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eGrants
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 Log into eGrants and click on 
Portal Home to access the 
links you will see in this 
enrollment guide. 
 Once in Portal Home, you can 

view your program specific 
information by selecting 
Manage Programs and 
choosing the program year. 



Prior to Enrollment
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Service Opportunity Listings

 Programs are required to post 
all available member service 
opportunities in eGrants 
(which also will post them to 
My.AmeriCorps.gov).

 Creating a Service 
Opportunity Listing is a step-
by-step PowerPoint provided 
by AmeriCorps that outlines 
requirements and provides a 
template for programs. 
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Presenter Notes
Presentation Notes
Service Opportunity Listings will need to be approved by AmeriCorps before appearing on the My AmeriCorps website for recruitment purposes. If AmeriCorps determines revisions are needed to the listing, AmeriCorps will send an email to the contact listed in eGrants with details of the required revisions or edits. Approvals can take a day or two – or up to a week depending on needed revisions. If your program has elected to use the My AmeriCorps application, Service Opportunity listings must be approved before member applicants can apply to your program. 

https://my.americorps.gov/mp/login.do
https://americorps.gov/sites/default/files/document/2018_06_01_Creating_Service_Opportunity_Listing_PDF_ASN.pdf


Receiving Member Applications

Programs can set up service opportunity listings to allow member applicants to 
apply inside and/or outside of My AmeriCorps.
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Indicates whether or not 
member applicants can apply 
via My AmeriCorps.

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



Service Location Information

 Programs must set up 
service locations prior 
to member enrollment.

 Programs can set up 
service locations in 
eGrants, under Manage 
Programs. Then click 
create at the bottom 
right.
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Service Location Information 
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Enter required information about the 
service location. Make sure the 
active status is selected to allow 
members to be assigned to the 
service location. 

Click on save to keep 
the service location 
information.



Initiating Pre-Enrollment
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Member Enrollment Process Flowchart
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PHASE 1:
Initiating Pre-Enrollment

PHASE 2:
Verifying SSN & Citizenship Eligibility

PHASE 3:
Completing the My AmeriCorps Enrollment 
Form in eGrants

PHASE 4:
Finalizing Enrollment in eGrants



Phase 1:
Initiating Pre-Enrollment
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Accepting the Member Applicant
via My AmeriCorps Application in eGrants
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Click the relevant 
radio button to 
select the applicant.

Check the box 
to complete the 

certification.

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



Gather Applicant Information 

 In order to be enrolled in eGrants and the National Service Trust, programs need to 
gather information that is consistent with the Social Security Administration Records. 
This includes: 

• Applicant Name 
• Social Security Number 
• Date of Birth 

 Additional Recommendations for information gathering: 
• Citizen Verification Documents (e.g. birth certificate, passport, certificate of 

citizenship, green card, etc.) 
• Contact information (phone, email, address, etc.) 
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Inviting the Member Applicant
via eGrants

Enter applicant’s data and 
select the Program Year, 
Program Title, and Service 
Location from the drop-down 
lists. Important: make sure 
this information is entered 
correctly and matches the 
member’s ID and SSN card.

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.
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Presenter Notes
Presentation Notes
Let applicant know to look for the invitation (and check Bulk/Spam folder)In order to be enrolled in the National Service Trust, 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, we recommend you use the name as listed on the social security card.



Batch Member Invitations
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eGrants does also offer a Batch Invitation option for 
inviting more than one member at a time. You can find 
this option at the bottom of the Invite Member screen.



Member Applicant Receives Invitation 
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 The link in the email connects to My AmeriCorps 
where the applicant’s identity will be verified.

 Ensure applicants understand this is a secure site and 
the information entered must be accurate and 
reflect what is their current, legal name (this 
includes hyphens, spaces, multiple middle/last 
names, etc.).

 The link will be broken if the program resends or 
deletes the invitation in eGrants. 



Member Applicant Enrollment Form in 
My AmeriCorps

 The Enrollment Form must be completed 
by the member applicant.

 To facilitate successful enrollment, 
individuals who have previously served 
in AmeriCorps must ensure that they 
have been exited from their previous 
program by verifying with their previous 
supervisor or checking their Ed Award 
status in My AmeriCorps. 
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Presenter Notes
Presentation Notes




Member Applicant Enrollment Form in My 
AmeriCorps (Cont.)
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Member applicant clicks save information to 
submit the form. 

The member’s applicant profile will 
automatically move to the Pending 
Enrollments workbasket in eGrants.



