
Day Two – Part I

July 14, 2020

www.ServeOhio.org |@ServeOhio
ServeOhio strengthens communities through 

AmeriCorps and volunteer engagement.

Practical Application of Terms 
& Conditions

http://www.serveohio.org/


Welcome Back!

• Review previous day’s material

• Any questions come up about all 3 Terms and Conditions?
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Agenda

• Recruitment/ Selection of 
AmeriCorps Members

• Member Enrollment – eGrants & 
OnCorps

• Member Management
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• We will cover A LOT in this 
session. But…
– The slides and recording will 

be posted on our website for 
you to review at any time ☺

• Your Program Officer is also 
a great resource! 

• Don’t hesitate to ask 
questions throughout the 
presentation! 
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Quick Reminder…



Recruitment

• Position Description 
– What are the qualifications/desired skills a member should possess? 
– Who is your ideal candidate/member?
– Do the members recruited reflect the people & community where they will 

be serving?

• Posting your position
– eGrants – all positions must be posted in eGrants (this is how members 

apply/you invite members to enroll)
– Social media, recruitment websites
– Attend recruitment fairs! 
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Recruitment/Selection

• Application
– Ensure application is differentiated from general employee application

– Uses AmeriCorps Member/AmeriCorps terms vs Employee language

• Interviewing Applicants 
– Behavioral Interviewing – resources from 2019 January Program Director 

Meeting on Website

– Continuity of questions – ask everyone the same questions

– Pre-Interview Considerations – you may run the NSOPW prior to interview 
using the NSOPW website to ensure applicants are eligible
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https://www.serve.ohio.gov/Americorps/AmeriCorps-Program-Director-Resources/Training
https://www.nsopw.gov/


Recruitment –
Get Connected!

(https://serveohio.galaxydigital.com/)  
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Recruitment – Get Connected

• Get Connected – Another recruitment tool at your disposal & 
it’s free! 

• Central location for all AmeriCorps & Volunteer opportunities 
to be posted across Ohio

• Your agency can use this site to recruit for other Volunteer 
opportunities as well
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Get Connected: AmeriCorps Member Position Checklist

1. Create Agency Profile
- If your organization is not likely to recruit volunteers for other volunteer 

opportunities, you can create an agency profile for your AmeriCorps Program.  
However, if your organization may post volunteer opportunities for the organization 
as a whole, you may want to create an agency profile for your entire organization, 
not your AmeriCorps Program.

- Once you submit your information, ServeOhio needs to approve your agency profile 
prior to posting your member position descriptions. 

https://serveohio.galaxydigital.com/agency/signup/
https://serveohio.galaxydigital.com/agency/signup/


Get Connected: AmeriCorps Member Position Checklist

2.  Post your AmeriCorps Member Position Descriptions
- Under the “opportunities” tab of your agency profile, you can click the “Add New 

Opportunity” button to create your opportunity. Make sure you select the “Ohio 
AmeriCorps Opportunities” Initiative to ensure your opportunity shows up on the 
AmeriCorps initiative page. Also, make sure the opportunity mentions AmeriCorps
clearly either in the title or in the opportunity description. 

- Opportunities do not need to be approved by ServeOhio. Once you have your 
agency profile, you can post opportunities for member positions, national days of 
service projects, or any other opportunity that requires registration.



Get Connected: AmeriCorps Member Position Checklist

3.   Keep your Postings Updated
- Make sure you keep the content updated if you have staff changes, site changes, etc. This is 

especially important for ongoing volunteer opportunities – it’s easy to forget about them!

4.   Recorded Get Connected AmeriCorps Technical Assistance Training
- Should you want further assistance with Get Connected, you can review the recorded 

Webinar from June 17, 2020
- https://www.youtube.com/watch?v=FfyCjQtIuuY

https://www.youtube.com/watch?v=FfyCjQtIuuY


Selection
• Once you select members and offer them the AmeriCorps position, paperwork 

time!
– Eligibility documents (must physically review each item and use NSCHC Checklist to 

document)
– NSCHC Consent form (need this before you complete FBI, State of Residence)
– Healthcare Enrollment forms
– Payroll Information
– And much, much more! 

