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Jennifer Kerner
o Policy and Guidance Manager
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Session Outline

» Purpose & Objectives

* Important Notes

* Requirements

* Overview

* Phases and Steps

* Troubleshooting

* Resources

* Questions, Review, Tips
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Purpose & Objectives

* This presentation is designed to guide AmeriCorps program
users through the AmeriCorps member enrollment process
in the MyAmeriCorps Portal—it is a reprise of previous
webinars

* The presentation represents AmeriCorps State and
National requirements for enrolling members in the Portal

 Following this session, participants will be familiar with the
member enrollment process, common issues, resources,
and best practices

Our Mission is to improve lives, strengthen communities, and
foster civic engagement through service and volunteering.
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Important Notes

* 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.

* |[f you are a subgrantee, please ensure you are following
any additional policies or procedures required by your State
Commission or prime grantee

« Remember that eGrants is the system of record for start
date, including NSCHC and education awards
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Requirements for All Member
Enrollments (Individual and Group)

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 Enrollment Form
(including acknowledging a partial Education Award if applicable)

AmeriCorps State and National Symposium SR NETONALSY
A COMMUNITY
W@ SERVICEIESZ

SEPTEMBER 18—20, 2019 | ARLINGTON, VA

*



2019.04: AmeriCorps State and National _
Enrolilment and Enrollment Date Change Policy

The system of record for an AmeriCorps member’s National Service
Trust information is eSPAN. The MyAmeriCorps Portal is the
mechanism through which programs enter and update member records
in eSPAN including enrolling a member and recording an individual’s
start date.

Programs are responsible for ensuring the data values they enter via
the MyAmeriCorps Portal are accurate and submitted within the
required timeframes.

CNCS will rely on the information entered by programs via
MyAmeriCorps Portal. The member’s start of service date indicated on
the Member Service Agreement/Contract should agree with the value
entered into eSPAN via the MyAmeriCorps Portal.

Programs must verify that individuals are eligible to serve based on the
requirements specified in 45 CFR § 2522.200

AmeriCorps State and National Symposium 6 RS
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2019.04: AmeriCorps State and National _
Enroliment and Enrollment Date Change Policy

* https://www.nationalservice.gov/documents/2019/1904-asn-enrollment-
and-enrollment-date-change-policy

« Changes to an individual’s start date after the eight-day enroliment period
ends require CNCS review and approval. Grantees and AmeriCorps
members have 30-days from the effective date of enroliment to request an
Administrative Review to modify an enrollment record.

« CNCS will consider changes in member start date ONLY if:
1. The member or program can document a failure of CNCS’s technology platform that
prevented the member or program staff from completing the enrollment within the
required timeframe

OR

2. The member or program can demonstrate other circumstances that prevent a
program from making a timely enrollment to the MyAmeriCorps Portal, such as a
natural disaster.
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https://www.nationalservice.gov/documents/2019/1904-asn-enrollment-and-enrollment-date-change-policy

Enrolilment Process Flow Chart

Essential prior to enrollment: Key
A - Setup operating sites/service Ntificati =CNCS
[l [l & locations in eGrants:
Located along with this g  [— -
__:: Listing in MyAmeriCorps Seaff
1 I Q‘ = Member
Applicant [
resentation on the Managin
I Apply via Apply outside A =Social
meriLorps rants webpage yAmerops Mykmaicos secury
Administration
Required NSCHCs: NSOPW check SEEIIIENETE
: o~ 2nd initiztion of State and FBI chacks for eligibility and
oriminal histary
B E Y
MANAGE AME‘ ICORPS STATE AND @
NATIONAMGRANTS BEEES = o
Q_ applicant in to applicant via
MyAmeriCorps MyAmeriCorps
5 / AmenComps / AmerCorpsPrograms / AmeriCorps State and National / Manage AmeriCorps State and National Grants Accept invitation via
email; complets N - N
. Mote: Members who previously served in AmeriCarps
n:ml.;ler pu:uF:n it must ensure that they are exited from their previous
nrodimer rm . -
program in MyAmeriCorps
Grants & Resources for AmeriCorps State and National Grantees
Fundi ng SSN and
Citizenship
cheds
Funding & i s Request secure
g Rules, Regulations, and Provisions v ™ \ ik ancl et
s s T} If verified tfnotverified , LU z
: 4 o . 2} automatically: tomatically: ;
Financial Management and Grant Administration v S . FemenEl G
Manage Funds Actount for
& ) . o . -Q:.. additional time to
National Service Criminal History Checks v gather/submit
Learning and
Best Practices eGrants AV .
FAQs Grantee Progress Reports v — - -
- Canfirm that $5N/Citizenship are in “Verified” or “Manually Verified” status
- Check NSCHC baxes certifying the completion of NSOPW check and initiation of State
Member Enrollment Val and FBI checks

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

AmeriCorps State and National Symposium St
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https://www.nationalservice.gov/build-your-capacity/grants/manage-americorps-state-and-national-grants

= Program
Staff

= Member
Applicant

= Social
Security

Administration

Essential prior to enrollment:

Set up operating sites/service
locations in eGrants

Submit Service Opportunity
Listing in MyAmeriCorps

Award

Notification

Member
Recruitment

AmeriCorps State and National Symposium
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Award Notification Award

Motification

» National Direct and Tribal Grantees (“Direct Grantees”) are
notified by CNCS
o Email notification: April

oNotice of Grant Award: prior to requested grant start date
* Can be accessed via eGrants:

_______________________ ‘
17ND191427 New 12/27/2016 Awarded Aggregate Budget (Summary) Report
Aggregate Budget Narrative |
Application for Federal Assist
| Contact Help Desk | disable the pictures W

on: 6.11.2 rganization IDCR History

O

Organization/People Report
Program Summary Chart

S ry Budget Narrative
S

ubsidia
ubsidiay Budget(Summary)Report

« Subgrantees are notified by their State Commission

AmeriCorps State and National Symposium
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Notice of Grant Award (Direct Grantees and State
Commissions)

Award

Notification

Notice of Grant Award Corporation for National and Community Service
250 E Street SW. Suite 300
Washington. DC 20525-0001
(202) 606-5000

AmeriCorps National
Grantee

Grant ID

Project and Budget

Award Information

I Agreement No.: Performance Period: 07/01/2017 - 06/30/2020 > Pe rl Od S (N OT th e
Amendment No.: 0 Budge[ Period: 07/01/2017 - 06/30/2020 I Sam e aS m em ber
CFDA No.: 94.006 Grant Year: 1 Il . d

enroliment perio
Award Description p d
This award funds the approved 2017-18 AmenCorps National Direct program. No member may enroll prior to the approved start Wh IC h ma y S ta r t
date of the member enrollment period. Your 2017-18 regulatory match 1s 24% and your budgetary match 1s 63%. CINCS will
monitor your regulatory and budgetary matches upon submission of your financial reports. /G ter an d/OI’ end
Purpose earller)

The purpose of this award 1s to assist the grantee 1n carrying out a national service program as authonized by the National and
Community Service Act of 1990. as amended (42 U.S.C. §12501 et sea.).

AmeriCorps State and National Symposium
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Notice of Grant Award (Direct Grantees and State
Commissions)

Award

Notification

Purpose

The purpose of this award 1s to assist the grantee in carrying out a national service program as authorized by the National and

Commumity Service Act of 1990_as amended !42 1JSC. §12501 et seq.).