Verifying SSN and Citizenship 
Eligibility
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Phase 2: 
Verifying SSN and Citizenship Eligibility
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SSN & Citizenship Verification Process
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 The My AmeriCorps portal submits the record to the Social Security Administration (SSA) as soon as the 

applicant completes and saves their section of the enrollment form.

 The Social Security Administration will then follow their process to verify the applicant's citizenship status and 

social security number (SSN). 

 eGrants will be updated with either Verified or Returned for both the SSN and citizenship status.

Example of a verified applicant
Example of an applicant who will have to be 

manually verified 



SSN & Citizenship Verification Process - Returning 
Members

AmeriCorps has instituted eligibility re-checks for all previously 
manually verified AmeriCorps Alumni that are re-enrolling in 
AmeriCorps State and National to ensure the agency, its programs, and 
its grantees, subgrantees, and sponsors are all in compliance. 
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Both the SSN and citizenship status must be noted as “Verified” or “Manually Verified” 
in eGrants before the individual can be enrolled. 

Presenter Notes
Presentation Notes
The eligibility to serve for VISTA is broader than it is for AmeriCorps State and National and National Civilian Community Corps’ eligibility to serve. Thus, allowing VISTA alums to be enrolled in ASN and/or NCCC on the basis of their previous manual verification without a recheck of their citizenship could result in ineligible applicants being enrolled in ASN and/or NCCC. Additionally, citizenship status can change in some of the eligible categories that get flagged for manual verification. ASN and NCCC alums that are re-enrolled in ASN and/or NCCC on the basis of their previous manual verification without a recheck of their citizenship status could result in ineligible applicants being enrolled. 



SSN & Citizenship Verification Status Types

Open Individual has been invited to participate in a program but has not yet 
created/updated and saved their My AmeriCorps Portal Profile.

Pending Individual’s name, SSN, and DOB have been sent to SSA for verification and are 
awaiting results.

Verified Individual’s SSN/citizenship eligibility has been automatically verified by SSA.

Returned Individual was not verified automatically by SSA; document submission is required to 
prove eligibility.

Manually Verified Individual’s SSN/citizenship eligibility has been verified by AmeriCorps, the agency,  
based on submitted documentation.

Cannot be Verified Individual has been proven not to be eligible with respect to SSN or citizenship.
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SSN & Citizenship Verification

 If not automatically verified by SSA, the program receives email 
notification to submit additional documentation.

• Citizenship verification: see 45 CFR 2522.200
• SSN verification: social security card, name change documentation 

(e.g. marriage certificate, court order, etc.)

 Documentation to manually verify SSN/citizenship may be submitted 
two ways:
1) Submitted directly by the program to AmeriCorps, the agency
2) Sent to your OneStar Program Officer
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https://www.ecfr.gov/cgi-bin/text-idx?SID=1cdddd4ad4d72234ffaa8e34d95c1ddd&mc=true&node=se45.4.2522_1200&rgn=div8


Program-Led Manual Verification 

 The program requests a Secure File 
Link from the AmeriCorps National 
Service Hotline and submits the 
necessary documents.
 Call 1-800-942-2677, live chat, or 

submit webform
 https://americorps.gov/contact

Best practices:
 Indicate that you are a State and 

National program enrolling current 
members and need a Secure File Link 
to submit SSN/citizenship verification 
documentation.
 If the program has multiple individual 

cases requiring SSN/citizenship 
verification at the same time, send 
these cases under a single ticket.
 Be sure to document communication 

with the helpdesk (ticket numbers, 
screenshots, etc.)
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https://americorps.gov/contact


OneStar-Led Manual Verification

Program will:
 Forward notification email  to 

OneStar Program Officer.
Upload required documentation 

to secure shared Dropbox folder. 
Do not send via email. 

OneStar Program Officer will:
 Submit documentation on 

program’s behalf.
Monitor progress and notify 

program staff throughout the 
process.
 Document interactions with the 

AmeriCorps helpdesk.
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Manual Verification Outcomes

If submitted documentation is 
sufficient to verify eligibility:

AmeriCorps staff should update the record to 
Manually Verified.

If additional documentation is 
not sufficient or is not legible:

The program will be notified. This will delay the 
manual verification process.

If NOT returned or updated 
within 5 business days:

Please contact OneStar Program Officer.
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For some individuals, the Social Security Number and citizenship manual verification 
process may take several days to a couple of weeks to complete. Programs should factor 

that into their planning for individual and cohort start dates.