• There are some programs that offer pre-service paperwork sessions to 
streamline the process and make enrollment a smoother process.  Members are 
not able to accrue service hours during this time.
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Selection – Review Eligibility Docs

• Review
– OSTC 3.8 – all Staff and 

AmeriCorps members 
must have this checklist 
on file.

– OSTC 4.1 – must 
document review of 
eligibility documents 
outlined in 2020 CNCS 
AmeriCorps T &C: 
Section II, G and 
Section IX, B

https://serve.ohio.gov/Portals/0/FINAL_OAST%26C_2020-2021.pdf
https://serve.ohio.gov/Portals/0/FINAL_OAST%26C_2020-2021.pdf
https://serve.ohio.gov/Portals/0/2020ACSNProgramSpecificTC.pdf


Questions
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Member Enrollment

• Section 4 of the Ohio AmeriCorps Supplementary Terms & 
Conditions discusses Member management – including 
enrollment!

– Remember your timelines:

– Enroll in eGrants first → OnCorps second

• eGrants enrollment → within 8 calendar days of start

• OnCorps enrollment → within 15 calendar days of start
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Member Enrollment
• Enrollment in eGrants must be initiated before the member begins 

service to verify the applicant’s eligibility 
– Social Security & Citizenship status and confirm NSCHC process has begun

• A member’s first day of service/orientation should be the same as 
their enrollment in eGrants and OnCorps
– A member should not accrue any service hours or “pre-service”/training 

hours, receive a stipend prior to their effective date in these systems.

• Member name must match in both eGrants and OnCorps systems 
(OSTC 4.5.1)
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Before you can enroll…

• Set up service locations in eGrants (discussed on Day 1-PT III)

• Submit service opportunity listing(s) in MyAmeriCorps→ up next! 

• You’ll need your 14-digit grant ID number from your Notice of Grant Award
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Grant ID Number

• The Grant ID is not available to ServeOhio until the Notice of 
Grant Award (NOGA) is provided by CNCS.  

• In some cases the NOGA may not be awarded to ServeOhio 
until the date before your grant start date.  (See OSTC 1.11 
regarding member start dates to allow for this).

• According to CNCS programs need to have a grant award with 
available slots to invite a member
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Creating a Service Opportunity Listing
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After logging in to 
eGrants, click the 
Recruitment 
Workbasket on 
the left-hand side.

Select the Service 
Opportunities tab 
and then Create 
Opportunity 
Listing! 



Creating an Opportunity Listing

• Input the following required 
information, as indicated by a red 
asterisk*

• Optional Information:

– Listing availability (default yes, but can 
turn the post off after slots filled)

– Metropolitan areas

• Click Next

*Note: Information cannot be saved 
until final submission
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Creating an Opportunity Listing
• Input the following required 

information, as indicated by a red 
asterisk* or by CNCS Policy:
– Two-line description headline
– Program description
– Accepting Applications (Yes/No)
– Application deadlines
– Alternate Applications (Yes/No)
– Member Benefits

• Optional Information
– Alternate Application information (ie: 

additional application on website)

• Click Next
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Creating an Opportunity Listing
• Input the following required information, 

as indicated by a red asterisk* or by CNCS 
Policy:
– Minimum Age
– Maximum Age
– Member Activities
– Modification comment – if updating an 

existing listing
– Submitter name

• Optional Information
– Desired education level
– Member skills
– Language requirement
– Service areas
– Submitter contact information

• Click save to submit to CNCS!
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View Submission Status

• Service Opportunity Listing Status:
– Pending: awaiting to be viewed by 

CNCS
– Approved: viewd and approved by 

CNCS. Listing is now 
viewable/searchable

– Denied: viewed but not approved 
by CNCS.  Needs to be edited and 
resubmitted

• NOTE: every time a listing is 
edited, it is resubmitted with a 
new timestamp and posts are 
reviewed chronologically by CNCS 
staff.  You may simply view a 
posting and not edit it as well.
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Questions
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AmeriCorps Member Listing - Application
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Once your Opportunity Listing is 

approved and posted, prospective 

applicants can search/apply to your 

opportunity at My.AmeriCorps.gov 

If a prospective member searches 

for your program and applies to 

serve through the MyAmeriCorps

portal, they will automatically 

create a member account in the 

system.

https://my.americorps.gov/mp/login.do


MyAmeriCorps Member Application
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From the Portal Home menu, 

select Recruitment 

Workbasket to view Pending 

Application Submissions and 

Service Opportunity Listings. 

