Creating, Editing and Assigning Service Locations in the My AmeriCorps Portal

Data Quality and Service Locations
Service location data is used to produce State Profiles and other reports for external
stakeholders. For data quality purposes, please check for these common data entry
errors when creating or editing service locations:

e NoZIP+4code

e Incorrect address information

e PO box (Must use street address, not PO box)

e Extraneous information in address1 line (Include street address only in address1

line.)
e Spelling mistakes

Note: If you have the street address but not the ZIP + 4 code for a service location, you
can look it up easily at http://zip4.usps.com.

Getting Started
Login to eGrants (https://egrants.cns.gov/espan/main/login.jsp) and select the Portal
Home link at the right bottom of the screen.
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Click on the Manage Programs link on the left of the screen.
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Select a program year and click the Search button.
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To search for a program use the fields below and click the search button.
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Select the link for your site.
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In the center of the screen, you will see basic contact information for your site. Click
View Service Locations at the bottom right of the screen.
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To create a new service location, click create in the bottom right corner of the screen.
To edit an existing service location, click the hyperlink for the location you would like to
edit.
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Creating a New Service Location
Click the Create button in the lower right of the screen.

Welcome Kim View Service Locations

Portal Home

Search Potentiz| Applicants L A IOR Te :
Search Submitted To search for a service location use the fields below and click the search button.
Applications
Manage Members Results 1 Through 9
Invite Members Your search returned 9 results.
SSN & Citizenship Status Narma= State b | Ziph
] Manage Programs -
American Red Cross-Lee County Chapter Opelika AL 36801 -6234
Manage Service Locations
American Red Cross-Russell County Chapter Phenix City AL 36867 -5804
Manage Users
Bovs & Girls Club of Greater Lee County Auburn AL 36830 -2834
Recruitment Workbasket
Cora Reid Greene Home For Children Phenix City AL 36867 -5105
SEN Workbasket
Drake Middle School-BRIDGES Auburn AL 36832 -2929
S&N Reports
HARRINGTON ELEMENTARY SCHOOL HARRINGTON ME 04643 -3201
MANOR WOODS ELEMENTARY ELLICOTT CITY MD 21042 -2016
Program Information OAKLANDS ELEMENTARY LAUREL MD 20708 -1360
SAFE Sylacauga AL 35150 -2030

S




At the top of the screen, you will be asked whether the service location is a K-12 school.
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If the service location is not a K-12 school, click no and complete all remaining text fields
for the service location. If the service location is a K12 school, click yes. If you know the
service location’s NCES School ID, enter it in the text field and click the Go button. If you
do not know the NCES School ID, click the hyperlink to search for it.
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The hyperlink will bring you to the NCES website. Search for your school by city and
state, zip or name.
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Clicking on the name of the school opens a popup where you can find the NCES School
ID. Copy and paste the NCES School ID into eGrants and click the Go button.
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A popup with the school’s contact information will appear in eGrants. Click OK in the
popup window to confirm the information.
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The following school was located for the NCES School Code entered.
To select this school, click "OK", otherwise click "Cancel"".
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The school’s information will automatically populate in the service location text fields.
Complete the contact name and contact email text fields and click save.
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Editing an Existing Service Location

Click on the hyperlink for the service location you want to edit.
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Click the edit button in the lower right corner of the screen.
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For service locations that existed before the addition of the NCES School ID fields, the
default answer to “Is this a K-12 school?” will be “no.” If the service location is a K-12
school, click the “yes’ button and enter the NCES School ID information as described in
the previous section. Update any other text fields you wish to edit and click the Save
button.
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Enrolling AmeriCorps Members in Service Locations

When you enroll AmeriCorps members, you will select each individual’s Service Location
on their Enrollment Form when you certify and submit online. In order to meet CNCS's
requirements, members must be enrolled in a service location.
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