Monitoring SSN/Citizenship Verifications

 Programs should receive an email notification once verification is 
successful. (In some cases, emails are not sent by eGrants.)
OneStar recommends running the SSN Verification report in eGrants 

regularly.
*Note: only users that have the Validation of Reports role assigned 

in eGrants will be able to access this report.
 Best Practice: Run the SSN Verification report for all members within the 

8-day enrollment window to ensure no one is still pending.
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Completing the Member 
Applicant Enrollment Form*
*For Group Enrollment, see slides 48-62.
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Phase 3:
Completing the Enrollment Form in eGrants
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Completing Enrollment Form Fields in eGrants

31

 If applicant is 18 or older, 
enter the NSCHC 
certification date, which 
can be on or after the 
date all NSCHC 
components were 
adjudicated. 

 Check the certification 
box.

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

 Confirm SSN/Citizenship are 
in Verified or Manually 
Verified status.

 Complete the placement 
information.

• Start date must be on 
or after
SSN/citizenship 
verification dates and 
at least one day after
NSCHC certification 
date.

Presenter Notes
Presentation Notes
All information can be entered ahead of time except the start date and slot type, if you save information and leave the enrollment page. When you return to complete the member applicant enrollment, you will need to re-enter the start date and slot type. Filling in the other information ahead of time may save you some time throughout the process. 



NSCHC Certification Date

 All NSCHC components, including the NSOPW, State Check(s), 
and FBI Fingerprint Check, must be completed/adjudicated at 
least the day before the start of service.

 If the member is under 18 years of age, the NSCHC 
Certification Date field should be left blank. 
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Finalizing Enrollment
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Phase 4:
Finalizing Enrollment (eGrants)
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Presenter Notes
Presentation Notes
Need updated flowchart



Calculating 8 Calendar Days

35


 then the LATEST allowable

Enrollment Date is
Monday, September 16th

If the Member Start Date is
Monday, September 9th

    




Enrollment Date in eGrants
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Please remember an individual 
is officially an AmeriCorps 
member on the start date 
recorded in eGrants. Prior to 
this start date, individuals 
should not accrue any service 
hours. 



Completing Member Applicant Placement Info

At the bottom of the enrollment form, enter:
 Start Date
 Program Year
 Program Title
 Service Location (if necessary, this can be 

changed after enrollment)
 Slot Type

All information on the form can be entered 
and saved ahead of time EXCEPT the Start 
Date and Slot Type, which cannot be saved 
prior to the date of enrollment.  Once all information has been entered correctly, the 

enroll member button will become active.

FOR MOST MEMBER APPLICANTS, THE ENROLLMENT 
PROCESS IS COMPLETE!
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Potential Additional Step:
Partial Ed Award Acknowledgement

Member applicants who previously received the equivalent of 2 full-time 
education awards or will exceed 2 full-time education awards with the 
new term, will need to acknowledge partial or no education award prior 
to enrollment.
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Partial Ed Award Acknowledgement – Program 
View

39

After clicking enroll member, 
program staff will see this 
note for member applicants 
who need to perform this 
acknowledgment.

Member Enrollment Status 
will indicate Pending 
Partial Award 
Acknowledgement.

The member enrollment is not complete. 

Presenter Notes
Presentation Notes
There is an additional step that a few of you may need to complete. If you click enroll for an applicant who has previously received the equivalent of two full time education awards, or as a result of the slot type that you entered, will now exceed 2 full time slot awards a notice will show up when you click enroll that is highlighted here. The note indicates that an email notification was sent to the applicant to request acknowledgement of the partial award. You will also see in your pending enrollments workbasket that the enrollment status is now in “pending partial award acknowledgement.” 



Partial Ed Award Acknowledgement – Member 
Applicant Email View
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 Let the member 
applicant know to 
look out for this 
email.

 Ask the member 
applicant to 
complete and 
acknowledge as 
soon as possible.

 Communicate that 
delay in completing 
this form will delay 
their enrollment.

Presenter Notes
Presentation Notes
Note that this email also ensures the member applicant is aware of the amount of the education award they will receive. This is often a question for returning members, so you may want to alert member applicants to look for this information in the partial ed award acknowledgement email. 



Partial Award Acknowledgment – Member 
Applicant My AmeriCorps View
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Step 2: Scroll down to the bottom of the enrollment form so the 
member can select “I accept.” 
Step 3: Click “Save Information.”

Step 1: Log into My AmeriCorps and click Enrollment Form 

Presenter Notes
Presentation Notes
Once the applicant clicks the link in the email they received, they will be taken to the My AmeriCorps portal where they will need to log in. They then need to click on Enrollment Form on the left-hand side of the screen. 



Partial Ed Award Acknowledgement – Program 
View
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The program can then return to the member enrollment form 
and click the enroll member button.

