My AmeriCorps
AmeriCorps State Program
Member Management

Presentation developed for the Corporation for National and Community Service by the eGrants Coaching Unit
IBS International, Aguirre Division (2008); 1-888-333-8272




Introduction

The following presentation will guide
AmeriCorps State Program users
through how to manage members in
My AmeriCorps.

eGrants Coaching Unit




My AmeriCorps Usage — Important Considerations...

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

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

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

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

e How to search for members
e How to edit member info

e How to create, approve or reject a Change of Term of Service
request

e How to create, approve or reject a Suspension request

e How to create, approve or reject a Reinstatement request
e How to create, approve or reject a Transfer-out request

e How to create, approve or reject a Transfer-in request

e How to exit a member as scheduled

e How to exit a member early
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Member Management Workflow
AmeriCorps State Program

Change Term of Service Request

A Change Term of Service request can only
be approved by authorized program staff
within 90 days of the member’s start date.

After this time, only a Grantee Administrator
Member Suspension Request user can approve the request.

Member Reinstatement Request

eGrants users with Grantee Admin Role and Portal
users with Member Management Role at any access

level will be able to create and submit these forms -
Authorized Program
Service Location BV lSRICHN SOV ol [V User

(eGrants users with Grantee
Admin Role and Portal users with
Member Transfer-In-Request Member Management Role at
the Prime and Operating site
(sub-grantee) level will have

Creates

Enrollment Form access to approve/reject these
form)
Exit Form Approves or Rejects

eGrants Coaching Unit




Member Search

Welcome Alyson Workbasket

Portal Home

Traines Profile Pending Pending Pending Status Change Pending Exits
Applications Inwitatians Enrallments Requests

Search Potential Applicants

Search Subrnitted | b b CI'Ck on Manage
ications R ts 1 T 1

Aeplicat R Members to open the

member search

Manage Mermbers

Invite Members Date Date

Applicant ¥ Listing ¥ ] Status b

Subrmitted Available ' menu

Manage Events
Manage Programs Julie Woodland  Serving Community 12f2472002 Selected 017102009 print
Manage Service Locations
Manage Uzers
Recruitrnent Workbasket
B oM workbazket
S8M Reports
VISTA Workbazket

WISTA Reports
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Member Search

Welcome Alyson

Portal Home
Trainee Profile

Search Potential Applicants

Search Submitted
Applications

B Manage Members
Invite Members
Manage Events
Manage Programs
Manage Service Locations
Manage Users
Fecruitrment Workbasket
SaM Wworkbazket
S&M Reports
WISTA Workbasket

WISTA Repors

Manage Members

Member Search Attributes

To search for a member use the fields below and click the search button,
Click here for help.

Program “ear: ISeIect vl

p
rogramm ISelect

Mame:

Service ISelect
Location:

Frogram

|Se|eu:t
Code:

Mernber 10

First Mame:

Last Marme:

Date of Birth:

eGrants Coaching Unit

submit |

The fastest way to
search for a specific
member is by
entering the Member
ID number.




Member Search

Welcome Alyson

Trainee Profile

Search Potential Applicants

Search Subrmitted
Applications

B Manage Members
Inwite Mambears
Manage Events

Manage Programs

Manage Service Locations

Manage Users

Recruitrment waorkbashk et

san workbasket

S&M Reports

WISTA workbasket

WISTA Feporks

Member Search Results
Results 1 Through 10 1lz|3|4a4|s5|a|7|&|9|10 Mext Last +10
Tour search returned 1266 results,
= e Marme= i Program Code PREEFEIm Zity State Status h
Id Marme TEar
000000 Jdohn OeacHPAODI10001 2002 dre=el hill =% Suspended
000000 Mary O CHRPAOOLIOOOL 2008 Fhiladelphia PA Exited
0ooooon Kathw O&ACHMYOO10014 2008 Brooklyn M In-Service
000000 dulie O&ACHMNYO01001 4 200= Slenshaw PA In-Service
1—"\"'30':”5”'1—
; . Exited
000000 Diawid Os2CHDCO010002 2002 Richrmond WA Early
Exited
0oooon Samual O ZHNHOO1 0002 2008 Mortary 1] Bl
0ooooo Peter 0EACHMYOD10014 2008 Houston TH In-Service
000000 Ay OeaCHPAOOL 0001 2008 cranford M3 In-Service
ooooon Jdean OEMDHMADDLIO004 2008 Mew Tork ik In-Service
ooooono Ben 08MDHMADDLOOOT 2003 Seattle WA In-Service

search again#

Click on the arrow
next to a column
heading to arrange
the list in an
ascending order
under that column
heading

Click on the
Member’'s Name to
open up his/her home

page

If the member you
are searching for is
not listed, click
Search Again to
modify your search
criteria
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Member Home/Info

welcome Alyson Member Home

Portal Home

. X Member Information
Traines Profile

Search Potential Applicants Click here for help.

Search Subriitted " N
Applications Mame: Julie Woodland Date of Birth: 0407 /1987

2] Mamege MemmEers Member ID: 000000 Username: Julie2009

Inuite Mermbers
S5 libaaiiel 111111 E-mail: test@cns.gov
Manage Events

Manage Programs=s

Manage Service Locations Mailing Address: Permanent Address: ; ;
e e Beautiful Clouds Awve. Smiling Trees Road Click on Edit

Chicago, IL 60000 Washington, DC 20000
Member Info to open

Fecruitrment Wworkbasket
H -000-0000 H
SaM Wworkbasket Home Phone Number: 312 Home Phone Number: S30-000-0000

S&M Repaorts Work or Other Phone Mumber: Work or Other Phone Number: the Informatlon page
WISTA Workbasket edit member info |n edlt mOde

WISTA Reports

Serwvice Information

Member Information

N _ _ Click on View to view
Program DOrganization City/SState Serwvice Start Service End --

Jutie Woodland STATE - AmeriCorps*State  City vear, Inc. Boston, MA  09/02/2008 0&/18/2009 view deta”s fOI‘ the
Mermber Harme

Suspand Mernber member’s particular
Transfer Member aSSIgnment/term

Zhange Term

Zhange Service Location

Exit Mermbear
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Edit Member Contact Info

wWelcome Alyson

Traimee Profile Edit Contact Information
Click here far healp.
Search Potential Applicants
Search Submitted
Applications .
B Manage Members Name: |iuie WWoodland

Ioite Merab e * Date of Birth:  [04/07/19587 | (mmfdd/yyy¥) The Only two fleIdS

MNSPID: o000 .
Manage Evants - you cannot edit are
FManage Programs=s S5z 0
Marmnage Service Locations * E-rmnail: test@cns.gav NSPID and SSN

Manage Users Receive E-mail =

MNotifications:

an asterisk (*) denotes a required field,

Recruitrment Wworkbasket
SE W kb ket
Sribashe Mailing Address:

S&M Reports * Street address 1: |Beautiful Clouds Ave

WISTa Warkbasket Street address 2:

WISTA Reports * City: Chicago
* Gtate: |linois =1

* Zip code: |11Z07 -

Jutie Woodland Horme Phone Murmber: 31 2-000-0000

Mermber Horme work or Other Phone Mumber:

Click on Click here if
N _ the permanent
To use your mailing address as vour permanent address Click .
ner=@@® address is the same
Street address 2: aS the malllng
* City: Washington, DC addreSS

* Gtate: |MARYLAND =1

Permanent Address:

* Street address 1: |Smiling Trees Road

* Zip code: 20000 | -
Horme Phone Mumber: |[S80-000-0000
work or Other Phone Mumber:
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Edit Member Contact Info

Demographic Information:

Gender: m
Citizenship Status: [U, 5, Citizen j
Woting Reqistration: | Yes j
Highest Level of Education: v

[ american Indian or Alaska Native

[ Native Hawailan or Other Pacific Islander

Which of the followin . .
g W Black or &frican American Click on Cancel to
categories best describes , .
iithite return to the original
your racial or ethnic version of member
.. i . .
origins?: elen information

o Hispanic Origin

. . . 4
r Latino/Hispanic
Click on Save to
cancel |ﬂ|1— update the member
Information
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Create Change Term of Service Request

In order to be able to change a member’s term of
service, the program must first have unfilled MSY's

S — membert gvailable that equal the MSY associated with the
new slot type.

