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Housekeeping

Phones muted during the
session

Ask questions by sending a
Chat message to �“All
Panelists�”

Use zoom selector on
bottom left toolbar to
magnify screen images
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Before We Start
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�•

 
This session�’s content is also available from the Resource Center

 in both a self paced tutorial and in a User Guide

�•

 
You must have an eGrants account to access the Portal

�•

 
You may wish to review the following tutorials:

�•

 
MyAmeriCorps Overview

�•

 
Create and Manage an eGrants Account

�•

 
This session will focus more on �“hows�”

 
than �“whys�”

�•

 
There are additional training and technical assistance materials

 available if you also manage AmeriCorps*State and/or

 AmeriCorps*National grants or members



Session Roadmap

Understanding the Systems

Understanding the Roles

Assigning Roles

Views and How tos:
Submitting an IST request for funding

Enrolling and searching for members and updating their information

Completing a travel profile

Printing out a Sponsor Verification Report

Processing Close of Service forms

Where to Go For Help
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eGrants and MyAmeriCorps
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eGrants MyAmeriCorps



What�’s Changed

The paper based Close of Service (COS) process is now
automated to allow members, supervisors, and State Office staff
to complete their parts of Future Plans Forms online.

The Training Request process for outside training events will be
automated, allowing VISTA sponsors to request funding approval
from the State Office through the Portal.

Sponsors will now directly enroll their members and/or
supervisors in CNCS training events within the Portal.

Sponsors will be notified via email to access the Portal to print
out a Sponsor Verification Report to fax to the State Office
every two weeks.
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eGrants and MyAmeriCorps User Roles (1)
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Grantee Administrator (eGrants and MyAmeriCorps)
Maintains an organization�’s eGrants account

Approves new users and assigns them eGrants and MyAmeriCorps roles

Can access and work in all other eGrants and MyAmeriCorps roles

Can invite, suspend, and transfer VISTA members

Grantee with or without Budget Access (eGrants only)
Respond to CNCS NOFAs

Create concept papers

File grant amendments and continuations/renewals

Prepare reports for the Corporation



eGrants and MyAmeriCorps User Roles (2)
7

9/9/20099/9/2009Education Northwest

Grantee Recruiter (MyAmeriCorps only)
Create/edit service opportunity listings

Search for and contact VISTA member candidates

Review and approve or reject VISTA candidate applications

VISTA Grantee Member Management (MyAmeriCorps only)
View/edit/create reports with member data (e.g., sponsor verification)

Enroll VISTA members and supervisors in training events (but not PSOs)

Prepare/edit V 81 and Future Plans Forms for members

Grantee Travel Profile (MyAmeriCorps only)
Access and complete a trainee registration profile for Supervisor Orientation



Assigning a User Role (1)
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Assigning a User Role (2)
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Click on My Account 
to open the account 
information page.

A shortcut to 
approving and 
assigning roles 
to new users 
may appear here.
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Assigning a User Role (3)
10

Click on Edit User 
Role/Permissions to 
assign user role(s).
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Assigning a User Role (4)
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Highlight the 
appropriate user 
role(s) and click 
submit. To add 
multiple roles, press 
and hold the “Crtl” 
key on your 
keyboard and click 
with your mouse.
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User accounts can 
be deactivated and 
hidden; click Show 
Inactive Roles to 
view or re-activate.



Assigning a User Role (5)
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User roles assigned.
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Getting to MyAmeriCorps from eGrants
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Click Portal 
Home link to 
access 
MyAmeriCorps.

9/9/2009Education Northwest



VISTA Workbasket (1)
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The VISTA Workbasket 
is your Portal home 
page.

The first tab displays 
all pending application 
submissions.
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VISTA Workbasket (2)
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The second tab 
displays all V-81 
transportation forms 
submitted by members 
serving on your 
project(s) that are 
pending your 
approval.
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VISTA Workbasket (3)
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The third tab displays 
all Future Plans Forms 
submitted by members 
serving on your 
project(s) who are 
reaching the end of 
their service terms.
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VISTA Workbasket (4)
17

The fourth tab displays 
IST events you have 
created.
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To create an In-Service 
Training request, click 
on the Create training 
request link to access 
the Training Request 
form.
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Creating an IST Request (1)
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Complete the form with 
basic information. You will 
also need to …
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Creating an IST Request (2)
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Searching for Training Events (1)

Search for ISTs or 
Supervisor Orientation 
using the tool provided.
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Click the name of an event 
to view its details and enroll 
attendees.
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Searching for Training Events (2)
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Search for ISTs or 
Supervisor Orientation 
using the tool provided.

Editing an IST Request (1)
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Click the name of an event 
to view its details and enroll 
attendees.
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Editing an IST Request (2)
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Find and click the name of 
your event to make 
changes.
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Editing an IST Request (3)
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Click Manage Members.

Search For and Edit Member Information (1)

Use the search tool to find 
member records.













Filling Out the Grantee Travel Profile (1)
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Click Trainee 
Profile link to 
access the form 
you need to 
complete.
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Grantee Travel Profile (2)
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Select options 
and click save.



Sponsor Verification Report (1)
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Click VISTA 
Reports to 
access the 
report form.



Sponsor Verification Report (2)
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Select VISTA 
Sponsor Verification 
Form from the drop- 
down menu. 

Enter the program 
code in the field 
shown. 

Select the report 
format and click 
submit.



Sponsor Verification Report (3)
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A dialog box will 
open. Select open to 
print the file.



Sponsor Verification Report (4)
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Make any 
corrections, then 
sign and fax the 
report to your State 
Office.



Close of Service/Future Plans
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From the Future 
Plans Forms tab, 
click on a member’s 
name that has a 
status of “Pending 
Sponsor Signature.” 
(Step 1)

Signing a Member�’s Future Plans Form (1)
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Review Part A of the 
form for information 
entered by the 
member. (Step 2)

Signing a Member�’s Future Plans Form (2)
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Review Part B – 
VISTA Performance 
Evaluation and 
provide the 
requested 
information.  (Steps 
3 through 5)

Click sign to certify 
and submit the 
report. (step 6)

Signing a Member�’s Future Plans Form (3)



Where to Go For Help
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The Resource Center
o www.nationalserviceresources.org/ac training support

o Includes other presentations, tutorials, and documents

o Live training session schedule and registration

The eGrants Help Desk
o 1 888 677 7849

o Technical Assistance

o User name/Password reset assistance

o Your State Office
o Assistance completing specific tasks and forms

o Guidance on grant requirements and compliance
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