroll” boxes are checked will be affected when the “Enroll” button is clicked at the bottom of the tab.



Group Enroliment Steps

Stabus Change

Fending Ewrts

Redquests

i1

ck here for help

Your search reburmed 3 results.

Ctart Dabe
[w] [oaso1/z021 |28
E O4/05/ 2021 -_EI
i[ 04/ 05,2021 H_':I

Workbasket
Welcome Sharon
. |
J FTar Fending fending Inntations Pending Group
" Al,.ph-:.:l" B Enrdgdlments Enrallments
Search Potential Applicants
Search Su 1 Applicak
Manage Members Program Year: 2020
Inwite Members Program Code: I
SSM & Citizenship Status Program Title:
Manage Events Slot Type: | Minimum Time (300) [12] w/ Living Allowance 'ull
. e
Results 1 through 3
Manage Service Locatons
i Mamms™ MECHC Cartification Select to Enmll Service Location
Hecrutment Workbasket
Shannon 04,/05/2021 3 L] WY
B SN Workbaske
. Annabell 03/28/2021 |24 [ VYCC
CEBN Reports
T ki Samanth 02/24/2021 = O Morth Country Hospital
Sponsor Verfication Flease chck “save informabon”™ after entening the date on or before
Y T which all required checks were completed and adjudicated {required for
individuals 18 years and older).

| save information ||

enroll |

© 2020 AmeriCorps.
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The form needs to be certified at the bottom of the tab. This legal certification confirms that all the information provided on the form is correct and complete, including the criminal history check certification dates. 


Group Enroliment Steps @

Welcome Sharon Workbasket S-I-ep 9: A-I- -I-he

ml s | — | — | bottom of the tab,
e (| = T | ok e “enrol”
Seacch Submitted Applicateo action. (If you are
— | not ready fo enroll
SEM B CRizenship Status Program Title: L) The IﬂleIdUCﬂS yeT/
Manage Evants Slot Type: | Minimum Time (300) [12] w/ Living Allowance EI C“Ck The “SOVG
g S T information” button

Results 1 through 3

0 Fator- .
Your search returned 3 results. |ns1'eg d)
Nar
Hame™ MECHC Certification Select to Eneoll Service Location Start Daba
LT Vorkbasket - - ® Up -I-O 20
= Shannon pajos/2021 LA O VYCC (] [o4/01/2021 ] . d d |
SEN Wi k 2
S Annabell 037282021 __Iﬂ [] VYO il 04/05/2021 j |n IVI UO S COn
ra " Samanth 02/24/2021 E ] Morth Country Hospital il. 04/05,/2021 j be enrO”ed OT G
Sponsor Verification Flease click "save information™ after entening the date on or before Tlme
Fs wihich all required checks were completed and adjudicated (required fa

indiwnduals 18 yvears and older].

. I__ I,.— certify this form as of 04,07 /2021 | save information | enroll |
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The next step is click the “enroll” button at the bottom of the tab to attempt to enroll the applicants. The key word here is attempt – clicking this button is not a guarantee that all the enrollments will be successful.  The next tab will show you what happens if one or more of the enrollments does not go through.

As a reminder: up to 20 individuals can be enrolled at one time using the group enrollment process.  If you have filled out information on this tab for one or more applicant but aren’t yet ready to take the “Enroll” action, click “Save information” instead.  


Group Enroliment Steps
welcome sharon Step 10: Check for eror

messages at the top of the

Tralives Profil pending S _ pending  Group Status Change pending Exits tab. These messages will

; P applications nrollments nrollments Rumuests . . .
e Sotaetish Ao indicate if one or more of
search Subrtted Applications § The following members have not been enrolled with the following reasons: the individuals' enrollments
Manage Members Shannan Borucke's Start Date must be after the date entersd in the NSCHC Certification lield. Please cormect the Start

Date. was not successful.
* In this example, the
start date entered for

o Shannon was prior to
i s Lieatina Program Code: [N the date of the NSCHC

Manage Liser: program Tile: [ - | Certification, so they
Recruitment Workbasket Slot Type: | Minimum Time (300) [12] wf Living Allowance __:__—| could not be enrolled.
T St Results 1 through 1 Program staff will need

N Report T e to correct Shannon'’s

ik Mama HSCHC Certilication Select to Enncll Service Location Start Date start date and Try
I . I shannon Borucke [p4/05/2021 |9 [ VYCC (v] [oa/06/2021 |9 CIgCIin.