Trainee Profile

Search Potential applicants Click here for help.

Search Submitted

Applications Name: Julie Woodland Date of Birth: 0470771957
() Menaga MerRbers Member ID: 000000 Username: Julie2008
Inwite Members
SSM: k000 E-mail: test@cns.gowv
Manage Ewents
Manage Prograrms
Manage Service Locations Mailing Address: Permanent Address:
Manage Users Beautiful Clouds Ave. Srniling Tree=s Road
Chicago, IL 60000 VWashington, DC 800000
Recruitrment Waorkbasket
SaM Workbasket Home Phone Number: 312-000-0000 Home Phone Number: 980-000-0000
SaM Reports WwWork or Other Phone Mumber: WwWork or Other Phone MNumber:
WISTA Warkbasket edit member info CIICk On Change

WISTA Reporks

Term to create a
Change of Term

Service Information

Program Organization CityfState Service Start Service End --
Juiie Wioodtand STATE - AmeriCorps*State ity Year, Inc. Boston, Ma  09/02/2008 0641542009  wiew Request_ |f '[he
Mermber Home
et Mt member has been
Transfer Member suspended or exited,

“hange Term

Zhange Service Locakion thIS Ilnk WIII nOt be
Exit Mermber avallable
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Create Change Term of Service Request

Welcome Alyson

Traines Profile

Search Potential Applicants Click here for help.
Search Submitted
Applications Member Information
B Marnage Mermbers MName Julie Woodland Member ID ooooo0o
Inuite Mermbers Trust Eligible ves

Marnage Events Select the member’s
ennen mreee new term of service

Assignment Information

Marmsge Ssrvics Locations Start Date: 04,/14/2009

Manage Users End Date: 04132010

Recruitrment workbasket Program Mame: Serving Community

Sl Workbasket Program Code: 06ACHMYOO1001

SaM Reporks Program Year: 2003 Select the

WISTA workbasket Service Location: = o0\ T
VISTA Reports Slot Type: COne vear Half Time approprlate LIVIng

Living Allowance Option: With Living allowance

Allowance option

Change Term of Service:

Julie Weodiand + Slot Type:

Full Tirme (17007 Enter the effective

One vear Half Tinne (2007

Two rear Half Time (200) date If yOU C“Ck on

FReduced Half Time (675} -
Q!.IE-II"EEI’ Tir!'ne (45070 the Calendar ICon, It
Minimurm Timme (3007 Wl” Open up a

* Liwing Allowance Option: & with Lroing) Allensamnee Calendar that yOU

0 without Living allowance

* Effective Date: | ] & could use to select
cancel create the date

Mermber Horme

00000
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Create Change Term of Service Request

Welcome Alyson Change Term of Service

Trainee Profile Change Term of Service

Search Potential Applicants  click here for halp.

Search Suhrni
Member Information

Name Julie Woodland Member ID ooooon

Trust Eligible ves

Assignment Information

29 [ 30 |31 | 1 2 3 4 .
S a - 3 g 10 11 ations= Start Date: 047142009
é é é ﬁ i E £ End Date: 04/13/2010
19 -0 1 55 o3 oq =5 fskoet Program MName: Serving Community
T o5 Ton | on oo T 3 T 5 Program Code: 06ACHNYOO10014 q H
26 |27 |20 |2s [z | 1|2 Click on Cancel if
Program Year: 2005
Service Location: you don’t Want to
#100% Slot Type: One vear Half Time -
Living Allowance Option: with Living Allowance SmeIt the Change

_ Term of Service
Change Term of Service:
Julie Woodland * Slot Type: Request

Mermber Home .

Full Tirne {1700}
one vear Half Tirme (2007
Two vear Half Tirme (2007

Reduced Half Time (675 CIle On Cl"eate tO

Quarter Time (450)

il T (986) submit the Change
& with Living allowance Term Of SerVice

 writhout Living allowance

n e NeNe Ne Ne!

* Liwing Allowance Option:

Request

* Effective Date: I E

cancel | create |




Create Change Term of Service Request

If there are no unfilled
welcome Alyson MSY's available that
Portal Home Ehang® TErm ¢F SEroiEs equal the MSY

Treines Profiie cliek s fer hee associated with the
RN new slot type, a
UL message will appear

Inuite Members Member Information

Search Potential Applicants FPleasze note the following errors:
* No slots are available for this action.

Manage Events Name Julie Woodland Member ID 000000
Manage Programs Trust Eligible Tes

Manage Service Locations

Manage Users Assignment Information

Recruitment workbasket Start Date: 07/ 22/2008
SaM warkbasket End Date: 0&6/158/2009

S&M Feports Program MName: Serving Community

WISTA Workbasket Program Code:
VISTA Reparks Program Year: 2005

Service Location:
Slot Type: Full Time
Member Information Living Allowance Option: With Living allowance
Julie Woodland
Mermber Home Change Term of Service:
Suzpend Member * Slot Type:

Transfer Member

Full Tirmne {17002

Change Term 2ne vear Half Timme (2003
Change Service Lacation Two vear Half Tinme {200}
Exit Membear FReduced Half Time (675}
Quarter Time (450)
Minimum Time {3007
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Create Change Term of Service Request

If there are slots
available that equal
the MSY associated

. Pleass nots: with the new slot

The change term request was created successfully and is pending approval.

Search Potential Applicants type, a meSSage Wi"
Search Submitted . . .

RS e T appear indicating that
Invite Mambers Zlick heare for help. the request haS been

Manage Events 1
Name: Julie Woodland Date of Birth: 03/02/19585 Created and IS
Manage Programs

Manage Service Locations Member ID: gooooo Username: Julie2009 awa-ltlng approval

Manage Users SSMN: sheksksksganng

wWelcome Alyson Member Home

E-mail: test@cns.gov
Recruitrment Workbasket

SaM Wwaorkbasket
Mailing Address: Permanent Address:

Beautiful Clouds Awe. Smiling Trees Road
WISTA workbasket Chicago, IL 50000 Washington, DC 80000

S&M Reports

WISTA R rt
shers Home Phone Mumber: 312-000-0000 Home Phone MWumber: g920-000-0000

WwWork or Other Phone Mumber: Work or Other Phone Number:

Member Information edit member info
Jutie Woodiand

Member Home

Serwvice Information
Suspend Member

Transfer Member Program DOrganization City fState Service Service
Charnge Term Start End

Charge Service Location EAP - Education &wards The College of Mew

Ewing, M1 01/012006 1243152007
FProgram Jersey

Exit Mermber
STATE -

. City vear, Inc. Boston, Ma 07/14/2005 06/19/2009
ArmeriCorps*State ¥ ! !

eGrants Coaching Unit




Approve/Reject Change Term of Service Request

Welcome Alyson

Portal Home

Trainee Profile

Search Potential Applicants

Search Submitted
Applications

Bl Manage Mermbers
Invite Mermbers
Manage Events
Manage Programs
Manage Service Locations
Managese Usears
Fecruitrment Wworkbasket
SaM workbasket
ZaM Reports
WISTA wWorkbasket

WISTA Reporks

Member Information
Jutie Woodland
Mermber Harme
Suspend Maember
Transfer Mermber
Zhange Term
Zhange Service Locakion

Exit Maember

Member Home

Please note:

Member Information

Zlick here for help.

Mame: Julie Woodland
Member ID: ggooo0

SSN:  FEEg00

Mailing Address:

Beautiful Clouds Awe.
Chicago, IL €0000

Home Phone Number: 312-000-0000

Wwork or Other Phone Number:

Service Information

Program Organization

EAF - Education Awards
Program

The College of Mew
Jdersey
STATE -

. City Tear, Inc,
AmeriCorps*State

eGrants Coaching Unit

The change term reguest was created successfully and is pending approwal.