Selecting Applicants through the 

Recruitment Workbasket is one 

way to enroll members.



Inviting a Member

www.ServeOhio.org |@ServeOhio
ServeOhio strengthens communities through AmeriCorps and 

volunteer engagement.

Enter the member’s personal 

information. It is critical that this 

information is entered correctly and 

that the name entered matches the 

full name listed on the member’s 

social security card.  Any 

misinformation will cause a delay in 

the member enrollment process

*NOTE: middle names are not 

required. 

If a member is serving 

with another program 

immediately before your 

program the member 

must first be exited by the 

other program



Member Invitation: 
Important Things to 

Consider
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In order to be enrolled in the National Service Trust (eGrants), the 
prospective member’s Name, SSN, and Date-of-Birth must be 
consistent with Social Security Administration records. If these values 
differ from that held by the Social Security Administration, they will 
not be verified automatically, and they will be required to submit 
documentation for manual verification. 

At the time of inviting a member - if the government ID and social 
security card name differs, use the name as listed on the social 
security card.

The identification requirements for National Service Criminal History 
Check are separate from enrolling in the National Service Trust.



Member Invitation
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Copy of the email invitation that a 

member will receive, including the 

link to enroll

(it might look like spam/junk so have 

members lookout for an email from 

myamericorps@americorps.gov

The link in the email connects to 

the MyAmeriCorps Portal 

where the member’s identity will 

be verified. Please stress to 

members it is a secure site and 

that the information that they 

enter must be accurate with no 

errors. 

Hyphens, spaces, multiple middle 

or last names are examples of 

common errors between what is 

entered and what is on the 

government issued ID. 

*NOTE: middle names are not 

required.  If you use a middle 

name, be sure the member 

enters the same information.

The link will be broken if the 

program resends or deletes the 

invitation.

mailto:myamericorps@americorps.gov
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If members 
incorrectly list the 
4-digit postal code 
after the first 5-
digit code their 
enrollment may be 
held up.

You may want to 
give members a 
heads up they will 
have to select a 
sex from the 
dropdown.

Once the member 
clicks save 
information to 
submit the form 
the eligibility 
verification 
process is initiated.



Confirming SSN & Citizenship
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SSN & Citizenship Verification
• Once the member saves the information in the enrollment form, the 

citizenship eligibility verification process is initiated and the Portal submits 
the record to the Social Security Administration (SSA).

• SSA checks the member’s citizenship status and SSN validity

• Within 3 business days (sometimes sooner), the record indicates “Verified” 
or if not verified, “Returned” for both the SSN and Citizenship Status

• Both the SSN and citizenship status must be noted as “Verified” or 
“Manually Verified” in the Portal for the member to be enrolled



Manual Verification – SSN & Citizenship Status

• If a member is not automatically verified by SSA, the program (the 
person noted in eGrants as the grantee administrator) will receive 
an email notification that the member’s status is returned and 
indicate that additional documentation must be submitted
– Citizenship verification: see 45 CFR 2522.200(c) 

– SSN Verification: social security card and/or name change documentation 
(ex. Marriage certificate, court order, etc)

• The Program must request a Secure File Link from CNCS National 
Service Hotline and submit the necessary documents
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https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=97b5845d00e52793ee3904d481a2b13e&mc=true&r=PART&n=pt45.4.2522#se45.4.2522_1200


Requesting a Secure File Link

• Go to https://questions.nationalservice.gov to request helpdesk ticket(s) – reach out 
immediately with any problems.  We recommend requesting a helpdesk ticket via email (for 
every issue) and then following up immediately with a call or online chat and reference your 
ticket number – try to acquire documentation and keep record of any helpdesk interactions.