Please click “save information”™ alter entering the date on or before
which all required checks were compietad and adjudicated [r-:ec;uur-r-.d for
individuals 18 years and older).

* ¥ . | ity this form as of 04708/ 2021 | save information ” enroll |
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If one or more of your enrollment attempts was not successful, you will see a red error message at the top of the tab.  The message will tell you which applicants were not enrolled, and why.  Applicants that were successfully enrolled will disappear from the Group Enrollment tab, while applicants who were not successfully enrolled will continue to be visible.  

In this example Annabelle and Samantha’s enrollment was successful, so they are no longer displayed on this tab.  However, as predicted, Shannon’s enrollment was not successful because the start date entered for them was before the NSCHC certification.  So, Shannon still appears on the Group Enrollment tab.  Program staff will need to correct Shannon’s start date, check the “Select to Enroll” box again, and try again to enroll them.



Troubleshooting Enroliment Error Messages @

v’ Sufficient slots available
v'SSN and citizenship verified on or before member start date

v'"NSCHC Certification date before member start date
v'Service Location selected
vMember start date no later than today’s date
v Applicant is eligible to serve
o Has not previously served more than 4 terms
o Has not declined a partial education award
o Has not received an unsatisfactory performance rating from a previous term of service
O

Is not currently actively enrolled in the same program or in another term that when combined exceeds
full-time service

The following members have not been enrclled with the following reasons:
Patricia ] has already served four terms with State & National and may not serve again. :
Diana Elastname does not have a Service Location Selected, you must assign a service location for this member The deta_lls of the _error_ message
e e will provide specific guidance
Pfirstname Flastname's Start Date may not be after the Current Date.

Delena [ has dedined the partial award, so they cannot be enrolled.

Viola Mastname already has an active enrollment in this program for this year.
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There are several reasons why member enrollments might not be successful; some of the possibilities are listed on this tab.  ​
It could be that the program doesn’t have enough slots available to enroll all the selected applicants in that particular slot type.  ​
It could be that the start date was entered wrong, or that the program staff forgot to select the applicant’s service location.  ​
It could be that the applicant has not yet been exited from a current full-time service term.​
Or it could be that the applicant themself was not eligible to serve: they may have previously served four terms with AmeriCorps State and National or received an unsatisfactory performance rating from a prior service term.​
Whatever the reason, the error message will provide you with details about what went wrong and, if possible, what you can do to correct it.  The member enrollment WILL NOT be complete until the error is corrected, and program staff successfully take the Enroll action again.



Partial Award Acknowledgment @

If an individual will exceed the equivalent amount of two full-time education awards while
serving with your program, the applicant will need to acknowledge partial or no education
award before they can be enrolled.

Weloomee Sarah

When the program attempts st e

to click “enroll” you will see iimeurs Aot SR ECRti T St B e accunt o Skt Bt v
this note for applicants who |
need to perform a partial

Pending

award acknowledgment ¢ & Citizenship 5 \ppiicat Enrollments
~'t~--=~.‘- Through 1 1]2]3]4|5161718]9]10 Next Last
Your search refurned 96 results
Additionally, the applicant B St workbasin gy | Pogmey ol pute | Reqoset, | TR

enrollment status will

indiCOTe pending pOrTiOl * Adam JU20 1o Tinl Apridr g gL Litaly I".:illli;j ke Dhirdiete
Ackrbwladgmeant
award acknowledgement |

The member enroliment is not complete
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There is an additional step that a few of you may need to complete. If you click enroll for an applicant who has previously received the equivalent of two full time education awards, or as a result of the slot type that you entered, will now exceed 2 full time slot awards a notice will show up when you click enroll that is highlighted here. 

The note indicates that an email notification was sent to the applicant to request acknowledgement of the partial award. 

You will also see in your pending enrollments workbasket that the enrollment status is now in “pending partial award acknowledgement.” 

