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» This presentation is designed to help AmeriCorps program
users understand the Group Enrollment feature for
AmeriCorps members in the MyAmeriCorps Portal.

 This training Is supplementary to the main Member
Enroliment presentation from April 2019, which is posted
here: https://www.nationalservice.gov/resources/member-
enrollment-resources. Please review the main Member
Enrollment presentation prior to taking this training.

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



https://www.nationalservice.gov/resources/member-enrollment-resources
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Group Enrollment:

* Overview

* Requirements

« Comparison with individual enrollment
« Steps

 Troubleshooting

* Resources
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https://www.nationalservice.gov/build-your-capacity/grants/manage-americorps-state-and-national-grants
https://www.nationalservice.gov/resources/member-enrollment-resources
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= Program
Staff

‘ = Member
Applicant
A

Security
Administration

- Confirm that S5M/Citizenship are in “Verified” or “Manually Verified™ status

- Check NSCHC bowes certifying the completion of NSOPW chedk and initiation of State
and FBI checks

Enter member placement info on Enrollment Form induding: Start Date, Program Year,
Program Title [operating site name), Service Location, Slot Type

Oick the “Enrall
button in eGrants to
enroll the member
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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 MyAmeriCorps Portal
v'Slots are available for all members being enrolled
v'Citizenship and SSN have been verified

v'"NSOPW checks have been completed

v'State and FBI checks have been initiated

v'"Members have been determined to be eligible to serve

v'"Members have completed their portion of the Enroliment Form
(including acknowledging a partial Education Award if
applicable)
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 Members must be associated with the correct Program
Year and Program Title during the invitation process

Welcome Sarah

earch Potential Applicants Invite Member

earch Submitted Aoplications  After completing the following fields with member and program information, the member will receive an email with
e nformation for Portal registration and the ability to complete the member portion of the enrollment form. Click "add
: another” to send another invitation after this one; otherwise, click "save invitation” to just send this one invitation.

B Invite Members - -

age Eve * First Name: |John
age L Middle Mame/Initial:
age Service 2 * Last Name: |Doe

anage Users * Social Security Mumber:  |[sssssssss | (959995999)

Recruitment Workbasket * Verify Social Secunty Number: |(sssssssss (999959999)

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

* E-Mail Address: |johndoe@email.com

o erEREEEE * Program Year: |2018 |v|
B * Program Title: |YouthBuild Atlanta, GA AmeriCorps™National - Atlanta, GA v
I Service Location: |Select v
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— Program Year must be selected correctly by the program on the
member invitation

« Member candidates who applied via MyAmeriCorps will
need have the program year entered manually on their
individual Enroliment Form, and so cannot participate in
group enrollment (i.e., they will not appear on the Group
Enrolliment tab)

— Program Title (operating site/subgrantee program name) must
be selected correctly by the program

 Member candidates 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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S5M, Citizenship, and Criminal History Verification
Before a member may be enrolled into the National Service Trust they must have: 1) their 35N 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 intiated state of service and state of residence checks and FBI check, as appropnate, required for

this individual.

55N Status: Venhed - 03/10/2015
Citizenship Status: Venfied - 03/10/2019

Steps are completed
individually for each
member:

I certify that I have conducted, reviewed, and adjudicated the results of a nationwide
NSOPW check: ] NSOPW.gov check (with all jurisdictions on NSOPW.gov reporting) for this individual.

I o /22/2015

_ " . ) State of Residence, State I certify that I have initiated the state of service and state of residence checks and FBI
1 ° Confirm that SSN/CItIZenShIp arein of Service, and FBI check check, as appropriate, required for this individual.

“Verified” or “Manually Verified” initiation: ] I - o+/22/2019
status

* Please click "save information” after clicking the certification checkboxes in this section.

2 M Check NSCHC boxes certifying the Placement Information

° .
Completlon of NSOPW check and A member's start date may not be earlier than any of the following: the date you receive confirmation that the

initiation of State and FBI checks member's 55N is correct, the date you receive confirmation of a member's citizenship eligibility, the certification date
for completion of the NSOPW, the certification date for the state of service/residence and/or FBI check initiation. In

Enter member placement info on addition, g - - = et ————————
3: enrollment form including: Start * Start Date: [04/22/2019 |7

Date, Program Year, Program Title Program Year: [2018 [v]

) . . [ Program Title: ﬂ
(operating site name), Service  ice Location: [v]

Location, Slot Type = [ H Full Time (1700) [5] w/ Living Allowance [v]
= & 1, =i this form as of 04/22/2019.