ONLY THEN IS THE MEMBER ENROLLMENT COMPLETE.

Once this information 
is accepted and saved, 
the Member 
Enrollment Status in 
eGrants will be 
updated to Partial 
Award Acknowledged.



Potential Additional Step: 
Member Applicant Exit from Prior Service

 If a member applicant has served a prior AmeriCorps term and not 
been exited, the program will NOT be able to enroll him/her.
 It is a best practice to contact the member’s previous program to 

ensure he/she is exited satisfactorily and therefore eligible to serve 
a subsequent term.
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Presenter Notes
Presentation Notes
For TQT and FT members, a program cannot enroll them on the same day they are exited from a prior program (must be at least a day later).  



Troubleshooting
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Troubleshooting:
What To Do if enroll member Isn’t Active in eGrants

 Check the SSN and citizenship verification status.
• Both statuses must be Verified or Manually Verified.
• Verification dates must be on or before the entered start date.

 Check the NSCHC certification date.
• Certification date must be at least one day before the entered start date and 

cannot be altered once entered in eGrants.
 Check the entered start date.

• Must be no later than today’s date.
• Must be no earlier than 7 days prior to today’s date.
• Must be no earlier than the SSN/citizenship verification dates.
• Must be at least one day after the NSCHC certification date.
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Troubleshooting Enrollment Error Messages
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Sufficient slots available

SSN and citizenship verified on or before member start date

NSCHC Certification date at least one day before member start date 
Service Location selected
Member start date no later than today’s date
Applicant is 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



Tips and Best Practices
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Tips & Best Practices

 Consider moving your member start date so that members do not start 
on the program/budget year start date.

 Schedule your member start date at the start of a stipend pay period to 
allow members with manual verifications to have a later start date and 
still receive a stipend within your program’s first member pay period.

 Build additional time into your enrollment process in anticipation of 
manual verifications.

 Prepare incoming members to be responsive to the email invitation and 
follow up with them if you note that their invitation is still pending.
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Tips & Best Practices

 Do a regular (potentially daily/as needed) audit of member 
verification status.

 If your program does not keep copies of SSN or citizenship status 
documents on file, then ask your members to have these readily 
available in case members must be manually verified.

 Document all interactions with the help desk (including saving 
screenshots).

 Run an enrollment report before the end of the 8-day enrollment 
period to check on the enrollment status of all your members.

 Stay in communication with your Program Officer if you experience 
any issues.
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Tips & Best Practices: 
Run Reports to Check Enrollments
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 Enrollment Approval Cycle Time
• Presence of all expected 

enrolled members
• Number of days from member 

start date to enrollment 
activation (should be 8 or less)

 Member Download Report
• Check member’s service 

location, slot type, status (e.g., 
in-service, suspended, exited), 
start date, address, etc. 



Tips & Best Practices: 
Run Reports to Check Enrollments
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 SSN and Citizenship Status 
Report

• Trust Enrolled Status
• Citizenship Status
• SSN Status



Group Enrollment
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Group Enrollment

53

To complete group 
enrollment during the 
invitation process, 
applicants must be 
associated with the 
correct Program Year
and Program Title 
(program name).



Special Requirement for Group Enrollment 
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 Program Year must be selected correctly by the program on the applicant 
invitation.
• Applicants who applied via My AmeriCorps will need to 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 (program name) must be selected correctly by the 
program.
• Applicants who applied to/were invited under a different operating site must have the 

Program Name 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).



Group Enrollment Screen
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The same information 
is needed as on the 
individual enrollment 
form with one key 
difference: on the 
group enrollment form, 
you may enter 
information for up to 
20 individuals at a time 
and enroll them 
simultaneously. 



Group vs. Individual Enrollment
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Group Enrollment Individual Enrollment

Number of applicants enrolled at a time Up to 20 Only 1

Program Year and Program Name Pre-populated from member 
invitation

Selected manually on
enrollment screen

Individuals who applied through My AmeriCorps Cannot be used Must be used

Individuals invited under different program year/ 
program name

Cannot be used Must be used

SSN/Citizenship Applicants will not appear on 
Group Enrollment tab until they 
have been verified

Verification status and dates 
visible on individual 
enrollment screen

NSCHC certification Certified by entering date on or before which all required 
NSCHCs were completed and adjudicated (ages 18+)



Group Enrollment Steps
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Step 1:
In the S&N 
Workbasket in the 
eGrants Portal Home, 
click on the Group 
Enrollments tab.