Because this applicant has an additional step, the individual is not yet enrolled even though you hit the enroll button. The applicant must follow the next steps before you are able to enroll the individual. 



Partial Award Acknowledgement

Partial Education Award notification email:

From: myamericorps@americornps.gov <myamericorps@americorps.govs

Recommended reminders

for the applicant: Sent: Thursday, April &, 2021 5:45 AM

_ H To: Jamie service@email.com
LeT The a pp“CCI n_T knov\/. Subject: Segal AmeriCorps Partial Education Award Acceptance Notice
to look out for this email

_ ASk .I.he OppliCOnT .I.O =**PLEASE DO NOT REPLY TO THIS MESSAGE***
Complefe Ond Dear Jamie Service:

acknowledge as soon
as possible

This e-mail is to notify that you are currently in the process of being enrolled in the Mational Service Trust.

_ Communico-l-e ThOT You have already received the value of 1.50 education awards. By law, the maximum value of education awards that you may receive
. . . iz the value of two full-time awards (2.0). Based upon the value of education awards you have already received, upon successful
deloy IN CompleTlng Th|5 completion of this term of service you will be eligible to receive a partial education award with a value of 0.50, award which is equal
farm will delay their to $3097.50.
enrollment

If you wish to participate in this term of service upon completion of which you will receive a partial education award, please click on

the link below which will take you to AmernCorps website. Log into your account and click on the "Enrollment Form” link on the left
hand side,

https://my.americorps.gov/mp

Once on the enrollment form, go to the button on the page to accept/decline the partial award.
Please do not reply to this message. If you have any questions or have further assistance, please submit a help request via
https://questions.americorps.qov/app/ask or contact the help desk at 1-800-942-2677.

;
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Presentation Notes
Here is an example of what the applicant will see if they need to acknowledge a partial award. 

The email will indicate the value of education awards the applicant has previously received and provide the partial amount they are still eligible for. This will equate to a specific dollar amount. 

The applicant will need to click on the link provided in the email which will bring them back to their enrollment form in My AmeriCorps. 


Partial Award Acknowledgment

Applicant view in My AmeriCorps Portal

Step 1: Log info My AmeriCorps and click Enrollment Form

Contact My AmeriCormps | Site Help | Logout
FONT SIZE: Default | Large

CA AmeriCorps

i b=

My AmeriCorps &
Your World.
B aApplicant Home . = Your Chance To Make It Better.

B My Living Allowance

B My Tax Statements : =
Step 2: Scroll down to the bottom of the enrollment form so
the member can select “l accept.”

Step 3: Click “Save Information.”

m save information I

— 2020 AmeriCorps.  Apr-21 | 53



Presenter
Presentation Notes
Once the applicant clicks the link in the email they received, they will be taken to the My AmeriCorps portal where they will need to log in. They then need to click on Enrolment Form on the left-hand side of the screen. 


Partial Award Acknowledgement @

Welcome Sarah Workbasket
r'"i'."g'_".:"':':-'.";i{_-'_".;"!"[";_;_'__-,-.
Search Potential Applicants Pending Pending Pending Group Status Change Pending Exits

b A o= Applications Invitations Enrollments Enroliments Requests
Search Submitted Applications

Manage Members
- Click here for help.
Invite Members Results 1 Through 10 1]2]|3|4|5]6|7|8]9| 10 Next Last

br:‘“ ?‘- i_iti:@ﬁil‘:l‘[! "_‘.ltdrlff YOUI" SE‘EI!"CH retUrnEd 95 rE‘SU|t5.

Member

Manage Programs Program Date Request
w ¥ E ¥ ¥ L] L
Name Program Vear Role cubmitted Type Enrollment

Manage Service Locations Status

Manage Users -
: G Partial Award

Adam 2020 04/08/2021 invitation Acknowledged Delete?

Recruitment Workbasket

Once this information is saved, the individual's enrollment status in
eGrants will be updated to “Partial Award Acknowledged.”

The program can then return to the member enrollment form and take the “enroll” action.
ONLY THEN IS THE MEMBER ENROLLMENT COMPLETE.
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Presentation Notes
At the bottom of the enrollment form, the applicant will be asked to either accept or decline the partial award. If declined, this is an indication that the individual is choosing not to be enrolled into your term of service. 