Funding Information Member Information
Previousl This Award!  Total Current - ] -
vear 1 ;;.‘;'::j":‘ d“' M:: . dm;m o ﬁ‘(e ::ren Member Education Awards as of this Amendment
This Year WiAllowance WO/Allowance
Total Obligated by CNCS 50 $340,873 $340.875 | Full Time (1700 hours) 235 0 Awa rd e d fU n d S
Grantee's Unobligated $0 $0 50 1-Year Half Time (900 hours) 0 0
Balance (Carryover) )-Year Half Time (1st Year) 0 ! = and member
] . e 2-Year Half Time (2nd Year) 0 0
Total Available S0 $340,873 §340.873 Reduced Half Time (675 hours) 0 0 p OSiti O n S
Cumulative Funding for Project Period Quarter Time (430 hours) 0 0
Minimum Time (300 hours) 0 0
Total Awarded in Previous Amendments $0 Member Service Years (MSY Awards) a5
Total CINCS Funds Awarded to Date $340,875
Special conditions
Funding Source and Amount on the award
2017-0PE1-F11-OP0-23000-4101 $340.875.00 ( in CI u d in g
Special Conditions su bgra ntee-
o
I The grantee must subnut the following items to the Program Officer for review and approval before members will be allowed to S DECIfI cS pec'a I

conditions)

orporation for
NATIONAL &Y
SERVICERSE
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Set up Operating Sites (Direct Grantees)

Essential prior to enroliment:

) Set up Operating Sites in the POrtaI < - Set up operating sites/service
(direct grantees only) locations in eGrants

- Submit Service Opportunity

oRequired in order to issue member invitations Listing in MyAmeriCorps
o See Program Management tutorial on the

Knowledge Network
Welcome Sarah

Potential Anolicants Operating Site Infomation

Program Code Operating Site Program Year

2018 Delate
S5 hip S 2018 Delate
B Manag ms 2018 Delsts
e Locat 2018 Delets CI
ick to
Manage Users View Previous Operating Sites
Recruitment Workbasket Set U p
SEMN Reports Operatlng
sites
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https://www.nationalservice.gov/sites/default/files/resource/program-management-national.pdf

Set up Service Locations

« Set up service locations in the Portal
oAll AmeriCorps members must be assigned to service

Essential prior to enrollment:

- Set up operating sites/service
locations in eGrants

- Submit Service Opportunity

|OCat|OnS Listing in MyAmeriCorps

o See Program Management tutorial on the Knowledge
Network

Welcome Sarah

Service Location Results

To search for a service location use the fields below and dick the search button,

Results 1 Through 10 1234 Mext Last

ur search returned 22 results.

I.Z".E!.--.':32'. C“Ck to

PHILADELPHLA F

PHILADELPHIA F B34

PHILADELPHIA F iE24 create

PHILADELPHLA I BO1 neW

PHILADELPHLA PA 19145 -4816 .

PHILADELPHIA PA 10142 -1638 SerVICe

PHILADELPHLA PA 19140 -2302 Iocations
Pragram: PHILADELPHLA F 19140 -2725

PHILADELPHLA F 43 -5012

AmeriCorps State and National Symposium
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https://www.nationalservice.gov/sites/default/files/resource/program-management-national.pdf

Set up Service Locations

Essential prior to enroliment:

— , - R A
Set up operating sites/service % LYA k
locations in eGrants

- Submit Service Opportunity
Listing in MyAmeriCorps

Welcome Dorothy Recruitment Workbasket

.
G ra ntees a re req u I red Trainee Profile Pending Applications Service Opportunities WaDs

to post a” available Search Potential Applicants
member Service Search El..:\m::ted A:plicatioﬁsl Create Opportunity Listing I

opportunities in the S [ Show Hidden Listings
MVAmencorpS Portal SSN B Citizenship Status B HName Type StartDate  Location Status

Manage Events 46033 Literacy Volunteers of IL - VOCAL

° Se rVi Ce [ S SM 09/01/2012 Chicago Approved  wview/adit
Manage Programs
. . . 3097 Literacy Volunteers of Illinois, Inc SM 06/29/2009 Chicago Approved view/edit
Oppo rtunlty LIStIng Manage Service Locations
mrgr | LEmsiEliEse el s SN 09/01/2017 Chicago Approved  view/edit

Re SO u rce S Manage Users VOCAL Americorps

B Recruitment Workbasket 129348 Super Awesome 'Corp SM  06/05/2018 Washington Pending  viewfedit

° i Workbask - S
Powe r PO I nt SBN Workbasket Trmn Literacy Vaolunteers of Illingis, VOCAL = 06/01/2010 Chicago Approved  viewfedit
_ b _ S&MN Reports
Step-by-step

AmeriCorps

Literacy Volunteers of IL - VOCAL

VISTA Workbasket 4£032 . SM 09/01/2012 Chicago Approved view/edit
° R q m D
e u I re e ntS Sponsor Verification Literacy Volunteers of Illinois - ) : §
57304 VOCAL SM 09/01/2015 Chicago Approved view/edit
° T I t VISTA Reports
e p ate Ernall IR D e T SN 02/10/2016 Chicago Approved
VOCAL*AmariCorns = G-

Grantees may also use !

other recruitment _ )
strategies in addition to To create a new To modify an existing

MyAmeriCorps Service Opportunity Service Opportunity
Listing Listing


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

Phase 2

Apply via

Required NSCHCs: NSOPW check

Select member
applicantin
MyAmeriCorps

=Program
Staff

MyAmeriCorps

and initiation of State and FBI checks

Apply outside
MyAmeriCorps

Screen members
for eligibility and
criminal history

Send invitation
to applicant via
MyAmeriCorps

Accept invitation via
email; complete
member portion of
Enrollment Form

=Member
Applicant

Note: Members who previously served in AmeriCorps
must ensure that they are exited from their previous
program in MyAmeriCorps

= Social
Security
Administration

AmeriCorps State and National Symposium
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Receiving Member Applications

Member
Recruitment

™,

/
K 4
Apply via Apply outside
MyAmeriCorps MyAmeriCorps

« Programs can set up their Service Opportunity Listings to allow
members to apply inside and/or outside of MyAmeriCorps:

Are you actepting applications now?* ® yves O pyo Indicates
Accepting applications from: [y dd ey

e i S , Whether or not

I Do you aceept AmeriCorps application?* @ s ':::' Mo l mem ber
If you réquire your own application, how do applicants get it? Ca ndidates can

Phigrme: .

c-mait apply via

Websibe: hittp:// MyAmerICOFpS

!

Programs that do not accept applications via MyAmeriCorps must develop
their own process to receive applications and select members

O RICo, Corporation for
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Member Screeing

b

Required NSCHCs: NSOPW check Screen members
and initiation of State and FBI checks for eligibility and

criminal history

* Programs must conduct screening of prospective members as part of the
recruitment and selection process
o Eligibility (45 CFR § 2522.200)
- Age
- U.S. citizen/national/lawful permanent resident
* National Service Criminal History Check (NSCHC)
o A National Sex Offender Public Website (NSOPW) check completed prior
to the start of service
o State and/or FBI checks initiated prior to the start of service
o Additional details can be found in the National Service Criminal History
Check Manual

AmeriCorps State and National Symposium

SEPTEMBER 18—20, 2019 | ARLINGTON, VA
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https://www.ecfr.gov/cgi-bin/text-idx?SID=a895c1f3f803d865913b89173a0f59a4&mc=true&node=pt45.4.2522&rgn=div5#se45.4.2522_1200
https://www.nationalservice.gov/resources/criminal-history-check
https://www.nsopw.gov/
https://www.nationalservice.gov/sites/default/files/documents/NSCHC_manual_final_11-15-18_508.pdf

National Service Criminal History Checks

(NSCHCs)
Required NSCHCs: NSOPW check and
initiation of State and FBI checks

« Recommended NSCHC process:

o Establish Truescreen and Fieldprint accounts

« CNCS-approved vendors that provide components of the National
Service Criminal History Check (NSCHC)

* Truescreen: State and NSOPW checks
» Fieldprint: FBI checks

o Use of these vendors is recommended to ensure NSCHC
compliance
 Failure to conduct timely and compliant NSCHCs may:
oDelay member enroliment
oResult in cost disallowances

O RICo, Corporation for
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Truescreen and Fieldprint Resources

Required NSCHCs: NSOPW check and
initiation of State and FBI checks

« NSOPW and State checks via Truescreen:

« Sign up and learn about the process here:
https://applicationstation.truescreen.com

« Average turnaround time to obtain adjudication recommendation:
1-5 business days

e See individual state information here:
https://www.nationalservice.qgov/resources/criminal-history-check/criminal-
history-check-state-state

* FBI checks via Fieldprint:
« Sign up and learn about the process here: www.fieldprintcncs.com

» Average turnaround time to obtain adjudication recommendation:
48 hrs or 2 business days

AmeriCorps State and National Symposium
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https://applicationstation.truescreen.com/
https://www.nationalservice.gov/resources/criminal-history-check/criminal-history-check-state-state
http://www.fieldprintcncs.com/

National Service Criminal History Checks
(NSCHCs)
c Required NSCHCs: NSOPW check and
initiation of State and FBI checks

« NSOPW completion and State/FBI check initiation must be
certified by checking the relevant boxes on the Member
Enrollment Form no later than the member’s start date.
(Remember to click “save information” after checking the
boxes!)

