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Agenda 

 Reporting:  turning “data” into “information” 
 Importance of inputting correct report criteria 
 Report output options and benefits 
 Review of Reports 
 Enrollment Approval Cycle Time 
 Exit Approval Cycle Time 
 Member Roster 
 Retention Rate 
 Slots Table 
 User Role 

 What’s next? 
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 Enrollment Rate 
 Member Download 
 Member Roster by 

Count 
 Service Location 
 Table Audit 
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Turning data into information 

 Reporting in My AmeriCorps provides  
 Timely up to date information 
 In formats that are easy to understand  
 Flexible for further analysis 

 Reports in My AmeriCorps delivers powerful 
information for 
 Making the most informed decisions 
 Monitoring program and/or grantee performance 
 Measuring and improving performance 
 Validating adherence to Corporation policy 
 Retrieving information for the purpose of verification and 

documentation  
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Inputting correct report criteria 

 Take time to carefully input your report criteria 
 Reports will run faster when providing more information 
 Reports will likely be more useful if key criteria is provided 
 Save a tree 

 “Most” reports will ask for  
 Report name 
 Program Code 
 Program Year 
 Report Format 
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Additional Report Inputs 

 A few reports will ask for additional input parameters such as the  
member, service location, and table audits. 

 Some inputs are mandatory, some optional 
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• The Table audit reports are the most complex 

eGrants Coaching Unit 



Report output options and benefits 
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 Options 
 PDF 
 Excel 
 HTML 
 CSV (Comma Separated Value) 

 Benefits 
 Professional published look 
 Option to “work with data” in a spreadsheet 
 Easy to publish to a web page or for viewing inside a browser 
 For use by a wide variety of third party programs 

 Naming the output file (Be sure to change from the default – which 
is the same for all reports) 

 Patience:  Reports take time to generate.  Don’t reload! 
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Reporting 
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Enrollment Approval Cycle Time 

 Answers the question:  Were all of my members' enrollments approved within 30 days 
of the start of service? 

 Displays the number of days between enrollment and activation (*please note that 
enrollment date, activation date, as well as all the days in between are counted). 

 Activation date is the approval date. 
 No summary. 
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Enrollment Rate 

 Answers the question:  What percentage of slots are filled in my program(s)?   
 This percent is called the average enrollment rate. 
 Includes summary. 
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Exit Approval Cycle Time 

 Answers the question:  How many days lapse between the actual completion date and 
the exit activation date? 

 This report provides both dates and counts for the days in between and is listed by 
program and individual member (*please note that the actual completion date, exit 
activation date, as well as all the days in between are counted). 

 Exit activation date is the approval date. 
 No summary. 
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Member Download Report 

 This report provides a comprehensive listing of member information including permanent and 
current address, phone, email, status, slot type, living allowance, hours, start and completion 
dates.  The member  status is not an indication of whether or not a member exited with or 
without an award.  Programs should see the member roster report for that information.  
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Member Roster Report 

 Do you need to see a member roster broken down by Award Status? 
 Did not earn an award 
 Earned an award 
 Earning an award 
 Education Award Under Review 

 Provides sub total for each category above. 
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Member Roster by Count Report 
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This report provides many useful counts related to awards, slots, and transfers. 
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Retention Rate Calculation 

 The retention rate is determined by the number of members “active“ plus “exited with an award”  
divided by the number of slots filled.  The report displays by program, though also includes totals 
for all programs, along with the average retention rate. 
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Service Location Report 

 This reports totals MSY and total members for each service location.  Also includes basic service 
location information, along with operating site information. 
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Slot Table Report 

Need to know all your slot and MSY counts ?   
Awarded, Filled, Refilled, Serving in Third Term, Available Slots, Available Refill . 
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User Role Report 
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 Need to see what roles a specific user has in a program?  
 Reports specific user role 
 Includes all service locations 
 Listed by program year 
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Table Audit Reports 
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 Used on an as-needed basis. 
 Reports data changes in the database for various activities. 
 Use when there is a dispute, concern, or question about changes in portions of the 

database. 
 Provides historical review of key activities. 
 Requires from and to dates. 
 Addendum will be provided. 
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Table Audit Reports 
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 Grantee Permissions to Programs and Operating Sites 
 Grantee Permission to Service Locations 
 Slot Enrollment by Program Service Period 
 General Member Information 
 Member address 
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 Detailed Member Assignment 
Information 

 Changes in Member 
Assignment 

 Member Service Term 
Information 

 Program Service Period 
Information 

 Program Address Information 
 Budgets Per Program Service 

Period 
 Member Enrollment in the Trust 



What’s Next? 
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 The Resource Center 
o www.nationalserviceresources.org/ac-training-support 
o Includes other tutorials 
o Live training and registration schedule 

 The eGrants Coaching Unit 
o 1-888-333-8272 
o egrantstta@jbsinternational.com 
o Training/Technical Assistance 

 The eGrants Help Desk 
o 1-888-677-7849 
o Technical Assistance 
o User name/Password reset assistance 
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