Click the “Enroll” I understand that a knowing and willful false statement on this form can be punished by one or more of the following:
button in eGrants to a fine or impnsonment or both under Section 1001 of Title 18, U.5.C., exclusion from participation in federal
T — mmaetyre of benefits I may receive as a result of my enrcllment or other actions authorized by the Civil
enroll the member Fraud Remedies Act, 31 U.5.C. 3501-301 0
cancel save inform, enroll member |

OMB Mumber 3045-0054



Completing Enrollment Form Fields:

Group Enrollment Process

Steps are completed
on a single screen for
groups of up to 20

Corporation for

members at a time:

Members will not appear on
this page until
SSN/Citizenship is verified:

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

Check NSCHC boxes
certifying the completion of
NSOPW check and initiation

of State and FBI checks

Gerald
Qfnam
Ariana

Molly

Results 1 through 20

1] 2| Next Last
Your search returned 23 results.
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Program Year: 2019

Program Code: _

Program Title: |Sub Project State CR317 AmeriCorps*State - Washington, DC ﬂ

Slot Type: ﬂ
—

Fervice Location Start Date

Click the “Enroll”

button in eGrants to
enroll the member

[l Select v |
O O O [pselect ;‘_-_]
O O O |select v] )
O O O [setec V] ]
OO O 0O [select v] =
O O O [setec ] ]
L1 O O |select V] 9
| O O |[select v e
OO O g |select V] ]
O O O |select V] =
OO0 O O |select v] )
O O O |select V] o
0 O O [sefect v] A
O O O [setect v] i
] L1 g0 |select v ]
O O g0 |[select v 4
O OO0 O |select v| ]
| O OO0 |select v 4
| O B0 |select v ]
2 Select v B

. _ certify this form as of 06/06/2019
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_ Group Enroliment Individual Enrollment

Number of applicants enrolled at a Up to 20 Only 1

time

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

Member candidate applied through Cannot be used Must be used

MyAmeriCorps

Member candidate invited under Cannot be used Must be used
different program year/ program title

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

NSCHC check box certification Checking the NSOPW and State/FBI check boxes is

a legal certification that is recorded with the date
(visible on the individual enroliment form)
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Step 1: In the S&N Workbasket in the MyAmeriCorps Portal, click on
the “Group Enroliments” tab

Welcome Joan

Pending Pending Fending Group Status Change
Applications Invitations Enroliments Enrollments
Program Year:
Program Code:
Program Title: |Select v

Slot Typa: [[w|

Mo matches

Your search returned 0 results.
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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

« Member candidates 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 members are also visible on the Pending
Enroliments tab)

Welcome Joan

Group Status Change

bmiitted Aoplications Applications Invitations rollments Enrollments Reguests
2 Membars Program Year: 2019
............ T . niert SEab R24{7 A ] *Chate - Wachinato .—
| Program Title: |Sub Project State CR317 AmeriCorps*State - Washington, DC |
anage Service Locations Slot Type: |
i L Results 1 through 20 1| 2| Hext Last
) o Your search returned 23 results.
B SEN Workbasket Crora
L 232 caled
5 eport e i-.' to Service Location Start Date
1S Check ENM
Beatrice Sam Alastname I:‘ I:‘ |:| Eeled ﬂ E
erics NN (1 O O [selec V] o
Tommy J Blastname |:| |:| |:| Selec ﬂ E
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Group Enrollment Steps

Step 3: Select the Slot Type for the members you wish to enroll
* In subsequent steps, you will only enter information for members who
will be enrolled in this type of slot

- If you have members that will need to be enrolled in other slot types,
leave those members blank for now. (You will repeat these steps to

enroll those members.)