I certify that I have conducted, reviewed, and adjudicated the results of a nationwide
NSOPW check: M NSOPW.gov check [y wosdichions on NSOPW.gov reporting) for this individual.

I 0+/22/ 2019

State of Residence, State I certify that I hav§ initiated the stdte of service and state of residence checks and FBI
of Service, and FBI check check, as approprifte, required for fhis individual.

initiation: [ I 04/22/2019

!

The member’s start date CANNOT be earlier than these dates

AmeriCorps State and National Symposium
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Member Acceptance via MyAmeriCorps

Select member

applicant in
MyAmeriCorps

Complete
the
certification

AmeriCorps State and National Symposium

SEPTEMBER 18—20, 2019 | ARLINGTON, VA

Demographic [ References
Information

Crimina
History
Questionnaire

Skills 2
Experience

Community
Service

Motivational
Statement

Basic

Information Education Selaction

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

* Qverall 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 i1s enrolled to serve as an AmenCorps
=roer 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 is automatically sent
fo the Social Security Administration for verification. 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 to

be made available in the member's file), and have this information provided to the
Corporation before this individual is enrolled.
submit

Click the
relevant
radio button
to select the
applicant

Click to
submit the
selection.
The
applicant will
be notified
via email

Corporation for
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Member Acceptance via Invitation

Send invitation to
applicant via
MyAmeriCorps

Welcome Sarah

Portal Home

Search Potential Applicants

Search Submitted Applications
Manage Members

B 1nvite Members
SSM & Citizenship Status
Manage Events
Manage Programs
Manage Service Locations
Manage Users
Recruitment Waorkbaskat
SBMN Waorkbasket
SEM Reports
WISTA Workbasket
Sponsor Verification

VISTA Reports

Invite Members

Invite Member

After completing the following fields with member and program information, the member will receive
information for Portal registration and the ability to complete the member portion of the enrolimenyy

email with
orm. Click “add

another” to send another invitation after this one; otherwise, click "save invitation" to just send @fis one invitation.

Click hare for help.

* First Name:

Middle Mame/Initial:

* Last Name:

* Social Security Mumber:

* Verify Social Security Number:
* Date of Birth:

* E-Mail Address:

* Program Year:

* Program Title:

Service Location:

|John |

| |
|Doe |
{999999993)
(999999999)
(mm/dd/yyyy)

|juhndoe@emai|.com

|YouthBuiId Atlanta, GA AmeriCorps*National - Atlanta, GA

Select

add another

Enter applicant’s data
and select the Program
Year, Program Title
(operating site name),
and Service Location
from the drop-down
lists. Important: make
sure this information is
entered correctly

Click add another to
send the current
invitation and enter
another

Click save and then
send to complete
the invitation. The
applicant will be
notified via email




Member Receives Invitation

Tue 5/22/2018 11:19 AM

myamericorps@americorps.gov

My AmeriCorps Enrollment

Accept invitation via
email; complete

To M 5tone, James R,

member portion of

Dear Jim Stone: Enrollment Form

Thank you for applying to serve on AmeriCorps City Year Baton Rouge program. Use the following link to complete your registration and enrollment:
http://uatmy.americorps.gov/mp/member/validatelnvitation.do?id=743033&pin=cjuuxhha31

Please do not reply to this message. If you have any questions or need further assistance, please submit a help request via https://edscnes—
tst.custhelp.com/app/ask mac or contact the help desk at 1-800-342-2677.

Contact My AmeriCorps | Login
FONT SIZE: Default | Large

f;@ My AmeriCorps

Eaknm

Member will receive an invitation
email with a link to complete their
enrollment

Link goes to the MyAmeriCorps Portal
where they will verify their identity

Contact Us | Newsletters | Site Map | Site Index | Office of Inspector General | FirstGov | Privacy | Accessibility
FOIA | No Fear Act | Federal Register Notices | Site Notices:

Last updated: Wednesday, May 16, 2018, 0425 PM

Release version: 6.9
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Member Enroliment Form

S Note: Members who previously served in
Accept invitation via ; .
EmaillcompleTa AmeriCorps must ensure that they are exited
member portion of from their previous program in
Enrollment Form MyAmeriCorps

* Per the Grant Terms and Conditions,
the Enrollment Form must be
completed by the member

o Programs must request a waiver if this is
not possible

» To facilitate successful enrollment,
members who have previously
served in AmeriCorps must:

o Ensure that they have been exited from
their previous program by verifying with
their previous supervisor

AmeriCorps State and National Symposium

SEPTEMBER 18—20, 2019 | ARLINGTON, VA
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Member Enroliment Form

Accept invitation via
email; complete

member portion of
Enrollment Form

Member clicks
“save information”
to submit the form
and trigger the
next steps of the
process

Contact Us | Newsletters. | Site Map | Site Index | Office of Inspector General | FirstGaov | Privacy | Accessibility
FOIA | No Fear Act | Federal Register Nofices | Site Nofices

Last updated: Wednesday, May 16, 2018, 04:25 PM

Release version: 6.8

AmeriCorps State and National Symposium

SEPTEMBER 18—20, 2019 | ARLINGTON, VA

RICO Corporation for
£9% NATIONALSY

COMMUNITY
SERVICEISEZ

*




Phase 3

Key

=CNCS

=Program
Staff

= Member
Applicant

= Social
Security
Administration

dd.

S5M and

Crtizenship
chedks

Request secure

; ) link amd submit
If werified f-"’f If not verified Moty necessary
automatically: automatically: prograrm documentation

via Mational
l Anca::ntfn.rt;mm Service Hotline
Update gather,/submit
Enraliment documentotion

Form with Dooumentation

“Werified"
status

AmeriCorps State and National Symposium

SEPTEMBER 18—20, 2019 | ARLINGTON, VA

Corporation for

NATIONAL&T
COMMUNITY g
SERVICEET®TE

*




SSN & Citizenship Verification

 The Portal submits the record
to the Social Security

Administration (SSA) as soon -~ _ Reques secure
as the member completes and =~ =&, © e * docamenttr
saves their section of the ‘g;;e;;gf;m serviceHorine
enrollment form Ewcimer SE=

documentation
Documentation
is werified

 Within 3 business days SSN Status: Verified - 02/05/2019
(usually by the next day), the

record indicates “Verified” or, if
not verified, “Returned” in the
Portal

« SSA checks the member’s
citizenship status and social
security number (SSN) validity

Citizenship Status: Returned

AmeriCorps State and National Symposium

SEPTEMBER 18—20, 2019 | ARLINGTON, VA

<RICo Corporation for

% NATIONALSY
2A) COMMUNITY
w# SERVICEDRET

*




SSN & Citizenship Verification

* If not automatically verified by SSA, the program (grantee
administrator) receives an email notification to submit additional
documentation

o Citizenship verification: see 45 CFR 2522.200(c)

o SSN verification: social security card, name change documentation (e.g.
marriage certificate, court order, etc.)

* The progﬁam requests a Secure File Link from the CNCS National
Service Hotline and submits the necessary documents

« If submitted documentation is sufficient to verify eligibility, CNCS
staff updates the record to “Manually Verified” within 3 business
days. (No email notification is sent.)

If additional documentation is not sufficient or is not legible, the program will be
notified via email. This will delay the manual verification process.