Date of Birth: 0350251986
Username: Julie2008

E-mail: test@cns.gov

Permanent Address:
Smiling Trees Road
Was=hington, DC 20000

Home Phone Mumber: gg0-000-0000
Work or Other Phone Number:

edit member info

City fState Service Service

Start End

Ewing, M] 014012006 1273142007

Boston, MA 07/14/2008 068/19/2009

If your user role
allows the option to
approve the Change
Term of Service, click
View next to the
appropriate service
term to open the
term’s service page
info




Approve/Reject Change Term of Service Request

Welcome Alyson ¥iew Service Term Information

Portal Home

) ) State and Mational Service Term Information
Trainee Profile

Search Potential Applicants Name Judie Woodland Member ID

Search Subrnitted Program Name Serving Community Service Location Testing N 2

Applications service Start  07/14/2008 Service End B6/15/2009

Manage Members
a e Date Date

Inuite Mermbers Program Code  O6ACHMYOO10014 Program Year 2008

Manage Events Trust Eligible Tes Slot Type Full Tirne
Manage Programs
Manage Service Locations State and Mational Service Term History

Manage Users Update Type Effective Date Updated By Action

Fecruitrnent Waorkbasket nsa 07/14/2008 AWTLLIAM Active Correct
saM Workbasket n/a 0372172009 BILLCYZ2009 Suspended
SaM Reports n/a 03/22/2009 BILLCYZ2009  Reactivated (after Suspension)

WISTA Workbasket Current Status: In-Service  [edit pending update) unlock exit form CIICk Edlt pendlng

WISTA Reporks

update to open the
Change Term of
Service Request

Member Information
Julie Woodland

Member Horme

eGrants Coaching Unit




Approve/Reject Change Term of Service Request

YWelcome Alyson

Trainee Profile

Seatch Potential Applicants

Seatch Subrnitted
Applications

Manage Mernbers

Invite Mermbers

Manage Events

Manage Programs

Manage Service Locations

Manage Users

Fecruitrment Wark
B san workbazhkat

530 Reports

VISTA Workbazket

WISTA Reports

A Change Term of Service request can only be
approved by authorized program staff within 90 days

of the member’s start date. After this time, only a
Grantee Administrator user can approve the request.

Workbask

Pending Pending Pending Status Change Pending Exits
Applications Invitations Enrallments Requests

Click hera for help.
Results 1 Through 3

Tour search returned 3 results,

[ate
] ]
el Submitted

Reguest
Type

Marne ¥ Prograrn Marne k ]

John Serving Community o

02/23/2009 reinstate
Julie Woodland Serving Community RG 03f16/2009 changeTerm
Mary Serving Community RG 04/21/2009 transferout

Click S&N
Workbaskets on the
left navigational
panel. Then click the
Status Change
Requests tab located
on the top
navigational panel

Click on the
Member’s name to
open the Change
Term of Service
Request
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Approve/Reject Change Term of Service Request

Welcome Alyson

Traimaees Profile

Search Potential Applicants Click hare for help.
Search Subrmitted
Applications Member Information
B Manages Mambears Name Julie Woodland rMember ID 000000
Inwvite Mermbers Trust Eligible ves

- Click Cancel if you

Manage Programs Assignment Information

Manage Serdice Locations Start Date: 09/02/2005 Want tO make a

Manages Users End Date: 061532009 d = |

Recruitrment Workbasket Program Mame: Serving Community eCISIOn ater

SaM wWaorkbasket Program Code: 06ACHMNYOO1001

SaM Reports Program Year: 2005

WISTa workbasket Serwvice Location: Testing MY 2 If you CIICk Rej eCt It
WISTA Reports Slot Type: Full Time

Living Allowance Option: wWith Living Allowance WI” not Impact the
Change Term of Service: member,s Current

Jutie Woodland % ESfm T o -
Marmber Horme e status or available

Full Tirme (17007
One vear Half Tiome {20073 SIOtS
Two Year Half Time {200)
Feduced Half Time (6752
Quarter Tirme (4507
Minirmunn Tinne (3007

sRa R Re NCNe!

When the request is
* Liwing Allowance Option: = with Living Allowance approved, the SIOtS

0 withaout Living allowance .
* Effective Date: [03/12/2003 ] type will be updated

cancel I rejec:tl Ipprove I
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Approve/Reject Change Term of Service Request

Welcome Alyson
Portal Home
Trainees Profile

Search Potential Applicants

Search Submitted
Applications

Mamage Mermbers

Inuite Mermbers

Manage Events

Manage Programs
Manage Service Locations
Manage Users
FRecuitment Waorkbasket
sam workbasket

SN Reporks

WISTA Workbasket

WISTA Reports

Member Information
Jutie Woodland
Mermber Home
Suspend Member
Transfar Maember
Zhange Term
Change Service Location

Exit Member

Member Home

Please note:

The change term request was approved successfully,

Member Information

Zlick here for help.

Mame: Julie Woodland

Member ID: 000000

SSM:  CREEEEQ000

Mailing Address:
Beautiful Clouds Ave.
Chicago, IL 60000

Home Phone Number:  312-000-0000

WwWork or Other Phone Number:

Service Information

Program Organization

When the Change
Term of Service
Request is approved
successfully, a
confirmation
message will appear
on the member’s
information page

D ate of Birth: 04071957
Username: Julie200%
E-mail: test@cns.gow

Permanent Address:

Smiling Trees Road
Washington, DC S0:00:0

Home Phone Number: 830-000-0000
work or Other Phone Number:

edit member info

City fState Service Start Service End

STATE - ameriCarps*State City vear, Inc,

eGrants Coaching Unit

Boston, M&  03/02/2008

06S18/2009




Create Member Suspension Request

A member can be suspended at any time during the
member’s term. The effective date of the suspension

Helcome Alyeon = Mmust be after the member’s start date and before the
E— member’s required completion date. A member does
Search Potential Applicants not need to be suspended from the current term to
Appestions serve in another (concurrent) term. A member

rrrr—— Bl serving concurrent terms cannot serve in

Manage Events gl simultaneous terms that exceed a full time term (1.0
MSY)

Manszge Prograrms=s

Manzge Service Locations Mailing

Mansge Users Beautiful Clouds Ave Smiling Trees Road
Chicago, IL §0000 Washington, DC 0000
Recruitrment Wwaorkbasket
SaM workbashkat Home Phone Mumber: 312-000-0000 Home Phone WNumber: 580-000-0000
SaM Reporks Work or Other Phone Mumber: Work or Other Phone Mumber:

WISTA Warkbasket

edit member info CIICk On Suspend
Member to create a
Member Suspension

WISTA Reporks

Service Information

Program Organization City/State Serwvice Start Service End --
_ Frodram Request . If the
Jutie Woodltand STATE - AmeriCorps*State  City Year, Inc, Boston, Ma  09/02/2008 061842009  wiew
Mermber Horme member ha.S been

Suspend Mermber — Suspended Or eXIted’

Transfer Mamber

Change Term th|S Ilnk WIII not be
Change Serwvice Location avallable

Exit Member

eGrants Coaching Unit




Create Member Suspension Request

Welcome Aly¥yson

Trainee Prafile

Search Potential Applicants

Search Subritted
Applications

B Manage Mermbers
Invite Mambers
Manage Events
Manage Frograms
Manage Service Locations
Manage Users
Recruitrment Warkbasket
SaM workbasket
SN Reports
VISTA Woarkbasket

WISTA Reports

Julie Woodland

Mermber Home

Suspend Member

Suspend Member
Click here for help.