Welcome Joan

----- Pending Group
Enrollments Enrollments
Program Year: 2019
program code: [N
anzge Programs Program Title: |Sub Project State CR317 AmeriCorps*State - Washington, DC v
Slot Type: I Full Time (1700) [398] w/ Living Allowance il I
- Results 1 through 20 12| Hext Last
) Your search returned 23 results.
@ ==
Sel
S& to Start Date
("3 E--
Beatrice Sam Alastname |:| |:| |:| Select ﬂ J
i O O O [Seko V] 4
Tommy J Blastname |:| |:| |:| Select ﬂ 3
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Group Enrollment Steps

Step 4: For the members you wish to enroll, check the NSOPW Check and State
and FBI Check boxes to certify that the required criminal history check actions

have been taken.
IMPORTANT:
— The NSOPW check must be completed and the State/FBI checks must be initiated prior to

checking these boxes
— The member start date must be on or after the date the boxes were checked

Welcome Joan
Search Potential Applicants | pending e Pending Group Status Change
- Enrollment Enroliments
Invite Members Program Year: 2019
55N & Citizenship Status Program Code: _
anage Programs Program Title: |Sub Project State CR217 AmeriCorps*State - Washington, DC ﬂ
1 = Slot Type: |Full Time {1700) [398] w/ Living Allowance il
- Results 1 through 20 12| Hext Last
Your search returned 23 results.
CE . .
NEQBW and | Elect
E :I " ANt Service Location Start Date
ool M
Beatrice Sam Alastnam @ |:| Select ﬂ H
crc: I |0 O] O e 9] )
Tommy J Blastname @ |E| |:| Select ﬂ 1
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Step 5: For the members you wish to enroll, select the appropriate
Service Location(s)

« Service Locations must be set up in the MyAmeriCorps Portal prior to
taking this step

Welcome Joan

Pending Pending Pending Group
fpplications Invitations Enrollment Enrollments
Program Year: 2019
Program Code: [
anage Programs Program Title: |Sub Project State CR217 AmeriCorps™State - Washington, DC v
Slot Type: |Full Time {1700) [398] w/ Living Allowance ﬂ
o Results 1 through 20 12| Hext Last
) Your search returned 23 results.
@ = State .
Check ETT '
Beatrice Sam Alastname Service Location CR 317 - 1

<] [<] [<]
HEE

[
rics [N (1
[«

Tommy J Blastname

U
| Select
UJ

Service Location CR. 317 - 2
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Step 6: For the members you wish to enroll, enter the correct Start Date
* Must be no later than today’s date

* Must be no earlier than 8 calendar days prior to today’s date

* Must be no earlier than the SSN/citizenship verification dates

 Must be no earlier than the date the NSOPW and State/FBI boxes were
checked

Welcome Joan

Pending Pending Pending Group
fpplications Invitations Enrollments Enrollments

Program Year: 2019

program Code: [N

anage Programs Program Title: |Sub Project State CR217 AmeriCorps*State - Washington, DC ||
Slot Type: |Full Time {1700) [298] w/ Living Allowance ﬂ
- Results 1 through 20 1|2 ]| Next Last
) Your search returned 23 results.
[ et
Se
58 t Start Date
Ene
Beatrice Sam Alastname E |:| Service Location CR 317 - 1 | %0 |06/07/2019 3
i N O O O [Seka ] m
Tommy J Blastname @ |I| |:| Service Location CR. 317 - 2 | %0 |06/01/2019 3 I I
o0
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Group Enrollment Steps

Step 7: For the members you wish to enroll, click the “Select to Enroll”
box

* Only the members with this box checked will be enrolled when you
click the “enroll” button at the bottom of the tab

Welcome Joan
""" _Pending _ Pending Group
_____ Witatans Enroiiment Enrollments
Program Year: 2019
program Code: [N
anage Programs Program Title: |Sub Project State CR217 AmeriCorps*State - Washington, DC ﬂ
Slot Type: |Full Time {1700) [398] w/ Living Allowance ﬂ
o Results 1 through 20 1| 2| Next Last
) Your search returned 23 results.
8 =a .
- Select
SE to rt Dat
. Enro
P— —
Beatrice Sam Alastname E E Service Location CR 317 -1 ﬂ 0&/07/2015 J
I O O O] G V] hd
Tommy 1 Blastname @ |E| Service Location CR 317 - 2 ﬂ 06/01/2019 3
—




Group Enrollment Steps

Step 8: At the bottom of the tab, certify the form

Welcome Joan

Tommy J Blastname

2 Men Program Year: 2019
55N B Citizenship Status Program Code: _
anage Programs Program Title:
208 5 e Locations Slot Type: |Full Time (1700)
) o Results 1 through 20
B = aske

Beatrice Sam Alastname E

evica I O

i
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ending Group Status Change ding Exits
Enrollments Enrollments Requests

Sub Project State CR217 AmeriCorps*Siate -

[398] w/ Living Allowance

=
FR =B

E Service Locati
o

M M

Select

Service Locati

Washington, DC

~]

on CR 317 -1

on CR 317 - 2

&2
1 | 2 | Plaxt :|=L-
Your search returmed 22 resulks.