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

Requesting a Secure File Link

Request secure

LRI \/ia webform: https://questions.nationalservice.qgov

necessary

documentation
via National

Service Hotline

Corporation for

%é{/}%%%f&y National Service Hotline
SERVICED==

Answers Ask a Question to WebForm About Provide Feedback

Submit a question to our support team.

DO NOT SUBMIT QUESTIONS FOR THE FOLLOWING ISSUES. For security reasons, instead please call the

National Service Hotline, 1-800-942-2677, to have these issues addressed:

= Password Reset

= Account Balances

= Application Status

= Check Trace Requests
= Payment Status

= Voucher Requests

= Updates to your account

Top 5 Answers

What is FEMA Corps?

How does the AmeriCorps Education Award process work?

How are applications submitted and what are the requirements?
How do | process a Segal AmeriCorps Education Award payment request?

Explain to me the different types of AmenCorps programs.

General Question | eGrants Question | My AmeriCorps Question

Do not include Social Security Number or Date of Birth.

First Name *

Last Name *

Email Address ~

Contact Us: 1-800-942-2677
Live Chat

Announcements

Dec 18, 2018 is the close for all
education award/interest
payments. Payments to resume on
11319.

Hours of Operations:

9:00 a.m. to 7:00 p.m. EST, Monday
through Friday, during the months of
January, May, June, July, August,
and September.

For the months of February, March,
April, October, November and
December, normal hours of
operations are:

Monday through Thursday: 9:00 a.m.
to 7:00 p.m. EST. Friday: Closed

The hotline is closed on all federal
holidays.

The National Service Hotline can
provide answers for:

General inquiries:
= About the Corporation for
National & Community Service
= All AmeriCorps programs
= All Senior Corps programs
= All Learn & Serve programs

System issues:
= eGrants system
= My Americorps Portal

Program specific inquiries:
= Applicant, Candidate, Member,
and Alumni questions

©)

« Best practices:

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

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

COMMUNITY 31
SERVICEEESIZ
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https://questions.nationalservice.gov/

In eGrants

Phase 1

Phase 2

mbers who previousy served in AmeriCorps
must anure tht they ae eitad fom ther previous
program in MymeriCorps

= Program
Staff

‘ = Member
Applicant

= Social
Security
Administration

- Confirm that 55M/Citizenchip are in “Verified” or “WManually Verified™ status

- Check N5CHC boes 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 Tithe [operating site name), Service Location, Slot Type

ick the “Enno
button in eGrants to
enrall the member




Confirming SSN & Citizenship Verification

- 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

* Verification Status Types e S b T
o Open: individual has been invited to participate in a program but has
not yet created/updated and saved their MyAmeriCorps Portal Profile

o Pending: individual's name, SSN, and DOB have been sent to SSA
for verification and are awaiting results

o Verified: individual’'s SSN/citizenship eligibility has been automatically
verified by SSA

o Returned: individual was not verified automatically by SSA;
document submission is required to prove eligibility

o Manually Verified: individual’s SSN/citizenship eligibility has been
verified by CNCS based on submitted documentation

o 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 email ASNAdministrativeReview@cns.gov)

AmeriCorps State and National Symposium
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Individual
Member
Enroliment
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Completing Enrollment Form Fields

55N, Citizenship, and Criminal History Verification
5 e q q Before a member may be enrclled into the Mational Service Trust they must have: 1) their 35N and Citizenship status
Confirm that SSN/CItIZGnShIp =l be in a Venhed or Manually Venfied status; 2) a completed Mational Sex Offender Public Website check (NSOPW . gov);
o H ”n “" £ n
Verified” or Manua”y Verified” status and, 3) the program initiated state of service and state of residence checks and FBI check, as appropriate, required for

h ndividual
Check NSCHC boxes certifying the
completion of NSOPW check and initiation SSN Status: Verified - 03/10/2019
of State and FBI checks Citizenship Status: Verified - 03/10/2019

Enter member placement info on I certify that I have conducted, reviewed, and adjudicated the results of a nationwide

enrollment form including: Start Date, NSOPW check: B MNSOPW.gov check (with all jurisdictions on NSOPW .gov reporting) for this individual.
. . . 04/22/2019
Program Yearr Program Title (Operatmg site State of Residence, State I certify that I have initiated the state of service and state of residence checks and FBI
name), Service Location, Slot Type of Service, and FBI check check, as appropriate, required for this individual.

initiation: [+ I o/ 22/ 2010

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

The dates On WhiCh the Placement Information

NSCHC boxes were checked

are shown. These may be later
than the dates on which the
checks were actually run.

A member's start date may not be earlier than any of the following: the date you receive confirmation that the
member's 35N is correct, the date you receive confirmation of a8 member's ctizenship eligibility, the certification date
completion of the NSOPW, the certification date for the state of servicefresidence and/or FBI check initiation. In

2 CONT 1 ol e iR i

L]
ce Location:
* Slot Type:
IMPORTANT: The start date
= W 1, | - this form as of 04/22/2019.
entered by the program
H I understand that a knowing and willful false statement on this form can be punished by one or more of the following:
cannOt be earller than the a fine or imprisonment or both under Section 1001 of Title 18, U.5.C., exclusion from participation in federal
H programs, and forfeiture of benefits I may receive as a result of my enrcllment or other actions authorized by the Civil
four dates IISted above. It -aud Remedies Act, 31 U.5.C. 3B01-3812.
must be the same or later. cancel |[ save information |[ enroll member |
35

OMB Number 3045-0054

*



Enrolling Member

- 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

- Enter member placement
info on enrollment form
including: Start Date,
Program Year, Program Title
(operating site name),
Service Location, Slot Type

* Start Date: |04/22/2019 _E
* Program Year: |2018 El
* Program Title:

Service Location: |
* Slot Type: |

= [ 1, WS, certify this form as of 04/22/2019. B

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 I may receive as a result of my enrollment or other actions authornized by the Civil

Fraud Remedies Act, 31 U.5.C. 3801-3812.
[|_enroll member |

cancel save information

Once all information has been entered correctly, the “enroll

member” button will become active. All information on the form can Click the “Enroll”

be entered and saved ahead of time EXCEPT the start date and mmall button in eGrants to
slot type, which cannot be saved prior to the date of enroliment.

enroll the member

*



Partial Award Acknowledgment

* Members who previously received the equivalent of 2 full time education
awards, or will exceed 2 full time awards with the new term, will need to
acknowledge partial or no education award prior to enrollment

* Program View:

|H

- After clicking “enrol
program staff will see this
note for members who

Welcome Alyson

Please note:

need to perform this
acknowledgment

- Additionally, Member
Enrollment Status will

I An email notification was sent to member applicant to acknowledge partial award.

Pending Pending Invitations Pending Status Change
Applications Enrollments Requests

Pending Exits

Click here for help.
Results 1 Through 1
Your search returned 1 results.

Date Request

Program
K ] L3
Year (il Submitted Type

Mame ~ Program

indicate pending partial
award acknowledgement.
THE MEMBER ENROLLMENT
IS NOT COMPLETE

AmeriCorps State and National Symposium
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Partial Award Acknowledgement
 Member View

When the program attempts to enroll the member, an email will be sent
to the member that looks similar to this:

From: myamericorps@americorps.gov <myamericorps@americorps.gov>
Sent: Monday, April 22, 2019 11:23 AM

To:

Subject: Segal AmeriCorps Partial Education Award Acceptance Notice

***PLEASE DO NOT REPLY TO THIS MESSAGE***

peor

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

You have already received the value of 1.17 education awards. By law, the maximum value of education awards that you may receive is the value of two full-time awards
(2.0). Based upon the value of education awards you have already received, upon successful completion of this term of service you will be eligible to receive a partial
education award with a value of 0.83, award which is equal to $4933.33.

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
AmeriCorps website. Log into your account and click on the "Enrollment Form" link on the left hand side.

http://uatmy.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://edscnes—tst.custhelp.com/app/ask mac or
contact the help desk at 1-800-942-2677.