Member Information
Mame Julie Woodland

Trust Eligible ves

Assignment Information

Start Date:

End Date:
Program Mame:
Program Code:
Program Year:
Service Location:
Slot Type:

Living Allowance Option:

Member ID 000000

09/02/2008
06/18/2009

Serving Community
068 CHNYO010014
2008

Testing MY 2

Cne Tear Half Time

with Living Allowance

Enter Suspension Information:

* Effective Date:

.

cancel I create |

eGrants Coaching Unit

Enter the effective
date. If you click on
the Calendar Icon, it
will open up a
calendar that you
could use to select
the date

Click on Cancel if
you don’t want to
submit the Member
Suspension Request

Click on Create to
submit the Member
Suspension Request




Create Member Suspension Request

A confirmation
message will appear
indicating that the
Plsass note: request has been

The suspension request was created successfully and is pending approval. g
Search Potential Applicants Created and IS

Search Subritted

Aepiientions awaiting approval

B Manage Members Member Information

Welcome Alyson Member Home

Portal Home

Trainee Profile

Invite Members Click here for help,

Manage Events

Mame: Julie Woodland Date of Birth: 04071987
Manage Programs

Manage Service Locations Member ID: 000000 Username: Julie2009

Manage Users SGM: AR s E-mail: test@cns.gow

Fecruitrment Workbazket

SN wWarkbasket
Mailing Address: Permanent Address:
Beautiful Clouds Ave Smiling Trees Road
WISTA Workbasket Chicago, IL 60000 Washington, DC 20000

SaM Reports

WISTA R (3
SRErE Home Phone Number:  312-000-0000 Home Phone Number: 580-000-0000

Work or Other Phone Mumber: Work or Other Phone Number:

Member Information edit member info

Jutie Woodland
Member Harme

Service Information
Suzpend Maembear

Transfer Member Program Organization CityfState Serwvice Start Serwvice End _—-
change Term STATE - AmeriCorps*State  City Year, Inc. Boston, Ma  09/02/20038 06/15,2009 wview

Zhange Service Location

Exit Mamber

eGrants Coaching Unit




Approve/Reject Member Suspension Request

Welcome Alyson Member Home

Portal Home

Trainee Profile

Search Potential Applicants

Search Submitted
Applications

Manage Mermbers

Inwite Members

Manage Events

Man=sge Programs
Man=age Service Locations
Manage Users
Fecruitrment Workbasket
samM workbasket

S&M Reports

WISTA wWorkbasket

WISTA Reporks

Member Information

Julie Woodland

Member Home

Suspend Membear
Transfer Membear
Zhange Term

Zhange Service Location

Exit Mermber

eGrants Coaching Unit

Member Information

Zlick heare for help,
Hame: Julie Woodland
Member ID: ggoooo

SSM: R

Mailing Address:

Beautiful Clouds Ave
Chicago, IL 60000

Home Phone HMumber: 312-000-0000

Work or Other Phone MNumber:

Service Information

Program Drganization

Date of Birth: 04071987
Username:

E-mail: test@cns.gow

Permanent Address:

Smiling Trees Road
VWashington, DC 20000

Home Phone Wumber: $30-000-0000
Work or Other Phone Number:

edit member info

City f/State Service Start Service End

STATE - ameriCorps*State City vear, Inc.,

Boston, Ma 090252008

06/18/2009

If your user role
allows the option to
approve the Member
Suspension, click
View next to the
appropriate service
term to open the
term’s service page
info




Approve/Reject Member Suspension Request

Welcome Alyson ¥iew Service Term Information

Portal Home

) ) State and Mational Service Term Information
Trainee Profile

Search Potential Applicants Name Judie Woodland Member ID

Search Subrnitted Program Name Serving Community Service Location Testing N 2

Applications service Start  07/14/2008 Service End B6/15/2009

Manage Members
a e Date Date

Inuite Mermbers Program Code  O6ACHMYOO10014 Program Year 2008

Manage Events Trust Eligible Tes Slot Type Full Tirne
Manage Programs
Manage Service Locations State and Mational Service Term History

Manage Users Update Type Effective Date Updated By Action

Fecruitrnent Waorkbasket nsa 07/14/2008 AWTLLIAM Active Correct
saM Workbasket n/a 0372172009 BILLCYZ2009 Suspended
SaM Reports n/a 03/22/2009 BILLCYZ2009  Reactivated (after Suspension)

WISTA Workbasket Current Status: In-Service [edit pending update) unlock exit form

Click edit pending
update to open the
Member Suspension
Request

WISTA Reporks

Member Information
Julie Woodland

Member Horme

eGrants Coaching Unit




Approve/Reject Member Suspension Request

Welcome Alyson

Trainee Profile Pending Pending Pending Status Change Pending Exits Click S&N
Applicati Inwitati E 1] t
Search Potential Applicants e e e Bequests WorkbaSketS on the
Search Subrnitted i i
Applications Click hera far help. Ieft naVIgatIOna|

panel. Then click the
Status Change

Manage Members

) Tour search returned 3 results,
Invite Members

Manage Events Marne Prograrm Marne Raole gjg?-nitted _Rr:s:est RequeStS tab |OCated
ensas Froarsms Johin d Serving Community R 02/23/2009 rainstate on t-he t-op

Manage Service Location . naV|gat|Ona| panel
Manage Users Mary Serving Community F.G 04/21/2009 transferout

Fecruitrment Warkba Julie Woodland Serving Community RG 0472272009 suspend

B san workbasket Click on the
58N Reparts | Member’s name to
VISTA Workbasket open the Member
Suspension Request

WISTA Reports

eGrants Coaching Unit




Approve/Reject Member Suspension Request

Welcome aAlvson

Trainees Profile

Search Potential Applicants

Search Submitted
Applications

B Manage Members
Inwite Members
Manage Evants
Manage Programs
Manage Service Locations
Manage Users
Recruitment Workbasket
SEM Waorkbasket
S&M Reports
WISTA Warkbashket

WISTA Reporks

Julie Woodland

Mermber Home

Click here for help.
Member Information
Name Julie Woodland

Trust Eligible ves

Assignment Information

Start Date:

End Date:
Program Mame:
Program Code:
Program Year:
Service Location:
Slot Type:

Living Allowance Option:

Member

09,/02/2008
0&/18/2009

Serving Communi

OGACHNYOO10
2008

Testing MY 2
Cne Tear Half
wiith Living All

Enter Suspension Information:

* Effective Date:

00000

ime

arce

04/15/.2009

el

r

cancel | rejectl approve |

eGrants Coaching Unit

Enter the effective
date

Click Cancel if you
want to make a
decision later

Click on Reject if you
don’t want to approve
the Member

Suspension Request

Click on Approve to
suspend the member
from the term




Approve/Reject Member Suspension Request

Once the request is approved, the member must be

reinstated before you can exit him/her from the term When the Member
welcome Alyson Member Home Suspension Request

Is approved
successfully, a

i i Flease note:
Trainee Profile

The suspension request was approved successtully.,

Search Potential Applicants H H
Search Submitted Conflrmatlon
Applications H
T —— e message will appear
)
Invite Mermbers Click here for help. On the member S
Manage Events information page
Mame: Julie Woodland Date of Birth: 040771957 p g
Marnage Programs
Manage Service Locations Member ID: 000000 Username: Julie2009
Marnage Users SGM: R G000 E-mail: test@cns.gov
Recruitrment Waorkbasket
S=:M Waorkbasket
Mailing Address: Permanent Address:
SaM Reports ) .
Beautiful Clouds Awve Smiling Trees Road
WISTA workbasket Chicago, IL S0000 Washington, DC 20000
WISTA R rt
sRorE Home Phone Mumber:  312-000-0000 Home Phone Number: 930-000-0000
Work or Other Phone Number: Work or Other Phone Number:
edit member info
Julie Woodland
Mermber Horme
Serwvice Information
Feinstate Member
Change Terrm Program Organization City/fState Service Start Serwvice End --
Change Service Location STATE - ArmeriCorps*State  City vear, Inc, Boston, MA  09/02/2008 0E/18/2009 view
Exit Member

eGrants Coaching Unit




Create Member Reinstatement Request

A member can be reinstated at any time after the
member has been suspended
Welcome Alyson Member Home
Trainee Profile Member Information
Search Potential Applicants Click here for help.
i;:ﬂc.;l;t?;:;nittec' Mame: Julie Woodland Date of Birth: 04/07/1987
[+] Menage Mermibers Member ID: 000000 Username: Julie2009
Inwite Members
SS5M: FFE¥¥0000 E-mail: test@cns.gowv

Manage Events
Manage Programs
Manage Service Locations Mailing Address: Permanent Address:
M U Beautiful Clouds Ave. Smiling Trees Road

Enags Seers Chicago, IL 60000 Washingten, DC 80000
Fecruitrment Waorkbasket
SaM Warkba sk ot Home Phone Mumber: 3412-000-0000 Home Phone Mumber: 980-000-0000 ) )
SaM Reports Work or Other Phone Number: Work or Other Phone Mumber: CIICk on RelnState
VISTA Workbasket edit member info Member to create a
WISTA Reports Member

Service Information ReInStatement
. Program Organization City/State Service Start Service End -- request If the

Julie Woodland STATE - AmeriCorps*State  City Year, Inc. Boston, MA  09/02/2008 06/18/2009  wiew

Mermbor Horme member has not
Feinstste Mernber been Suspended or
Chamnge Term = E = 2

exited, this link will

Change Service Location .