If they accept, eGrants will automatically update the applicant’s enrollment status to “partial award acknowledged” as shown here in the second image.  

Once this is complete, you will be able to go back into the member enrollment form in eGrants, enter the member slot type and start date again because these two items are not able to be saved, and then click enroll. 


.

Check your work!

v' Run reports in eGrants

v View each member's service information in
Portal

v' Double check the following:

Within member enrollment period
Sufficient slots available

SSN and citizenship verified on or before
member start date

NSCHC Certification date before member
start date

Service Location selected
Start date no later than today’s date

Q

Has not previously served more than 4
terms

Has not declined a partial education
award

Has not received an unsatisfactory
performance rating from a previous
term of service

Is not currently actively enrolled in the
same program or in another term that
when combined exceeds full-time
service

v Applicant eligible to serve?
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There are multiple ways to ensure that you are completing the member enrollment properly. In the next slide, we will cover how you can run reports in eGrants to check your work. You are also able to click on each member’s service information within the portal to make sure the changes/updates you made were saved properly. 

Make sure to check all details needed for enrollment to ensure that everything is correct to avoid error messages. 


®)

Welcome State/National Reports

Run Reports to Check Enroliments
S&N Reports

Trainee Profile

Search Potential Applicants

Search Submitted Applications

Manage Members

Invite Members

SSN & Citizenship Status
Manage Events

Manage Programs
Manage Service Locations
Manage Users
Recruitment Workbasket

S&N Workbasket

S&N Reports

VISTA Workbasket
Sponsor Verification

VISTA Reports

* Seglect Report:

Please select a report type and appropriate criteria below. Then click "submit’ to generate the
selected report. Depending on the type of report and the criteria selected, your report may take a

few minutes to generate. Please be patient and do not reload the page.

Enrollment Approval Cycle Time Report
Enrolilment Rate Report

Exit Approval Cycle Time Report
Member Download Report

Member Roster Report

Member Roster by Count Report
Retention Rate Report

Service Locations Report

Slots Table Report

User Role Report

v' Enrollment Approval Cycle
Time

Presence of all expected
enrolled members

Number of days from member
start date to enrollment
activation (should be 8 or less)

v Member Download Report

Displays multiple pieces of
enrollment information for
each member

Check member’s service
location, slot type, status (e.g.,
in-service, suspended, exited),
start date, address, etc.
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You can always check your work by running a report in the portal. Under ‘portal home’ select ‘S&N Reports’ to run a report. Two reports from this tab that are helpful for you during enrollment are the Enrollment Approval Cycle Time report and the Member Download Report. 


Run Reports to Check Enroliments
SSN and Citizenship Status Report

Welcome SSN and Citizenship Status

v" SSN and Citizenship

Search Potential Applicants Please select a report type and appropnate criteria below. Then click 'submit’ to generate the

: e selected report. Depending on the type of report and the criteria selected, your report may take a STOTUS ReporT
Search Submitted Applications .

few minutes to generate. Please be patient and do not reload the page.  Trust Enrolled Status
M M b H H
o « Citizenship Status
Iveite Nembers * Select Report: |SSN and Citizenship Status Report| v] « SSN Status
SSN & Citizenship Status Program Code: [Select V] |

Manage Programs

Program Year: |Select .

* Report Format: |[o&)]

Manage Service Locations
Manage Users
Recruitment Workbasket -
S&N Workbasket

S&N Reports
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You can also run a report on SSN and Citizenship which will show the Trust enrolled status, citizenship status, and SSN status of members. 