Corporation for
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Partial Award Acknowledgement

|:| | Accapd, | wish 1o enrcllin & term of senace, and understand tha

’
At the end Of the member S ﬁnﬁﬂmﬂﬂmmmmnullﬁi:m | will rescative & partiad
Partizl Award Acknowledgment e
enrO”ment form’ the ety ey st D | Docline, | do MOT wish & sneall in 3 feem af ssrviee, and
H F.] i efiil ¢ ficin o ! W
member will be asked to s I ok R 1, s

check if they accept or
. . . | understand that & knowing and willful false staisment on (he form can be punished By one of more af the following: a
d eCI ine a pa rtia I ed ucation fine af Imprizonment of both under Sacion 1001 of Title 18, U.5.C., exclusion from participation in lederal programs,

and foreiture of benefis | may recene 35 a result of my enmoliment or other aclions awthareed by e Livil Fraud

awa rd Remedes Az 31 US.C. 3801-35132

| cancel || save Information

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

. - . Member
= 3 1060 M3 T - Lrae FRegquast = i L
MNamea ™ Frogram F Ty ’ Role ) r ___:_-I ’ Enrollment #

fear Submitted =
Status

S P Partial Award
ﬂ 20 4/22/20 ritation D ?
2018 04/22/2012  invitation Aikiidadged elete

Theprogram can then return to the member enrollment form and take the “enrol
action. ONLY THEN IS THE MEMBER ENROLLMENT COMPLETE.

¥ button in eGrants to
‘ cancel || save information ‘l enroll member JI‘_> enroll the member

III

Click the “Enroll”

x

39




What To Do if the “Enroll” Button Isn’t Active

2

cancel save information enroll member — S"

1) Check the member’s SSN and citizenship verification status
o Both statuses must be “Verified” or “Manually Verified”
o Verification dates must be on or before the entered start date

2) Check the NSCHC certifications

o Both boxes must be checked
o Certification dates must be on or before the entered start date

3) Check the entered start date
o Must be no later than today’s date
o Must be no earlier than 8 calendar days prior to today’s date
o Must be no earlier than the SSN/citizenship verification dates
o Must be no earlier than the NSCHC certification dates

4) If all of the steps above are complete and you still cannot enroll
the member, contact the National Service Hotline

O RICo, Corporation for

A% NATIONALKY
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Troubleshooting Enroliment Error Messages

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
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 details of the error message will provide specific guidance:

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

F'atr'l'ci-has already served four terms with State & National and mav not serve aqain.

Diana Elastname does not hawve 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.,

Delen- has dedined the partial award, so they cannot be enrclled.

Viola Jlastname already has an active enrollment in this program for this year.

RICo, Corporation for

E%  NATIONALSY
‘ | COMMUNITY
SERVICE =T
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Resources

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

o Slides and recording of enrollment presentations

o Enroliment Flow Chart

o Enroliment policy documents

CNCS National Service Hotline
o 1-800-942-2677
o https://questions.nationalservice.gov

Criminal History Check Resources
Member Service Opportunity Listing Resources
SSN and citizenship Verification Report

AmeriCorps State and National Symposium
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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
https://www.nationalservice.gov/resources/americorps/member-assignment-listings

Manage AmeriCorps State and National Grants-
“Member Enroliment”

B < [ Manage AmeriCorps St: X | 4+ v

€ > 0 @

& Grants & Funding

Funding & Resources
Manage Funds

Learning and Best Practices

FAQs

AmeriCorps State and National Symposium
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Resources for AmeriCorps State and National Grantees

RULES, REGULATIONS, AND PROVISIONS

FINANCIAL MANAGEMENT AND GRANT ADMINISTRATION

NATIONAL SERVICE CRIMINAL HISTORY CHECKS

+ +  + o+

EGRANTS

GRANTEE PROGRESS REPORTS

+

MEMBER ENROLLMENT —

All programs are encouraged te begin the member enrollment process fer AmeriCorps members as soon as possible after grant notification. This includes taking preactive steps te plan for member recruitment, citizenship
verification, and National Service Criminal History Check processes well in advance of your expected member start dates.

Member Enrollment Policy

- ASN Enrollment and Enrollment Date Change Policy (PDF)

Training Materials For the Member Enrollment Process

- Member Enrollment Flow Chart (PDF)

+ Member Enrollment Presentation (PDF)

+ Recorded Webinar on the Member Enrollment Process (recorded April 30, 201g)

- Recorded Webinar on the Member Group Enrollment Process (recorded June 12, 2019)
- Member Group Enrellment Presentation (PDF)

Archived Policy Documents Related to Member Enrollment
+ May 30. 2018 Policy Memo

- May 30. 2018 FAQs
- August 17, 2018 Additional Guidance for AmeriCorps State and National Grantees

Identity and Citizenship Verification Process

To serve in an approved AmeriCorps position. an individual must be a citizen. national. or lawful permanent alien of the United States (42 U.S.C. 12602(al(3)). CNCS provides an automated system through which an individual's
infermation can be verified by the Social Security Administration. AmeriCorps members cannot be enrolled until their citizenship status and Social Security Number validity has been verified.

Corporation for
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National Service Hotline

orps State ¢ Ask a Question to WebForn i Ask a Question to Webl X | j=E
https://questions.nationalservice.gov/app/ask_mac ~
B https//q gov/ap| ]
Corporation for
NATIONAL& ) . ) Contact Us: 1-800-942-2677
COMMUNITY National Service Hotline Live Chat
SERVICEESSXZ _—
Answers Ask a Question to WebForm About Provide Feedback
Submit a question to our support team. Announcements

Dec 18, 2018 is the close for all
DO NOT SUBMIT QUESTIONS FOR THE FOLLOWING ISSUES. For security reasons, instead please call the education awardfinterest

National Service Hotline, 1-800-942-2677, to have these issues addressed: payments. Payments to resume on
1/1319.
= Password Reset
. Accquntl Balances Hours of Operations:
= Application Status
= Check Trace Requests 9:00 am. to 7:00 p.m. EST, Monday
= Payment Status through Friday, during the months of
= Voucher Requests January, May, June, July, August,
= Updates to your account and September.
For the months of February, March,
Top 5 Answers April, October, November and

December, normal hours of
operations are:

What is FEMA Corps? o

Monday through Thursday: 9:00 a.m.

?
How does the AmeriCorps Education Award process work? to 7-00 p.m. EST. Friday: Closed

How are applications submitted and what are the requirements?

The hotline is closed on all federal
How do | process a Segal AmeriCorps Education Award payment request? holidays.

How do | submit a paper application? The National Service Hotline can
provide answers for:

General inquiries:

General Question | eGrants Question | My AmeriCorps Question = About the Corporation for
National & Community Service

Corporation for
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Criminal History Check Resources

<3 [ Manage AmeriCorps Statez | [.f Criminal History Check X | 4+ =
| I

é —>’ O ﬁh G www.nationalservice.gov. - ‘A’ ‘f.\E ﬂ\,

i @ @ AMERICORPS SENIOR CORPS SERVE YOUR COMMUNITY QUR IMPACT GRANTS & FUNDING

k / Criminal History Ch

CRIMINAL HISTORY CHECK RESOURCES

= Resources Under the National and Community Service Act of 1990, as amended by the Serve America Act (SAA), all grantees must conduct National Service Criminal History checks on participants and program
employees in AmeriCorps, Foster Grandparent. Senior Companion, MLK, g/11, Volunteer Generation Fund. Social Innovation Fund and any other programs funded by the Corporation under National
AmenCarps Service laws

Criminal History Check
Disability Inclusion All employees, participants. and others who receive a salary. national service education award, living allowance. or stipend under Corporation grants. even if the activities don't involve service with vulnerable pepulations, must conduct the checks
Disaster Services prior to beginning employment or service. RSVP and VISTA grantees are required to conduct criminal histery checks on all employees who receive part or all of their salary from the respective program grant

sast vices
Evaluation Resources & Training The statutery requirement at 42 US.C § 126459 is supplemented by regulatery requirements at 45 CFR §2540 200 through §2540.207 (updated in 2012) as well as the terms and conditions of our grants. A grantee or subgrantee’s inability to
vall S S & Tral
demonstrate that you conducted any aspect of the required criminal history checks will likely result in cost disallowance