Exit Marnber not be available

eGrants Coaching Unit




Create Member Reinstatement Request

Welcome Alyson

Trainee Profile

Search Potential Applicants

Search Subrmitted
Applications

B Manage Mermbers
Invite Mambers
Manage Events
Manage Programis
Manage Service Locations
Manage Users
Recruitrment Workbasket
SaM Wwarkbasket
S&M Reports
WISTA Workbasket

WISTA Reports

Julie Woodland

Mermber Home

The effective date of the reinstatement must be after
the suspension date and before the member’s

Reinstate # required completion date

Reinstate Member

Member Information
MNane Julie Woodland Member ID  0@H000
Trust Eligible ves

Assignment Information
Start Date: 09/02/2003
End Date: 06/18/2009
Program MName:3erving Community
Program Code: 06ACHNYOO1001
Program Year: 2005

Service Location: Testing MY 2

Slot Type: COne vear Half Time

Living Allowance Option: With Living Allowance

Enter Reinstatement Information:

* Effective Date:

Suspended on: 04/15/2009

Days of Suspension: 7

Enter the effective
date

Click on Cancel if
you don’t want to
submit the Member
Reinstatement
Request

Click on Create to
submit the Member
Reinstatement
Request

cancel | create |

eGrants Coaching Unit




Approve/Reject Member Reinstatement Request

welcome Alyson

Trainees Profile

Search Potential Applicants

Search Subrittad
Applications

B Manage Mermbers
Inwite Mermbers
Manage Events
Manage Programs
Manage Service Locations
Manags Usars
Fecruitment workbasket
SaM Workbashket
SaM Reports
WISTA Wworkbasket

WISTA Reports

Julie Woodland

Member Home
Feinztate Member
Change Term

Zhange Service Location

Exit Mermber

Member Home

Please note:

The reinstaterment reguest was created successtully and i1s pending approval.

Member Information

Click here far help,

HMame: Julie Woodland

Member ID: 000000

S5M;  CREEEEOpQ

Mailing Address:

Beautiful Clouds Awve.
Chicago, IL 0000
Home Phone Mumber: 312-000-0000

Work or Other Phone Number:

Serwvice Information

Program Organization

Date of Birth: 04,07 /1957

Username: Julie2009
E-mail: test@cns.gow

Permanent Address:

Smiling Trees Road
VWashington, DC 80000
Home Phone Mumber: $20-000-0000

Work or Other Phone Number:

edit member info

City fState Service Start Service End

STATE - AmeriZorps*State City vear, Inc,

Boston, M& 0970272005 06/15/2009

vie

A confirmation
message will appear
indicating that the
request has been
created and is
awaiting approval

If your user role
allows the option to
approve the Member
Reinstatement, click
View next to the
appropriate service
term to open the
term’s service page
info

eGrants Coaching Unit




Approve/Reject Member Reinstatement Request

Welcome Alyson Yiew Service Term Information

Portal Home

) ) State and National Service Term Information
Trainee Profile

Julie Woodland
Search Potential Applicants Name Member ID 0ooooo

Search Submitted Program Mame  Serving Community Service Location Testing MY 2
Applications

Service Start 09s02/2008 Service End 0e/18,2009
B Manage Members

Date Date

[rwite Mermbers Program Code  OGACHNTOOLOO14 Program Year 2003

Manage Bvents Trust Eligible Tes Slot Type one vear Half Time
Manage Programs
Manage Service Locations State and National Service Term History

Manage Users Update Type Effective Date Updated By Action

Recruitment Warkbasket n#a 09/02/20058 AW ILLIAM Active Correct
Saf Workbasket Zhanged term of service from FT to HT 0341272009 AALGUSTIN  Active
SEMN Reparts nia 04/15/2009 AAUGUSTIMN  Suspended

R Current Status: suspsnded (sdit pending update) Click Edit pending

VISTA Reports update to open the
Member
Member Information Reinstatement
Julie Woodland Request

Mermber Hame

eGrants Coaching Unit




Approve/Reject Member Reinstatement Request

Welcome Alyson Workbasket

Trainees Profile Pending Pending Pending Status Change Pending Exits

Applications Invitations Entallments Requests
Search Potential Applicants mequests

Click S&N
Search Submitted
applications Click here for help. Workbaskets on the
Menzas Members left navigational
panel. Then click the

) “our search returned 3 results,
Inuite Mermbers

Crate Request

Manage Events Mare b FPrograrm Marne k Rale ¥ k ]

S Tz Status Change
Manage Programs ) .
Julie Woodland Serving Community RS o2/2af2009 rainctate RequeStS tab |Ocated
Manage Service Location th t
Manage Users Iary Serving Community RS 04,21/2009 transferout on i e _op
Fecruitrment Workbas John Serving Community R 04422/ 2009 zuspend naV|gat|0naI panel

B =a2n workbasket

S&MN Reporks

Click on the
Member’s name to
open the Member
Reinstatement
Request

eGrants Coaching Unit

WISTA workbasket

WISTA Reports




Approve/Reject Member Reinstatement Request

Welcome Alyson Reinstate Member

Enter the effective
date

Trainee Profile Reinstate Member

Search Potential Applicants

Search Submitted
Applications Name Julie Woodland Member ID

B Manage Mambers Trust Eligible ves

Invite Members

Member Information
Click Cancel if you
want to make a
decision later

Manage Events Assignment Information

Manage Pragrarms Start Date: 09/02/2008

Manage Service Locations End Date: 0&/18/2009 . . .
Manags Usars Program Name: SRy Click on Reject if you
Recruitrnent Workbasket Program Code: 064CHNTO010014 don’t want to

SaM workbashket Program Year: 2005 re|nstate the

S&M Reporks Serwvice Location: Testing Nv 2

WISTA Warkbasket Slot Type: One vear Half Time member

VISTA Reparts Living Allowance Option: wWith Living Allowance

Enter Reinstatement Information: CIICk on Approve to
04/22/2009 5] reinstate the

Suspended on: 041552009 member

* Effective Date:
Julie Woodland

Mermber Harme
Days of Suspension: 7

cancel | rejeu:tl approve |

eGrants Coaching Unit




Approve/Reject Member Reinstatement Request

When a member is reinstated, the total days of

suspension will be added to the member’s required

: A confirmation
completion date

message will appear
indicating that the

Welcome Alyson Member H

i i Flease note:
Trainee Profile .
The suspension request was approved successtully.

Search Potential Applicants

Search Submittd member has been
Applications .

B Mansae Members Member Information re”‘]Stated
Inwite Mermbears Click here for help.

Manage Events

Mame: Julie Woodland Date of Birth: 04/07/1987

Manmage Programs

Manage Service Locations Member ID: 000000 Username: Julie2009

Manage Users s8M:  CEEEFEAgooo E-mail: test@cns.gow

Recruitmment warkbasket

S&M Workbasket
Mailing Address: Permanent Address:

SaM R rt .