How to Update a Start Date in eGrants

*in-service members only

Welcome Tracey Member Search Results

Traines Profile

Member Search Results

Search Pobential Applicants

Search Submitted Applications [o]
m Results 1 Through 1
Trvvite Members
S5M & CRizenship Status ;mhl Mame ~ ¥ Program Code ¥ :'mg-.m

Manage Evenls

Manage Programs

_

Manage Sernge Locations

Manage Users

Recryitmant Workbas ket

Step 1: Using the *“Manage Members” link from
the Portal Home, locate the individual and click
on the member name to open the Member
Information screen

o

=

Gl

B sanag e

Inyrle Ware e
h ok Dibsenak
Mynmgr Lpersy
Mg P o mien
Mg Ty

..... Egr v

Blridhped

M rrdeg o

.............

et i
Marmer:  Bealge [N

TR reterred Phone:

e of il I
Frefeered Mame:

_ N rmaana: _
ssr - E sl

S5M Status:venfied-0202 202 00

Mamber [D;

Lester g

Cotizenship Statusyverdad 02027300 10

Weleran/ Active Duly [/ Millilary Family Status:
I & nol o (e malibary, & veleras of & Namily membar ol someasse @ (he U 5. e Foroes

Tramafer [ligihle: M

CLurreml Madling Aaddress- iFerenanent Adibress:

202 - BT - Ll Freferred Phone: 102 -604- 84600

CHhEd Phaena! P00 S0 G600 Othes Phare: 207500 LR

Preferred Methesd of Commisns ation:

ralit member inls

Lty State H:mm Service =
Lnsd

Step 2:
Click the
“view" link

next to the

STTE - Aercors - L Il = Sl
main
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If a situation occurs that requires you to update a member’s start date, you can make that change for in-service members as long as the change is within the allowable enrollment parameters discussed in this training.  Please note that if this change is made more than 8 days after the member start date, it may affect a program’s compliance with 8-day enrollment requirements.  

To update a start date in eGrants, select “Manage Members” 

From there a list of members will appear on your page. Search for the individual who requires the start date change and click on their name. This will take you to their member information screen. At the bottom, under Service Information, you will see the original start date that was entered. Click “View” to open their service term information. 


How to Update a Start Date in eGrants

*in-service members only

Welcome Tracey View Service Term Information

Trainee Profile

Eh:_lnand Mational Service Term Ilflforn_ll_lln-

MNam Bridget Member ID ]
Search Potential Applicants e b -

Program Name Service Location [
Search Submitted Applications

& Manage Members

Service Start 04/08/2021 Service End Date 04/07/2022
Inwite Members Date
SSN & Citizenship Status Program Code ‘ Program Year 2020
Manage Events Trust Eligible Yes Slot Type Minimum Time

Manage Programs
State and National Service Term History

S Update Type Effective Date Updated By Action Step 3: Click the
Recruitment Workbasket n/a 04/08/2021 TRACEYA Active b C orre CT” “n |(

Current Status: In-Service unlock exit form

Manage Service Locations

S&N Workbasket
SEN Reports Update Type:

VISTA Workbasket

Select 4

Sponsor Verification
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Now that you are in the view service term information page, you can see that you have the opportunity to correct the member’s service term by clicking “Correct” at the right hand side of your screen. 


How to Update a Start Date in eGrants

*in-service members only

Tramee Frofile

Saarch Pobtential Applicants

Search Submitted Applicaticns
a Mansge Members

Invita Mambars

SSN & Citizenship Status

Manage Eyents

Managa Programs

SEMN Reports

VISTA Workbaskat

Change Tarm
Chan ge Service Locatkon

Exit Mamber

Please note:

Before a member may be enrolled into the National Service Trust: 1) their SSN and Citizenship status
must be Verfied or Manually Verfied; 2) for members enrclled on or after 5/1/2021, completion
and adjudication of all required National Service Criminal History Checks must be certified; and 3)
for members enrolled prior to 5/1/2021, completion of the National Sex Offender Public Website
check and initiation of the state of service, state of residence checks, and FBI checks required for
that individual must be certified. If you have guestions about the requirements for enrolling

members, contact your State/Termtory Commission, prime grantee, or AmernCorps Portfolio Manager.

Service Term Information

Frogram Code Frogram Year 2020

Step 4. After opening the
“Correct Term of Service”
screen you can see the
member’s current start
date is listed in the

SRS (L Mame Bridget DE— Member 1D ———— i Effecﬂ\/e DQ'I'e” f|e|d .
R Program Name _ Service Location _
S e Service Start  04/08/2021 Service End Date 04/07/2022
HO i £ W HEE KT e 1
The dates of SSN and

citizenship verifications

Slot Type Minimum Time
it ol 5 e and NSCHC certification
VISTA Reports Cilizl:nlhip Verified 02/02/2021
Enrcliment Form Certified 04/08/2021 MSCHC Certthed 03/01/2021 G re O ISO d |Sp|0yed °
Member Information Certification Date Certification:
Bridget
Mambar Homa State and National Se
Suipend Mamber E I I
Transfer Member
na 0470872021 | TRACEYA Active
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Step 4: After opening the “Correct Term of Service” screen you can see the member’s current start date is listed in the “Effective Date” field. 