Education
Visit the Related Resources page for information on screening and prevention
Segal AmeriCorps Education Award

Financial and Grants Management
Healthy Futures National Service Criminal History Check (NSCHC) Introductory Information and Guidance for Different Checks
Online Courses

Performance Measurement

= orne REQUIRED ANNUAL ONLINE POLICIES, PROCEDURES, AND
Senior Corps TRAINING TRAINING FEDERAL REGULATIONS GUIDANCE

Grant Terms & Conditions and @ @

Certifications & Assurances @ @

Uniform Guidance

Veterans & Military Families

Building Effective Data Collection 2018 EXEMPTION PERIOD ”Sgﬁf.rlésgg g‘%ﬁ’.?ggrEgND NSCHC US.‘;T;%;:ICE;I{EPRI NT AND
Plans (presented on October 12, 2017)
Member Enrollment Resources @ ® ®

Corporation for
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Member Service Opportunity Listing
Resources

www.nationalservice.gov jf( ‘;AE & @
Serve v \
CORPS SENIOR CORPS SERVE YOUR COMMUNITY OUR IMPACT GRANTS & FUNDING

MEMBER ASSIGNMENT LISTINGS

Service Opportunity Listings are part of the eGrants recruitment platform that allow for grantees to promote their program and announce open AmeriCorps member positions. The
resources provided assist grantees and programs in creating effective and compliant service opportunity listings for the My AmeriCorps Portal:

Creating a Service Opportunity Listing - This PowerPoint demonstrates how to navigate eGrants in creating or modifying service opportunity listings using step-by-step screenshots.
Additionally, it previews what information must be included in a listing.

PowerPoint/PDF

Requirements for Service Opportunity Listings - This resource provides information about listing criteria, highlights common unallowable items, and shares general tips and tricks
that will result in a speedier approval.

PDF

Service Opportunity Listing Template - This handy outline assists programs in drafting their listing before submitting it to CNCS, as eGrants does not allow individuals to save their
work throughout the input process.

Word/PDF

Corporation for
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Questions?
Review!
User Tips?!

Our Mission is to improve lives, strengthen communities,
and foster civic engagement through service and
volunteering.

AmeriCorps State and National Symposium SR NETONALSY
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SEPTEMBER 18—20, 2019 | ARLINGTON, VA

*



Group
Member
Enroliment
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Group Member Enroliment

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

 This information is supplementary to the main Member
Enroliment presentation, which is on previous slides and
posted here:
https://www.nationalservice.gov/resources/member-
enroliment-resources. Please review the main Member
Enroliment presentation prior to taking this training.

* |[f 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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https://www.nationalservice.gov/resources/member-enrollment-resources

Group Enrollment Outline

* Overview

* Requirements

« Comparison with individual enrollment
« Steps

* Troubleshooting

* Resources

* Questions, Review, Tips

AmeriCorps State and National Symposium SR NETONALSY
EAJ COMMUNITY 50
W@ SERVICEIESZ

SEPTEMBER 18—20, 2019 | ARLINGTON, VA

*




Enrolilment Process Flow Chart

Essential prior to enroliment:

d Key
= - Setup operating sites/service . =CNCS
lecations in eGrants
3
. S - SubmitSenice Opporunity - ~ Prozram
) L t d t h M -l': Listing in hMyAmeriCorps Seaff
ocCated on tnhe lvianagin &
=Member
AmeriCorps Grants and Member A= g
p Apply via Apply outside A =Sedzl
MyAmeriCarps MyAmeriComs Security
Enrollment Resources webpages
Required NSCHCs: NSOPW check CatilEiiss
[oY] =nd initistion of State and FBI checks far eligibility and
criminal history
Q
3 - n
/ ‘ ;i _g Select member i
{ y B TE = ) ; Send imvitation
MANAGE"AMERICORPS STATE AND Q appai wappcanva
| MyAmeriCarps MyfAmeriCorps
&y G
. NATIONABGRANTS p—
emat‘l; ':°":|::E . Note: Members who previously served in AmeriCorps
fmember po o must ensure that they are exited from their previous
©  AmeiComs / AmerCorpsPrograms ~ AmeriCorps Stateand National © Manage AmeriCorps State and National Grants G Loz fai program in MyAmeriCorps
SSNand
i Citizenshi
Grants & Resources for AmeriCorps State and National Grantees :r.::—,lp
Fuﬂd i N Request secure
- o / \ link and submit
Q I verified tinotverified , SN 3
_ . . 12 auromatically: automatically: program ;
Funding & Rules, Regulations, and Provisions v _g l o
Resources o M‘“‘ﬂ"{mf A
. o o o Update gather/submit
Financial Management and Grant Administration v e "y
Manage Funds Form with
: B L. . “Verified”
National Service Criminal History Checks AY4 status
Learning and
Best Practices eGrants A4 - Confirm that 58N/ Citizenship are in “Verified” or "Wanually Verified” status
- Check NSCHC boxes certifying the completion of NSOPW check and initiation of State
and FBI checks
FAQs Grantee Progress Reports AV
- Enter member placement info on Enrollment Form induding: Start Date, Program Year,
Program Tithe {operating site name}, Service Location, Slot Type
I Member Enrollment I PaS

AmeriCorps State and National Symposium

Qlick the “Enrall"

.
button in eGrants to i
3
o

enroll the member
SEPTEMBER 18—20, 2019 | ARLINGTON, VA



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

Phase Where Group Enrollment Option is Now
Active

|
|
's‘
N
2‘
2
N
e Staff
. a = Member
g s - @D Applicant
g | S
: = Social
Security
= Administration

Confirm that 55N/ Citizenship are in “Verified” or “Manually Verified” status

Check NSCHC baoes certifying the completion of NSOPW dhedk and initiation of State
and FBI checks

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

Oick the “Enrall*

button in eGrants to
enrall the member




Requirements for All Member
Enrollments (Individual and Group)

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 Enrollment Form
(including acknowledging a partial Education Award if applicable)

AmeriCorps State and National Symposium SR NETONALSY
A COMMUNITY
W@ SERVICEIESZ

SEPTEMBER 18—20, 2019 | ARLINGTON, VA
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Special Requirements for Group
Enroliment

* Members must be associated with the correct Program Year
and Program Title during the invitation process

Welcome Sarah Invite Members

Portal Home

Search Potential Applicants
Search Submitted Applications
Manage Members

B Invite Members
SSM & Citizenship Status
Manage Events
Manage Programs
Manage Service Locations
Manage Users
Fecruitment Workbaskst
SEMN Workbaskst
SEBMN Feports
WVISTA Workbasket
Sponsor Verification

WISTA Reports

Invite Member

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

another®™ to send another invitation after this one; otherwise, click "save invitation" to just send this one invitation.

Click here for help.

* First Name:

Middle Mame/Initial:

* Last Name:

* Social Security Number:

= Verify Social Security Number:
* Date of Birth:

* E-Mail Address:

|J{:hn |

| |

|Dne |
(999999999)
(999999999)
(mm/dd/yyyy)

johndoe@email.com |

* Program Year:

* Program Title:

2018

|YuuthBui|d Atlanta, GA AmenCorps*National - Atlanta, GA I

Service Location:

|5e|ect

[cance ] i anotver [ sove

*




Special Requirements for Group
Enrolilment (continued)

* 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 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

 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)

AmeriCorps State and National Symposium 6 RS

N SERVICEDRTLC

SEPTEM BER 18—20, 2019 | ARLINGTON, VA

y COMMUNITY




Group vs. Individual Enrollment
| GroupEnroliment | 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 enrollment form)

QERIC0 Corporation for
£ NATIONALSY
<3 COMMUNITY
W SERVICEES=EEC

AmeriCorps State and National Symposium
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Completin
Enrolimen

Steps are completed
individually for each
member:

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

Enter member placement info on
enrollment form including: Start

Date, Program Year, Program Title
(operating site name), Service
Location, Slot Type

Click the “Enroll”
button in eGrants to
enroll the member

Enrollment Form Fields: Individual
Process

55N, Citizenship, and Criminal History Verification
Before a member may be enrolled into the National Service Trust they must have: 1) their SSMN and Citizenship status
be in a Venhed or Manually Venhed status; 2) a completed National Sex Offender Public Website check (NSOPW .gov);
and, 3) the program initiated state of service and state of residence checks and FBI check, as appropriate, required for
this indmidual.