• Programs may need to follow up with the helpdesk daily as their member start date 
approaches – be sure to note with the helpdesk staff person that your program’s start date 
is approaching

• When requesting a secure file link try to anticipate the number of member files you will 
need to upload and ask for a link that will accommodate that number of member files

• Take a screenshot to document that the file upload is complete

• Be in communication with your AmeriCorps Program Officer during this entire process and 
especially if you encounter any challenges.
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https://questions.nationalservice.gov/


Requesting a Secure File Link
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Manual Verification – SSN & Citizenship Status

• If the submitted documentation is sufficient to verify eligibility, CNCS will 
update the record to “Manually Verified” within 3 business days.  Programs 
will not receive email notification of the change of status to “Verified” so 
you must check eGrants regularly for the updated status.

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

• Some members may require more than one round of manual verification 
and the entire process has taken as many as 2-3 weeks in extreme cases.
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Questions
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Completing the Enrollment Form
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Go to the S&N Workbasket 

to check on the status of 

AmeriCorps Invitations.
If a person appears in the 

“Pending Invitations” basket, 

they have not completed the 

enrollment form.  You should 

contact the member and ask 

them if they received the email.  

You can resend the invitation.



Completing the Enrollment Form
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Once a member has completed 

the emailed eGrants invitation, 

their name will appear in the 

“Pending Enrollments” 

basket.

From there, click on their name 

and complete the enrollment 

form.



Member 
Enrollment Form
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Completing the Enrollment Form – Verification Status

• Section IV. C of the 2020 AmeriCorps State Specific Terms & Conditions (pg.6)
• Enrollment of selected members: 

– Programs must enter applicants into the eGrants Portal prior to their first day of service 
and in sufficient time to ensure that the future member is citizenship eligible.  Program 
Staff must also certify that the future member’s required NSOPW was run, reviewed and 
approved as well as the FBI/State of Residence (as applicable) criminal history checks are 
initiated no later than the first day of service.

– Applicants will not be permitted to enroll in the program prior to those steps occurring.  
Enrollment must be completed no later than 8 calendar days from the member’s start 
date.
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https://serve.ohio.gov/Portals/0/2020ACSNProgramSpecificTC.pdf


Completing the Enrollment Form – Verification Status

• Programs cannot enroll a member until the member’s SSN & citizenship 
status is verified or manually verified

• The Portal will not allow programs to list a member’s start date earlier than 
the member’s verification dates.

• We encourage you to check the eGrants Portal multiple times a day when 
completing the enrollment process.
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Manually Verified Eligibility – Citizenship Records

• If a member’s eligibility must be manually verified, programs 
must retain copies of the eligibility documents submitted 
through secure file link in the member’s file.

• This can be found in Section IX. B of the 2020 AmeriCorps State 
Specific Terms & Conditions (pg. 21)
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https://serve.ohio.gov/Portals/0/2020ACSNProgramSpecificTC.pdf


Completing the Enrollment Form – Criminal History 
Check Verification

www.ServeOhio.org |@ServeOhio
ServeOhio strengthens communities through AmeriCorps and 

volunteer engagement.

• NSOPW completion and FBI check initiation must be certified by checking the 
relevant boxes on the enrollment form no later than the member’s start date

• We recommend checking the CHC enrollment form boxes as soon as the NSOPW is 
complete and the others are initiated – no later than 24 hours before the 
member’s start date

• Be sure to click save information after checking the CHC boxes
• There will be a timestamp listed after the CHC boxes have been checked and saved



Completing the Enrollment Form – final step! 
• After the first day of service/the member 

attends the first day of orientation…

• Enter the member placement 
information on the enrollment form 
including the start date, program year, 
program title (program name), service 
location and slot type (Full-time, Half-
time, etc.)

• Once all the information has been 
entered correctly, the enroll member
button will become active

• Programs have 8 calendar days (including 
the member’s first day of service) to click 
enroll member and finalize the 
enrollment processwww.ServeOhio.org |@ServeOhio



Caution: Enrolling a Member Who Previously 
Served with AmeriCorps

If a member has served 
one or more AmeriCorps 
terms, they will exceed 
the limit of the 
equivalent of two full-
time education awards 
and the member will 
need to acknowledge 
partial or no education 
award.
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• Ask the member to look out for the email and complete the acknowledgement 
ASAP

• If they fail to accept the acknowledgement it WILL DELAY their enrollment and 
may push back their start date.
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Sample Partial Education Award 
Acknowledgement Email!