SRS Beautiful Clouds Ave. Smiling Trees Road
WISTA Workbasket Chicago, IL §0000 Washington, DC 20000
WISTA R [
SRErE Home Phone Number: 312-000-0000 Home Phone Number: 980-000-0000

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

edit member info
Julie Woodland

MEmber Heme Service Information CIICk On TranSfer
Suspend Member

e Member to create a
Change Term STATE - AmeriCorps*State  City vear, Inc, Boston, Ma  09/02/2008 06/25/2009  wiew Member Transfer-Out
Zhange Service Location Request

Exit Maember

eGrants Coaching Unit




Create Member Transfer-Out Request

Welcome Alyson

Trainee Profile

Search Potential Applicants

Search Subritted
Applications

Manage Members

Inuvite Members

Manage Events

Manage Programs
Manage Service Locations
Manage U=zers
Recruitrient Warkbasket
S2M Workbasket

S&M Reporks

WISTA Workbasket

WISTA Reports

Julie Woodland

Member Home

Transfer Member

Transfer Member

Member Information
Name Julie Woodland
Trust Eligible ves

Assignment Information
Start Date:
End Date:
Program Name:
Program Code:
Program Year:
Service Location:
Slot Type:

Living Allowance Option:

Enter Transfer Information:

* Transfer to Program
Code:

* Hours served:

* Effective Date:

The accepting program must have the member’s slot
type available to transfer-in the member

Member ID  0OROOO

09/02/2008
06,/25,/2009

Serving Community

O ZHMYO010014
2008

Testing MY 2

Cne vear Half Time

with Living allowance

o

cancel | create |

eGrants Coaching Unit

Enter the Program
Code (grant number)
of the accepting
program where you
are transferring the
member

Enter the Hours
served by the
member at your
program and
Effective Date

Click on Cancel if
you don’t want to
submit the Transfer-
Out Request

Click on Create to
submit the Transfer-
Out Request




Create Member Transfer-Out Request

A confirmation
message will appear
indicating that the
request has been
created successfully

Welcome Alyson Member Home

Portal Home

X i Flease note:
Traimes Profile
The transfer request was created successfully.

Search Potential Applicants

Search Subrmitted
Applications

Bl Mznage Mermbers Member Information

Invite Members Click heare far help,

Manage Events

Mame: JulieWoodland Date of Birth: 04/07/1957

Manage Programs

Manage Service Lacations Member ID: 000000 Username:

Manage Users GG dd A E-mail: test@cns.gov

Facruitrment Wwaorkbasket

s workbasket

Mailing Address: Permanent Address:
san Reparts ratling Address permanes If your user role
WISTA Workbasket Chicago, Il 60000 Washington, DC 30000 allows the Optlon to

WISTA R 1t
SRErEE Home Phone Number: 312-000-0000 Home Phone Number: 920-000-0000

approve the Transfer-
Out Request, click
View next to the
appropriate service
term to open the
term’s service page
info

Work or Other Phone Mumber: Work or Other Phone Number:

Member Information edit member info

Julie Woodland

Member Home

Service Information
Suspend Member

Transfer Mermber Program Organization CityfState Service Start Service End --

Changs Term STATE - AmeriCorps*State  City vear, Inc, Boston, MA 09022008 0&e/25/2009

Zhange Service Location

Exit Membear

eGrants Coaching Unit



Approve/Reject Member Transfer-Out Request

wWelcome Alyson Yiew Service Term Information

Portal Home

) ) State and Mational Service Term Information
Trainee Profile

Julie Woodland 000000
Search Potential Applicants Name Member ID

Search Subritted Program Mame Serving Community Service Location Testing Ny 2

Applications Service Start  09/02/2008 Service End 06/25/200%9

Manage Mermbers
a e Date Date

Iruite Mermbers Program Code  08ACHNYO010014 Program Year 2008

Manage Euents Trust Eligible Tes Slot Type ane Year Half Timme
Manage Programs
Manage Service Locations State and National Service Term History

Manage Users Update Type Effective Updated Action

Date By
n/a 03/02/2008 A ILLIAM Active

Fecruitment Warkbaszket

SaM warkbashket

Changed term of service from .
S&M Reparts FT o HT 031272009 AAUGUSTIN Active
fu}

VISR erkbasket n/a 04/15/2009 AAUGUSTIN Suspended

Reactivated {after

Suspension)
Current Status: In-Service [edit pending update] C“Ck Ed|t pend|ng
Julie Woodland update to open the

Mernber Harne Transfer-Out Request

WISTA Feports
n'a n4/2z2/2009 AALGUSTIN

Member Information

eGrants Coaching Unit




Approve/Reject Member Transfer-Out Request

Welcome Alyson

Trainee Profile Pending Fending Panding Status Change Pending Exits C“Ck S&N

Search Potential Applicants Applications Invitations Enrallments Requests Workbaskets on the
Search Subrmitted Ieft naV|gat|0na|
Applications Click here far help. panel. Then C“Ck the

Manage Members

Status Change
Requests tab located

) Your search returned 2 results,
Inwite Mermbers

Manage Events Marne Program Marne Rale gjéﬁni&ed -RI-:S:ESt on the top

Manage Programs . - navigational panel
. _ John TEE R R 02/23/2003 reinstate 9 P

Manage Service Location .

Manage Users Julie Woodland Serving Community R.G 04/24/2009 transferout

Fecruitrnent Workba gl et .
B son workbasket C“Ck on Fhe
52N Report Member’s name to
epars

open the Transfer-
Out Request

VISTA waorkbaszket

WISTA Reports

eGrants Coaching Unit




Approve/Reject Member Transfer-Out Request

Welcome Alyson

Trainee Profile

Search Potential Applicants

Search Subrnitted
Applications

B Manage Mermbers
Invite Members
Manage Events
Manage Programs
Manage Service Locations
Manage Usears
Fecruitrment Warkbasket
SaM workbasket
Sa&M Feports
WISTA Workbashket

WISTA Reports

Julie Woodland

Member Home

Mame

Click here for help.

Click here for help.

Member Information

Julie Woodland

Trust Eligible ves

Assignment Information

Start Date:

End Date:
Program Name:
Program Code:
Program Year:
Service Location:
Slot Type:

Living Allowance Option:

Transfer Information:
* Transfer to Program:

* Hours served:

* Effective Date:

Member ID 00

a9s/02/2008
06/25/2009

Serving Community
0548 CHMNYOO10014
2005

Testing MY 2

one vear Half Time

with Living Allowance

Readwy to Learn Prowvid

|z00

|D4/23/2009

00

ce

|

cancel I rejeu:tl Approve |

eGrants Coaching Unit

Enter the effective
date

Click Cancel if you
want to make a
decision later

Click on Reject if you
don’t want to approve
the Transfer-Out
Request

Click on Approve to
transfer the member




Approve/Reject Member Transfer-Out Request

A confirmation
message will appear
indicating that the
Welcome Alyson HGHEBSSKEL request has been
Portal Home approved

Please note: successfully and is
awaiting approval

Trainee Profile ) -
The transfer out request was approved successfully, and is awaiting approval from the new

Search Potential Applicants

prograr,
Search Subritted fI’Om the new
Applications rodram
Manage Mermbers p g
Invite Mermbars Pending Pending Pending Statuz Change Pending Exits

Applications Invitations Enrollments Requests

Manage Events

Manage Programs

Click hera for help.
Results 1 Through 3

Manage Service Locationsz

Manage Users Your search returned 3 results,

Recruitment Woarkbashket S Program b Prograrn o R Ciate Request
B 5 Workbasket ear Subrnitted Type
John Serving Community 2008 0zf0s/z009 inwitation

S8M Reports

WISTA Workbasket Mary Serving Community a 03/09/2009 invitation

WISTA Repors M-
Julie Woodland Serving Community = 2008 04/16/ 2009 tranzfarin

eGrants Coaching Unit



Approve/Reject Member Transfer-In

eGRANTS

Workbasket

Welcome Alyson

Portal Home

Traines Profile Pending Pending Pending Status Change Pending Exits
Applications Invitations Enrollments Reguests

Search Potential Applicants

Search Submitted

Applications Click here for help,

Manage Mermbers F4f=ult= 1 Through 3

, Tour search returned 3 results,
Inwite Members

Prograrm Crate Fequest

Manage Events Marme = Prograrn ¥ Vear b Roleb Submittad e k
Manage Programs

Mary Serving Community 2008 03/05/ 2009 invitation
Manage Service Locationg

John Serving Community 0 03/09/2009  invitation

Manage Usars

Recruitrnent Workbasiet Julie Woodland 2008 04/ 16/ 2009 transferin

Serving Community
B san workbasket

53N Feports

VISTA Workbasket

WISTA Reports

eGrants Coaching Unit

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

Click on the

Member’s name to
open the Transfer-In
Request




Approve/Reject Member Transfer-In

welcome Alyson

Traineea Profile

Search Potential Applicants

Search Submitted
Applications

B Manage Membars

Invite Members

Manage Events

Manage Programs
Manage Service Locations
Manage Usears
Fecruitment Workbasket
SsaM workbaszhket

SaMN Reporks

WISTA Workbazket

WISTA Reports

Jutie Woodland

Marmber Horme

Suszpend Mamber
Transfer Membear
Change Term

Change Service Location

Exit Mermber

Transfer Member

Transfer Member
Zlick here far help.