S5SM Status: Verified - 03/10/2015
Cibizenship Status: Venhied - 03/10/2019

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.
Alyson Augustin - 04/22 /2019
State of Residence, State I certify that I have initiated the state of service and state of residence checks and FBI
of Service, and FBI check check, as appropriate, required for this individual.

initiation: [ Alyson Augustin - 04/22/2019

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

A member's start date may not be earlier than any of the following: the date you recerve confirmation that the
member's 35N is correct, the date yvou receive confirmation of a member's citizenship eligibility, the certification date
for completion of the NSOPW, the certification date for the state of servicefresidence and/or FBI check initiation. In
addition, you have five (5) days from the member's start date to certify the member's enrollment.

* Start Date: |04/22/2019 E
* Program Year: |[2018

* Program Title: |Cit'g.r Year New Orleans AmenCorps*State - New Orleans, LA
Service Location: |G. W. Carver Preparatory Academy
=1 T E Full Time (1700) [5] w/ Living Allowance

= [+ I, AAUGUSTIN, certify this form as of 04/22/2019.

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 imprnisonment or both under Section 1001 of Title 18, U.5.C., exclusion from participation in federal

programs, and forfeiture of benefits I may receive as a result of my enrollment or other actions authorized by the Civil
Fraud Remedies Act, 31 U.5.C. 3801-3812.

cancel || save information || enroll member ||

OMB Number 3045-0054 ™




Completing Enrollment Form Fields:
Group Enrollment Process

Program Year: 2019

program code: [N

Program Title: |Sub Project State CR317 AmeriCorps*State - Washington, DC ﬂ
Slot Type: [v]

Steps are completed
on a single screen for
groups of up to 20
members at a time:

Click here for help.
1] 2| Next Last
Your search returned 23 results.

Results 1 through 20

State
. NSOPW and
Bame Check FBI
Check

Select

Service Location Start Date

Enroll

Members will not appear on

Il 0 [ |select ﬂ G|

1: this page until = s e o= ~] -
SSN/Citizenship is verified: O O 0O [eee ~ &

O O O |select [v] E

Confirm that SSN/Citizenship O O O [sefec [v] iG]

are in “Verified” or “Manually O O O [selec [v] i)
Verified” status O 0O O [seleat [v] O

J [0 [ |select [v] G|

O O 0O |[select [v] &=

| O O |select [v] G|

O O O [selec v )

O O O [selec v )

Check NSCHC boxes O O O [seec [v] )

3: certifying the completion of O O O [selet [~ 11
NSOPW check and initiation O 0O 0O [selec [v] i)

of State and FBI checks O 0O O [selec [v] 3

J O [ |select [v] |

J O [ |select [v] |

| 0 O |select [v] |

O O O |[select [v] )

save information enroll

. certify this form as of 06/06/2019

Enter member placement
info on enrollment form
including: Start Date,
Program Year, Program
Title (operating site
name), Service Location,
Slot Type

Click the “Enroll”
button in eGrants to
enroll the member

*



Group Enroliment Step 1

Step 1: In the S&N Workbasket in the MyAmeriCorps Portal, click on the
“Group Enrollments” tab

Welcome Joan

Search Potential Applicants Pending Pending Pending Group Status Change Pending Exits
Search Submisted Apslications Applications Invitations Enroliments Enrollments Regussts

Manage Members

Invwite Members Program Year:

SEM & Citizenship Status Program Code:

Manage Programs Program Title: |5e|ect El
Manage Service Locations Slot Type: [El

Manage Users Click here for help.

M tch
Recruitment Workbasket o mEREnEs

B 58N Workbasket
S&MN Reports

Your search returned 0 results.

Namea=* MNSOPW Chack State and FBI Check Select to Enroll Service Location Start Date

AmeriCorps State and National Symposium

SEPTEMBER 18—20, 2019 | ARLINGTON, VA

. orporation for
& NATIONALSY

COMMU
SERVICEISEZ
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Group Enroliment Step 2

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 Enroliment 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 Workbasket
Search Potential Applicants Pending Pending Pending Group Status Change Pending Exits
_ R Applications Invitations Enrollments Enrollments Fequests
Search Submitted Applications

Invite Members Program Year: 2019
55N & Citizenship Status H
Manage Programs Program Title: [Sub Project State CR217 AmeriCorps*State - Washington, DC ITII
Manage Service Locations Slot Type:
Manage Users Click here for help.
[ Results 1 through 20 1| 2| Hext Last
o Your search returmed 23 results.
SEMN Worl a _
NSCBW i Select
S&N Reports Name™ EﬁE-:k :EI E:_ I Service Location Start Date
Check =M

Beatrice Sam Alastname [ ] O | Salect
evica I O O O [select

Tommy J Blastname | | ] Select

60

[<] [<] [<]
N

*




Group Enroliment Step 3

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 Workbasket
Seanch Potential Applicants Pending Pending Pending Group Status Change Pending Exits
_ Applications Invitations Enrollments Enrollments Reguests
Se bmit Appli
Mzanzge Memb
Invite Members Program Year: 2019
55N & Citizenship Status Program Code: _
Manage Programs Program Title: |Sub Project State CR2317 AmeriCorps*State - Washington, DC
Manage Service Locations Slot Type: I Full Time (1700) [3%8] w/ Living Allowance I
Manage Users here for help.
) Results 1 through 20 1| 2| Hext Last
Recruitment Workbasket
Your search returned 23 results.
B S&N Workbasket State
.. NSOPW and  Celect
SBN Reports Name~™ Chedk  FBI 'IcEc_ I Service Location Start Date
Checlk ="
Beatrice Sam Alastname [ ] N | Select :I
o O O O [seo ™
61
Tommy 1 Blastname N N | Select j

*




Group Enroliment Step 4

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:

o The NSOPW check must be completed and the State/FBI checks must be
initiated prior to checking these boxes

o The member start date must be on or after the date the boxes were checked

Welcome Joan Workbasket
Seanch Potential Applicants Pending Pending Pending Group Status Change Pending Exits
Applications Invitations Enrollments Enrollments Reguests
Se Submit Appli

Invite Members Program Year: 2019
55N & Citizenship Status Program Code: _
Manzge Programs Program Title: |Sub Project State CR217 AmeriCorps*State - Washington, DC
Manage Service Locations Slot Type: |Full Time [1700) [338] w/ Living Allowance
Mznage Users Ex frere Tor nelp.
) Results 1 through 20 12| Hext Last
Recruitment Workbasket
Your search returned 23 results.
B SN Workbasket _
NSOPW ond Select
S&N Reports Name~™ EﬁE-:k :EI tl:_ Service Location Start Date
| E roll

Beatrice Sam Alastnamd] [ [+ | Select

cric- NN O 0| O [seee

Tommy J Blastname [+ [+ | Select

62

[<] [<] [<]
I

*




Group Enroliment Step 5

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 Workbasket

Search Potential Applicants Pending Pending Pending Batch Status Change Pending Exits
o Applications Invitations Enrollments Enrollments Reguests
Search Submitted Applications
Mznzge Members
Invite Members Program Year: 2019
e . Group
SSN 8 Citizenship Status Program Code: NN Enrollments
Manage Programs Program Title: [Sub Project State CR217 AmeriCorps*State - Washington, DC
Manzage Service Locations Slot Type: |Fu|| Time (1700) [398] w/ Living Allowance v‘l

Manage Users
Recruitment Workbasket Results 1 through 20
B seN workbasket

SEN Reports Name~™

State
MSOPW and ?E'E'-“
Check FBI 2

Chack Enroll

Beatrice Sam Alastname E E |:|

e O

Tommy J Blastname [+

O O
M O

Service Location

Service Location CR. 317 - 1

Click here for help.
1] 2| Hext Last
Your search returned 22 results.