L]

[~] [osfo7/2015 |CH
] ™
[~] [oefo1/zo1s |CH

I * M 1 I, ity

| save information || enroll |

this form as of 06/07 /2019 I
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Step 9: At the bottom of the tab, take the “enroll” action. (If you are not
ready to enroll the members yet, click the “save information” button

Instead)
« Up to 20 members can be enrolled at a time

Welcome Joan

Group
Enrollments

Program Year: 2019

program code: [
C v

anage Programs Program Title: |Sub Project State CR317 AmeriCorps*State - Washington, DC

Slot Type: |Full Time (1700]) [3%8] w/ Living Allowance ﬂ

Results 1 through 20 1| 2| Hext Last
Your search returmed 23 results.

Start Date

m e
1 m
o i

Service Location CR. 317 - 1 il 0&/07/2019 _‘:l
Ealect il ﬂ
[v] [os/01/2015 |[H

Beatrice Sam Alastname @

rics [ [

Tommy 1 Blastname @

Q0 © [PBEg
O &

Service Location CR 317 - 2

&l

I| save information || anroll |I

* M . - this form as of 06/07/2010
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Group Enrollment Steps

Step 10: Check for error messages at the top of the tab. These messages
will indicate if one or more of the member enrollments was not successful.

* In this example, the start date entered for Tommy was prior to the date the
NSOPW and State/FBI boxes were checked, so he could not be enrolled.
Program staff will need to correct Tommy'’s start date and try again.

Pending Group g
Enrollments Enrcllments Reguests

anage Members The following members have not been enrolled with the following reasons:
Tommy ] Blastname's Start Date cannot be prior to the NSOPW chack date. Pleass correct the Start Date.
Tormmy 1 Blastname's Start Date cannot be prior to the State of Residence, State of Service, and FEI check date.

Please correct the Start Date,

Program Year: 2019

Program Code: 19ACHKYOO010001
Program Title: |Sub Project State CR217 AmeriCorps*State - Washington, DC il
Slot Type: |Full Time (1700) [3%7] w/ Living Allowance ﬂ

SEM Reports

Results 1 through 20 1 | 2 Mext Last
Your search returmed 22 results.

Ctate
State |-,
MSOPW and 550 L L Ctart Date
1 FBI e e Start Date
Check Bl
cicolE [ [ [ [sele V] [
Tommy J Blastname E |:| Service Location CR 317 - 2 ﬂ o0&/01/2018 3
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v Sufficient slots available

v" SSN and citizenship verified on or before member start date

v NSOPW and State/FBI certifications completed on or before member start date
v" Service Location selected
v’ Start date no later than today’s date and no more than 8 calendar days prior
v Member eligible to serve
— 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

The details of the error message will provide specific guidance:

The following members have not been enrolled with the following reasons:

Patricia - has already served four terms with State & Nationzl and may not serve again.

Diana Elastname does not have a Service Location Selected, you must assign a service location for this member
before completing enrollment.

Pfirstname Flastname's Start Date may not be after the Current Date,

Delena - has dediined the partial award, so they cannot be enrclled.

Viola Jastname already has an active enrollment in this program for this year.
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* Subgrantees should reach out to their Direct grantee
or State Commission for additional resources and
guidance as it relates to your specific program

* Managing AmeriCorps Grants webpage, under
“Enrollment” section

— Slides and recording for this training

— Slides and recording for the main Member Enrollment
training from April 2019

— Enrollment Flow Chart
— Enrollment policy documents
 CNCS National Service Hotline
— 1-800-942-2677
— https://questions.nationalservice.gov
* Criminal History Check Resources



https://www.nationalservice.gov/build-your-capacity/grants/manage-americorps-state-and-national-grants
https://questions.nationalservice.gov/
https://www.nationalservice.gov/resources/criminal-history-check
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THANK YOU!