Member Information
Name Julie Woodland

Trust Eligible ves

Assignment Information

Start Date:

End Date:
Program HName:
Program Code:
Program Year:
Service Location:
Slot Type:

Living Allowance Option:

Transfer Information:
* Transfer to Program:

* Hours served:

* Effective Date:

Member ID

09/02/20058
06,/15/2009
Serving Community

2003

Full Time

wiith Living Allowanc

Let's Serve
1000

04./15,/2002

=

cancel

reject

approve |

eGrants Coaching Unit

Enter the effective
date

Click Cancel if you
want to make a
decision later

Click on Reject if you
don’t want to approve
the Transfer-In
Request

Click on Approve to
Transfer-In (enroll)
the member




Approve/Reject Member Transfer-In

When a member is transferred in to a new program, the slot the member was

A confirmation
message will appear
indicating that the
Transfer-In has been

serving will be returned to the original program and can be used again

IS rEe

i i Please note:
Trainees Profile

The transfer request was approved successtully,
Search Potantial Applicants

Search Submittad approved
Applications S
B Manage Members Member Information SUCCGSSfU”y Wthh

Invite Members Click here far help. means that the
Manags Ewents o

Name: Julie Woodland Date of Birth: 06/25/1986 member IS NOW
Manage Programs .. B
Mansge Sersice Locatians  Member ID: 393676 Username: Juie2009 officially enrolled in
Manzage Usars SSM:  FEEEE N E-mail: the program
Reacruitrment waorkbaskeat
s workbasket

Mailing Address: Permanent Address:
S&M Reports

Beautiful Clouds Ave. Smiling Trees Road
WISTA workbasket Chicago, IL 60000 Washington, DC 20000
WISTA Raports Home Phone Number: 312-000-0000 Home Phone Number: 530-000-0000

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

edit member info
Jutie Woodland

Member Horme

Service Information
Suszpend Marmbear

Transzfer Member Program Organization City fState Service Serwvice -
Change Term Start End
i ; MATL - City rear Litkle Little Rock
Change Service Location : ) ¥ Yo0esnzsE008  06/18/2009  view
AameriZorps*hMational Fock AR

Exit Marmbar
STATE -
AmeriCorps*State

eGrants Coaching Unit

City wear, Inc. Boston, MA 09/01 /200 03/16/2005 wiew




Member Exit

Members who are approaching the end of their service (30 days prior to
their expected completion date) will be listed in your Pending Exits

Click on Pending

workbasket. These members will have access to a link on their home Exits

page to complete their portion of the exit form which includes an option
for them to complete their Member Satisfaction Survey

Not Started means

Trainee Profile F'e!-udir.g F'F_fndi.ng Pending Statuz Change Pending Exits the member’s portion
Applications Invitationsz Enrollments Requests
Search Potential Applicants Of the EXIt has not yet
Search Submitted
Applications Click here for help. been completed
Manage Mermbers Results 1 Through 10 1]z|3|a4|5|6|7 89|10 MNext Lafk +10
Invite Mermbars four search returned 1204 fresults, .
Submitted means the
) Expeced
Manzage Events - Prograrn Service ) Ex
e Marme ! Location ! gzgpletmn ! Sl Fo ? membel’ haS
Manage Programs
- completed the
Manage Service Locations EZROY Mot . .
Community 06/18/2009  Suspended . section and is
Manage Users e
. awaiting approval
) rving
Recruitment Workbasket T 1z 06/25/2009  In-Service  Submitked
B san workbasket
Servi
SN Reports Cm:ﬂm 1z 06/19/2009  In-Service gt':';crted If you want to
complete the
WISTA Workbasket Serving

member’s portion of
the exit, click on

WISTA Reports

Mot

Started his/her name

i Community Ogf1e/2009 In-Setvicea

eGrants Coaching Unit




Member Exit

Welcome Alvyson

Trainees Profile

Search Potential Applicants

Search Subritted
Applications

Manage Members

Invite Members

Manage Ewents

Manage Prograrns
Manage Service Locations
Manage sers
Fecruitrment Workbasket
S workbasket

SaM Reports

WISTA wWorkbasket

WISTA Reports

Julie Woodland

Mermber Home

If you are completing the member’s portion of the

exit form, you should do so by using the exit form
that was signed by the member

Exit Form

Enter E
Zlick here for help.

This form will end the term of an AmeriCorps member in the Mational Trust and report on the
eligibility of the member for an education award. It will also prowvide the Corporation with
evaluation exit data.

Mame: Julie Woodland
Member ID: 000000
Marfing Address

Please verify that your contact information below is correct. Enter any updates as
NnEcessary.

* Street

I Smiling Trees Road
Address: :

sStreet aAddress I

2:
* City: IGreen City
* State: |MASSACHUSETIS =1

* Zip code: IDQAE'] ,I

Post Service Qpporfuniiics

The Corporation for Mational and Community Service would like to encourage vou to stay
involved in service and help vou connect with educational, professional, and alurmni

opportunities. If vou are interested in stayving connected with the following organizations,
please letg= lonow,

L& Tes, ive the Caorporation for Mational and Community Service permission to release
my name, address (including e-mail), and telephone number to the fallowing twvpes of
organizations:

—

Update the member’s
mailing address as
necessary

Select whether or not
the member wishes
to allow the
Corporation to
release their contact
information to service
organizations

eGrants Coaching Unit




Member Exit

please let us know,

[ Tes, I give the Corporation for Mational and Comrmunity Service permission to release
my name, address {including e-mail), and telephone number to the following tvpes of

arganizations:

# Educational institutions

that are interested in recruiting former AmeriCaorps members

ar that provide special programs for farmer members

® Organizations aoffering professional development opportunities ar staff positions tao

armeriCorps members

& ArmeriCorps Alumni organizations

® Organizations that sponsar service opportunities and want to recruit ArmeriCorps

mermbers

If vyes, I am particularly interested in the following issue areas {(please mark

all that apply¥):

Education
Fublic Safety
Housing
Environrment
Health
Disaster Relief

Homeland Security

anannonn

Faith and Community Based

[ Mo, please do not share my information with other organizations

Certification of Service

Please check the boxes below

to agree ta the following staterments:

| IS certify that the timme I reported as AmeriCorps service hours did not include any

service activities prohibited by law, regulation, or grant provision.

| IS certify that all of the information provided abowe is correct.

I 1 understand that a krnowing and willful false staterment on this form can be punished

by one or more of the followin

g: a fine or imprisonment (or both) under Section 1001 of Title

18, UsC; exclusion from participation in Federal programs; forfeiture of benefits I maw
receive as a result of participation in this program; or other actions authorized by the Ci
Fraud Remedies act, 31 USC 3501-351=2.

cancel submit

eGrants Coaching Unit

Complete the
Certification of
Service on behalf of
the member

Click on Submit




Member Exit

Welcome Alyson

Portal Home
Trainee Profile

Search Potential Applicants

Search Submitted
Applications

Manage Members

Invite Mermbers

Manage Events

Manage Programs
Manage Service Locations
Manage =sers
Recruitrnent warkbasket
s workbasket

Sak Reports

WISTA Workbashket

WISTA Reports

Member Information
Jutie Woodland
Member Harme
Suspend Mermber
Transfer Member
Change Term
Change Service Location

Exit Mermber

A confirmation
message will appear
indicating that the
member’s portion of
the Exit Form has
been saved

Member Home

Please note:
The exit form has been saved,

Member Information

Click here for help.