Group Enrollment Steps
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Step 2: Select the correct Program Title (program name).
 The Program Year whose enrollment period is currently open will populate automatically.
 Applicants who are associated with this Program Year and Program Title, have completed their portion of the 

Enrollment Form, and whose SSN/citizenship has been verified will appear on the tab. (These individuals are 
also visible on the Pending Enrollments tab.)



Group Enrollment Steps
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Step 3: Select the Slot Type 
for the applicants you wish 
to enroll.
 In subsequent steps, you 

will only enter 
information for 
applicants who will be 
enrolled in this type of 
slot.

 If you have applicants 
that will need to be 
enrolled in other slot 
types, leave those blank 
for now.  (You will repeat 
these steps to enroll 
those applicants.)



Group Enrollment Steps

60

Step 4: For the applicants you 
wish to enroll, enter the date 
when all required National 
Service Criminal History 
Checks were completed and 
adjudicated for each applicant. 
This date must be at least one 
day before the 
enrollment/start date. For 
applicants under age 18 as of 
the entered start date, leave 
the NSCHC Certification field 
blank.

Presenter Notes
Presentation Notes
In the example on this slide, I am entering dates in the NSCHC Certification section for Kendall, Sarah, and Katherine. The NSCHC certifications were completed on different dates for each applicant, so I will need to ensure I have proper documentation to reference when entering this date. 



Group Enrollment Steps
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Step 5: For the 
applicants you wish 
to enroll, select the 
appropriate Service 
Location(s).

Service Locations 
must be set up in 
the My AmeriCorps 
Portal prior to taking 
this step.



Group Enrollment Steps
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Step 6: For the individuals you 
wish to enroll, enter the correct 
Start Date.
 Must be on or after the 

SSN/citizenship verification 
dates.

 Must be at least one day after
the date entered in the 
NSCHC Certification field.

 Must be within 8 days of the 
member’s start date.



Group Enrollment Steps
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Step 7: For the 
individuals you wish to 
enroll, click the Select to 
Enroll box.
Only the individuals with 
this box checked will be 
enrolled when you click 
enroll at the bottom of 
the tab.



Group Enrollment Steps
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Step 8: At the bottom of the 
tab, certify the form.



Group Enrollment Steps
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Step 9: At the bottom of 
the tab, click enroll. (If 
you are not ready to 
enroll the individuals 
yet, click save 
information instead.)



Group Enrollment Steps
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Step 10: Check for error 
messages at the top of the tab. 
These messages will indicate if 
one or more of the individuals' 
enrollments was not 
successful. 
In this example, the start date 
entered for Katherine was prior 
to the date of the NSCHC 
Certification, so they could not 
be enrolled. Program staff will 
need to correct Katherine’s 
start date and try again. The 
NSCHC date cannot be altered 
once entered in eGrants. 



Resources

 AmeriCorps National Service Hotline 
• 1-800-942-2677
• https://questions.americorps.gov/

NSCHC and New Rule Information: 
• General AmeriCorps NSCHC Resource Page
• Federal Register New Rule (effective May 1st) for 45 CFR § 2522 and 

45 CFR §2540
• May 1st NSCHC FAQ
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https://questions.americorps.gov/
https://americorps.gov/grantees-sponsors/history-check
https://www.federalregister.gov/documents/2021/02/24/2021-03247/national-service-criminal-history-check#p-amd-10
https://americorps.gov/sites/default/files/document/05_01_21_NSCHCFAQs_OCRO.pdf


More Resources

• eGrants tutorials
• eGrants Login
• How to Create and Manage an eGrants Account
• Managing Your Program in eGrants
• eGrants User Roles and Management
• Member Recruitment

My AmeriCorps: 
• My AmeriCorps Portal
• My AmeriCorps/eGrants User Guide
• My AmeriCorps General Overview
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https://www.nationalservice.gov/grants-funding/funding-resources/egrants
https://americorps.gov/sites/default/files/document/2021_04_21_Create_and_Manage_an_eGrants_Account_ASN.pdf
https://www.americorps.gov/sites/default/files/document/2021_05_06_program_management_national_ASN.pdf
https://www.americorps.gov/sites/default/files/document/2021_04_21_User_Roles_and_Management_ASN.pdf
https://americorps.gov/sites/default/files/document/2021_04_21_Member_Recruitment_Presentation_ASN.pdf
https://my.americorps.gov/mp/login.do
https://www.americorps.gov/sites/default/files/document/2021_06_02_My_AmeriCorps_eGrants_User_Guide_Grantee_Administrators_VISTA.pdf
https://www.americorps.gov/sites/default/files/document/2021_04_21_MyAmeriCorps_Overview_ASN.pdf
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