Start Date

AmeriCorps State and National Symposium

SEPTEMBER 18—20, 2019 | ARLINGTON, VA

[Select W |—| E
| Service Location CR 217 - 2 v i
Corporation for
& NATIONALSY
} COMMUNITY
SERVICEISSEZE
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Group Enroliment Step 6

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 Workbasket
Search Potential Applicants Panding Pending Pending Group Status Change Pending Exits
_ Applications Invitations Enrollments Enrollments Reguests

Se bmit Appli

Mzn demb

Invite Members Program Year: 2019

SEN & Citizenship Status Program Code: _

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

Manzage Service Locations Slot Type: |Full Time (1700) [328] w/ Living Allowance

Manage Users Cr nere ror nelp.
Results 1 through 20 1|2 | Next Last

Recruitment Workbasket
Your search returned 22 results.
SEMN Workbaskest State < i
NSOPW and S

SEN Reports Mame™ Chedc  [FBI to Service Location Start Date
Check Enrall
Beatrice Sam Alastname E E |:| Service Location CR 317 -1 E 0&/07/2019 E
Erica _ | O O Salect [ ] -_'-I
Tommy 1 Blastname @ E |:| Service Location CR 317 - 2 E 0&f01/2019 EI I I
(I

*




Group Enroliment Step 7

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

——

Search Potential Applicants Pending Pending Pending Batch Status Change Pending Exits
Applications Invitations Enrollmenits Enrcllments Reguests

Search Submitted Applications

Mznage Members

Invite Members Program Year: 2013
Group
S5M & Citizenship Status Program Code: 13ACHKYOO010001 Enroliments
Manage Programs Program Title: |[Sub Project State CRZ17 AmeriCorps*State - Washington, DC
Manage Service Locations Slot Type: |Fu|| Time {1700) [398] w/ Living Allowance |i|
Manage Users Click here for help,

Results 1 through _ 1) 2| Hext Last

Your search returmed 22 resulks.

Recruitment Workbasket
B s&nN workbasket Srate _
MNSOPW and

SEN Reports Mames= Chedkc | FBI to Service Location Start Date
Check Enroll
P—
Beatrice Sam Alastname E E E |Ser\.-"|ce Location CR 317 - 1 |DE.,|’D?,-’2|:|15- |E
i O O |O) (s =
Tommy 1 Blastname E E E |Serv'|ce Location CR 317 - 2 0&/01/2019 E
—
AmeriCorps State and National Symposium e KATIONALS
;I COMMUNITY
SERVICEESSE

SEPTEMBER 18—20, 2019 | ARLINGTON, VA
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Group Enroliment Step 8

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

Search Potential Applicants

Search Submitted Applications

Mznage Members

Invite Members

S5M & Citizenship Status

Manage Programs

Manage Service Locations

Manage Users

Recruitment Workbasket
B san Workbacke:

SEN Reports

Pending Pending Pending Group Status Change Pending Exits
Applications Invitations Enrollments Enrollments Feguests
Program Year: 2019
Program Code: _
Program Title: |Su|:- Project State CR217 AmeriCorps*State - Washington, DC
Slot Type: |Fu|| Time {1700) [3598] w/ Living Allowance |i|

Results 1 through 20

Mame™

Beatrice Sam Alastname E E E

State

Click here for help,
12| Mext Last
Your search returmed 232 results.

Select
gﬁiﬂ” :E? to Service Location Start Date
Check Enroll
[Service Location CR 317 - 1 [o6/07/2019 |[H

eica [ OO0 O O [selec
M M M [service Location CR 317 - 2 06/01/2019 |9

Tommy J Blastname

B

I + M 1, . it this form as of 06/07/2019 I

AmeriCorps State and National Symposium

SEPTEMBER 18—20, 2019 | ARLINGTON, VA

| save information || enrcll |
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Group Enrollment Step 9

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

e ——

Search Potential Applicants Pending Pending Pending Batch Status Change Pending Exits

o Applications = Enrollments Enrollments Regquests
Search Submitted Applications

Mzanage Members

Invite Members Program Year: 2019

S5M & Citizenship Status Program Code: 13ACHKYDO010001

Mznage Programs Program Title: |Su|:- Project State CR317 AmeriCorps*State - Washington, DC
Manage Service Locations Slot Type: |Fu|| Time {1700) [398] w/ Living Allowance |i|

Manage Users Click here for help.

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

Recruitment Workbasket

B s&N Workbasket

NSOPW and Selee
SEN Reports Mamea™ Chedc  FBI to Service Location Start Date
Check Enroll
Beatrice Sam Alastname IE E E |Serv'|ce Location CR. 317 - 1 |DE.;‘D?,-"2|:|]_5- |E
o O O O [ K
Tommy J Blastname E E E |Serv'|ce Location CR. 317 - 2 0&/01/201% E
+ M 1, IALEXANDER, certify this form as of 06/07/2019 save information || enroll |

*




Group Enroliment Step 10

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 Status Change Pending Exits

Invitations Enrollments Enrcllments Feguests

The following members have not been enrolled with the following reasons:
Tommy ] Blastname's Start Date cannct be prior to the NSOPW check date. Please correct the Start Date.
Tommy J Blastname's Start Date cannot be prior to the State of Rasidence, State of Service, and FBI check date.

Please correct the Start Date.

Recruitment Waorkbasker Program Year: 2019

@ SN Workbaskat program Code: [N
SEN Reports Program Title: |Sub Project State CR217 AmeriCorps*State - Washington, DC j
Slot Type: |Full Time {(1700) [397] w/ Living Allowance ﬂ

1 | 2 Mext Last

Your search returned 22 results.

Results 1 through 20

State

st
NSOPW and E o
Name~ C\:E}'«’ﬁ :E-f o Service Location Start Date
Chack Enroll

erica NN ] Ll O |select v ]
[w] [oe/01/2015

Tommy J Blastname E |:| Service Location CR. 317 - 2

*




Troubleshooting Enroliment Error Messages

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
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 details of the error message will provide specific guidance:

The following members have not been enrolled with the following reasons:
Patr ci-has already served four terms with State & National and mav not serve again.

Diana Elastname does not hawve 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.,
De er- has dedlined the partial award, so they cannot be enrclled.
Viola Jlastname already has an active enrollment in this program for this year.

O RICo, Corporation for
G  NATIONALKY
! ] COMMUNITY

SERVICEL=E
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Resources

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
o Slides and recording for this presentation

o Slides and recording for the main Member Enroliment presentation from April
2019

o Enrollment Flow Chart
o Enroliment policy documents

CNCS National Service Hotline
o 1-800-942-2677
o https://questions.nationalservice.gov

Criminal History Check Resources

O RICo, Corporation for

A% NATIONALEY

1) COMMUNITY -
w# SERVICEZL

AmeriCorps State and National Symposium
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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

Questions?
Review!
User Tips?!

Our Mission is to improve lives, strengthen
communities, and foster civic engagement
through service and volunteering.

AmeriCorps State and National Symposium SR NETONALSY
A COMMUNITY
W@ SERVICEIESZ

ssssssssss 8-20, 2019 | ARLINGTON, VA

*




	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Slide Number 42
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Slide Number 46
	Slide Number 47
	Slide Number 48
	Slide Number 49
	Slide Number 50
	Slide Number 51
	Slide Number 52
	Slide Number 53
	Slide Number 54
	Slide Number 55
	Slide Number 56
	Slide Number 57
	Slide Number 58
	Slide Number 59
	Slide Number 60
	Slide Number 61
	Slide Number 62
	Slide Number 63
	Slide Number 64
	Slide Number 65
	Slide Number 66
	Slide Number 67
	Slide Number 68
	Slide Number 69
	Slide Number 70
	Slide Number 71




Accessibility Report





		Filename: 

		Navigating the Member Enrollment Process.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