Partial Education Award Acknowledgement
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What To Do If the Enroll Button Isn’t Active

If you are past the 8 
day (7 days after start 
date) window to 
enroll the enroll 
button will not be 
active.

•Both statuses must be 
“verified” or “manually 
verified”

•Verification dates must be on 
or before the entered start 
date

•Check the member’s 
SSN and citizenship 
verification status

•Check the criminal 
history check 
certifications

•Both boxes must 
be checked

•Certification dates 
must be on or 
(preferably) before 
the entered start 
date

•Check the entered 
start date

•If all of the previously 
mentioned steps are 
complete and you still 
cannot enroll the member, 
then contact your Program 
Officer and submit a ticket 
to the eGrants helpdesk. If 
commission contacts CNCS 
before end of 8 day
enrollment period it is more 
likely to be successfully 
resolved.



Questions
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OnCorps Enrollment – MUCH EASIER! 
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Go to the Manage 
Records tab and select 
Members →Members

Click Add New 
AmeriCorps member
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• You must complete all the 
information with a red 
asterisk*

• NOTE: Zip +4! 
• Any additional information is 

optional
• You must also indicate the 

member’s Status as Enrolled



Questions
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Orientation

• Team building

• Agency/program overview
– Visits from leadership & other 

staff

• Training calendar/events

• Important deadlines
– Payroll schedule

– Timesheet due dates

– Other reports
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• Review MSA & position 
description

• Benefits of service (OSTC 4.10)
– Living Allowance
– Health Insurance/Childcare
– Member Assistance 

Program/Agency EAP
– Professional Development
– Education Award! 

• Program Officer Visit – virtual 
this program year

https://serve.ohio.gov/Portals/0/FINAL_OAST%26C_2020-2021.pdf


Orientation – Program Officer Participation



Orientation

• Will your orientation be in-person or 
virtual?

• Will your orientation be multiple days?

– Take Breaks, or complete mini sessions 
over the span of a few days

– Provide engagement opportunities every 
8-10 minutes

• Polls, raise hand feature, quiz, games, etc.
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Team Meetings & Training Members

• Team meetings help members feel engaged during their service and it’s a great 
way to keep everyone posted about events, training and upcoming service 
opportunities

• Meeting Frequency?
– Weekly, biweekly, or monthly meetings?

• Host regular training opportunities for members
– Facilitated by AmeriCorps staff, Agency Staff, Outside Experts
– In person or Virtual Training

• Revisit orientation materials through out the year
– Prohibited Activities – election season
– Winter “slump” – good to review goals for the program, review member data and show 

them everything they have accomplished at the ½ way mark! 
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Questions
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Timesheets 
• OSTC 4.7

• Monitor timesheets to ensure completion and on target  
– This is an accurate count for members to know where they stand

– You ensure they are completing meaningful service & it is accurate

– OnCorps Year to Date Feature

• Communicate: Inform your Program Officer if Timesheets are late 
– Program Officers will conduct time sheet audits throughout the year to 

ensure members are on track, timesheets are consistently approved 
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https://serve.ohio.gov/Portals/0/FINAL_OAST%26C_2020-2021.pdf


OnCorps – Timesheet Setup
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Timesheet Setup
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• You may select whichever 
style fits your program; 
standard is the most popular

• There are three timesheet 
options

• Standard, Enhanced (time 
in/out), Enhanced (total 
hours)



OnCorps – Timesheet Setup

Note: Under the Help
tab there are resources 
and tutorials to help 
with timesheet set up
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Additional Resources!

• Creating a Service Opportunity Listing (PPT from CNCS)

• Requirements for Service Opportunity Listings (CNCS Website)

• ServeOhio Program Management Resources Page has member 
enrollment resources, templates, sample documents, training 
and more! 

• For National Service Criminal History Check resources, visit the 
CNCS Knowledge Network *Including the required NSCHC 
Training*
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https://www.nationalservice.gov/documents/2018/creating-service-opportunity-listing
https://www.nationalservice.gov/resources/americorps/member-assignment-listings
https://serve.ohio.gov/Americorps/AmeriCorps-Program-Director-Resources/Program-Management-Resources
https://www.nationalservice.gov/resources/criminal-history-check


Questions
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Next Session: 12:30pm! 
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