The dates of SSN and citizenship verifications and NSCHC certification are also displayed for you to reference and ensure that the newly entered start date meets the requirements of enrollment. 



How to Update a Start Date in eGrants

*in-service members only

Welcome Tracey Correct Term of Service

Trasmsa Profile

Please note:
Before a member may be anrolled into the Mational Service Trust: 1) their 55N and Citizenship status
must be Verified or Manually Verified; 2) for members enrolled on or after 5/1/2021, completion

Search Submitted Applications and adjudication of all required National Service Criminal History Checks must be certified; and 3)

Search Potential Applicants

B Manage Members for members enrolled pror to 5/1/2021, completion of the MNabonal Sex Offender Public Website
check and initiation of the state of service, stabe of residence checks, and FBI checks required for
that individual must be certified. If you have guestions about the reguiremeants for enrolling
members, contact your State/Territory Commission, prime grantesa, or AmenCorps Portfolio Manager.

Invite Membars
SSN & Clizenship Stalus
Managa Events

PPRRLE Gy SIS Service Term Information

Program Mame — Service Location _
Manasge Users

":" A — Sorvice Start  04/08/2021 Service End Date 04/07/2022
SEN Workbaskal Date
S&M Reports Program Code Program Year 2020
WISTA Workbasket Trust Eligible Yes Slot Type Minimum Time
Sponsor Verfication S5N Status Verified D2/02/2021
VISTA Reports Citizenship Verified 02/02/2021
Status
. Enrollment Form Certihied 04/08/2021 MNSCHC Certified 03/01/2021
st Corancation:

Bridoet

Mamber Home State and National Se

iy e Update Type updated By

Transfer Member

n'a

Change Ter

Effective Date
0450172021

Change Service Location

Action
TRACEYA Bt
qmqj

Bl e

Step 5: Enter the corrected start date

in the “Effective Date"” field, ensuring

that it is:

«  Within the member enrollment
period

« On or after the dates of SSN and
citizenship verification

« After the NSCHC certification date

Step 6: If the corrected start date is
within these parameters, the “Save”
button will become active. Click
“Save”

NQOTE: entering a start date that is
more than 8 days in the past will
affect the program’s compliance
with 8-day enrollment requirements
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Step 5: Enter the corrected start date in the “Effective Date” field, ensuring that it is:
Within the member enrollment period
On or after the dates of SSN and citizenship verification
After the NSCHC certification date

Step 6: If the corrected start date is within these parameters, the “Save” button will become active. Click “Save”

NOTE: entering a start date that is more than 8 days in the past will affect the program’s compliance with 8-day enrollment requirements. 



What to do if the enroll button isn’t active

v Check the applicant’s SSN and Citizenship verification status.
« Both statuses must be “verified” or *“manually verified”
« Verification dates must be on or before the entered start date

v' Check the NSCHC certification
« The date entered in the NSCHC Certification field must be before the entered start date

v Check the entered start date
« The date must be within the member enrollment period
 The date cannot be later than today’s date
« The date cannot be earlier than the SSN/Citizenship verification dates
« The date cannot be the same or earlier than the date in the NSCHC Certification field

v Check that all fields are completed

If all the previously mentioned steps are complete and you still cannot enroll the applicant,
contact the AmeriCorps Hotline and your Poritfolio Manager
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If your enroll button does not become active, here is a list of items for you to check: 
SSN and citizenship status
NSCHC certification- remember, date must be before the entered start date
Check the start date 
And finally, if you determine that all the above is correct, and you are not sure why eGrants would be preventing you from enrolling your applicant, contact the AmeriCorps Hotline. 



-

» _'- ._‘Ev

Thank you for your service'
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