Mame: JulieWoodland Date of Birth: 09/23/1990

Member ID: 000000 Username: Julie2009

SSh:  CEEEERL000 E-mail: test@cns.gov

Permanent Address:

Smiling Trees Road
Washington, DC 20000

Mailing Address:
Beautiful Clouds Ave.
Chicago, IL 0000

Home Phone Number: 312-000-0000 Home Phone Number: S30-000-0000

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

edit member info

Service Information

Click on Exit
Member to open the
Exit Form and exit
the member

Program Organization CityfState Serwvice Start Serwvice End --

STATE - AmerCorps*State

City Year, Inc. Boston, Ma 09002420058 06/18/2009 view

eGrants Coaching Unit




Member Exit

—
Fraddg Fermedlies SACT, S sl Joll-J0L s,

Completed on 042472009

Service Information

Program MName: Serving Community Enter the tOtaI
Service Location: number of hours the
Hours of Service: |600 member Served

Service Start Date: Sep 2, 2005
Expected End Date: Jun 15, 2009

Completion Date:

Enter the date the
member completed
their service

Type of Enrollment: Full Time

Fducation Award Status

Indicate whether or not the Member is eligible for an education award. Flease be sure to
follow the Corporation's regulations in making this selection. If the Member is going to serve

another termn under the Mational Service Trust, 3 new Mational Service Enrallmment Farmm SeleCt the award
must be completed.

| Eligibile for entire education award LI— status for the

Did the member perform satisfactorily {cormplete all assignments, tasks, and projects)? member,s term
= res Mo

Certification of Service

¥ Tao the best of my knowledge and belief, the time the abowe-listed member reported as
AmeriCorps service hours did not include any serwvice activities prohibited by law, regulation,
orF grant prowision.

¥ I certify that the Hours of Service Performed indicated an this form for this AmeriCarps
member are true and accurate,

¥ I understand that a knowing and willful false staterment on this form can be punished
by a fine or imprisonment or both under Section 1001of Title 18, U.S.C.

cancel | approve |

eGrants Coaching Unit




Member Exit

¥ 1 understand that a krnowing and willful false staterment on this form can be punished
by ane ar more of the following: a fine or imprisonrment (or both) under Section 1001 of Title
18, USC; exclusion from participation in Federal programs; forfeiture of benefits I may
receive as a result of participation in this program; or other actions authorized by the Civil

Fraud Remedies Act, 31 USC 38501-351Z2, Ind|Cate Whether or
Completed on 0472442009 not the member

performed

satisfactorily

Service Infornration

Program MName: City Tear Boston

Service Location:

Hours of Service: IEDD

Service Start Date: =ep 2, 2008

Check boxes under
Certification of
Service to certify the
information you have
entered on the exit
form is correct

Expected End Date: Jun 15, 2009

Completion Date: I

Type of Enraollment: Full Time

Fducation Award Status

Indicate whether or not the Member is eligible for an education award. sase be sure to
follow the Corporation's regulations in making this selection. If the Me

another term under the Mational Service Trust, a new Mational Service

er is going to serw
rallment Form

=1

and projects)?

must be completed.
IEIigibIe for entire education award

Cid the member perform satisfactorily {complete all assignrments, tasks

@ ves © o If you want to discard
any changes you
have made, click

Cancel

Certification of Service

¥ To the best of my knowledge and belief, the time the abowve-listed member reported as
AarmeriCorps service hours did not include any service activities prohibited by .
or grant praovision.

1 certify that the Hours of Service Performed indicated on this form for is AmeriCorps
member are true and accurate.,
M 1 understand that a krnowing and willful false staterment on this form can

by a fine or imprisonment or both under Section 1001af Title 18, U.S5.C.

Click on Approve to
exit the member

cancel I approve I

eGrants Coaching Unit




Member Exit

A confirmation
Portal Home message will appear
Traines Profile Flezse ozt indicating that the

The exit form has been approved; the member has been exited.

Search Potential Applicants member has been

Search Submitted

Applicatians eXIted

Femoge Memlbers Member Information

Welcome Alyson Member Home

Invite Members Click here for help.

Marage Events

Name: Julie Woodland Date of Birth: 039/23/1920

Manage Programs

Manage Service Locations Member ID: 000000 Username: Julie2009

Manage Users SSM: ke k0000 E-mail: test@cns.gov

Recruitrnent Wwarkbasket

St Warkbasket
Mailing Address: Permanent Address:

S&MN Reports Beautiful Clouds Ave. Smiling Trees Road
WISTA workbasket Chicago, IL 60000 Washington, DC 80000

WISTA R rt
BRETEE Home Phone Number: 312_000-0000 Home Phone Number: 980-000-0000

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

Member Information edit member info

J:M:w:w The Service End
Service Information Date W|” be updated

Program Organization CityfState Service Start Service End -- accord|ng|y

STATE - ameriCorps*State  City vear, Inc. Boston, Ma 09022008 04/24,/2009 view

eGrants Coaching Unit




Member Exit - Early

When exiting a member early, the member’s exit form will not be listed in your
Pending Exits workbasket, nor will the member have access to it from their home

page. Therefore, you have to manually place the exit form in the Pending Exits
Workbasket for members who need to be exited early. This will also allow the
member to complete their portion of the exit form

Aﬁifi':cati;sm' = Mame: Julie Woodland Date of Birth: 04/07/1937
(5] MEmagE Memmsers Member ID: 000000 Username: Julis2008
Invite Marmbers
S5z it 1111111 E-mail: test@chns.gow
Manage Events
Manage Programs=s
Manage Service Locations Mailing Address: Permanent Address:
1 0 Beautiful Clouds Awve. Smiling Trees Road
snegs Heers Chicage, IL 60000 Washington, DC 20000
Foecruitmment waorkbasket
SaM wWorkbasket Home Phone Number: 312-000-0000 Home Phone Number:  S380-000-0000
S Reports Work or Other Phone NMumber: Work or Other Phone Number:
WISTA Workbasket edit member info
WISTA Feports
Service Information C“Ck Vl eW neXt tO the
Program Organization CityfState Service Start Service End -- approprlate service
Julie Woodland STATE - ArmeriCorps*State  City vear, Inc. Boston, MA 090242008 06/18/2009 vie term to open the
Mermber Horme p
. 5
Suspand Membar term’s service page
Transfer Member o f
Change Term In 0
Zhange Service Location
Exit Mermber

eGrants Coaching Unit




Member Exit - Early

Once you unlock the exit form, you can wait for the member to complete
member's portion of the Exit form or you can complete it on behalf of the

member if the member has already completed and signed the paper exit form.
Once the member’s portion is completed, exit the member.

Welcome

) ) State and Mational Service Term Information
Trainee Profile

Search Potential Applicants Name Julie Woodland Member ID oooood
Search Submitted Program Name  Serving Community Serwvice Location
Applications Service Start  04/14/2009 Service End 04/13/2010
B Manage Members Date Date
Irwite Mermbers Program Code  O8A4CHNT 00000000 Program Year 2008
Manage Buents Trust Eligible s Slot Type Cne vear Half Tirme
Manage Programs
Marnage Service Locations State and Mational Service Term History
Manage Users Update Effective Updated Action
Recruitrment Workbasket Type Date By
SaM Workback ot N/ 04/22/2009 AALGLSTIN Transfer Transfered In from 06ACHCAOD10012 with - -
S | | 250 hours served. Click Unlock Exit
VISTA Workbasket Current Status: fn-service - unlock axit form Form. The member
VISTA Reports e — will appear in your
Pending Exit

[back] et |1 \n/orkbasket

Julie Woodland

Mermber Horne

eGrants Coaching Unit




What’s next?

e The Resource Center

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

O Includes other tutorials
O Live training and registration schedule

e The eGrants Coaching Unit

o 1-888-333-8272
o egrantstta@jbsinternational.com
o Training/Technical Assistance

e The eGrants Help Desk

o 1-888-677-7849
o Technical Assistance

o User name/Password reset assistance

eGrants Coaching Unit
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