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Enrollment Step-By-Step Instructions 
 
AmeriCorps member enrollments must be completed in eGrants by day 8 of their service start 
date. Below are the steps to complete a member enrollment in eGrants. 

All member management activities can be accessed by clicking “portal home” from the eGrants 
home screen. 

 
 
 
 
 
 
 
 
 
 
The “S & N Workbasket” pending applications is the first open screen when accessing the 
portal. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The next steps of enrollment in eGrants depends on whether your program utilizes the national 
My AmeriCorps application or their own program-developed application. 
  



My AmeriCorps Application 
There are two options to open the candidates My AmeriCorps application. 
 
Option 1 

• Click “Search Submitted Applications” from the left menu 
• Enter the applicable information 
• Click “search” 
• Select applicant from search results 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Option 2 

• Click “S&N Workbasket” from the left menu 
• Click “pending applications” tab if not already selected 
• Select applicant from results 
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This is a unique link for each 
applicant. 

1. Click on the “selection” tab 
2. Select the “selected” or “rejected” buttons 
3. Select the certification 
4. Click “submit” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
It is important to accept all incoming members as soon as possible, because the next step 
(verification process) is only triggered when the individual completes their portion of the 
enrollment form. 
 
Below is the text of the invitation emailed to the candidate once their selection is submitted in 
eGrants. 
 
 
 
 
 
 
 
 
 
 
  

1 

2 
3 

4 



Once the candidate has clicked on the link in the email invitation or logged into their My 
AmeriCorps account they will need to accept the position and complete the enrollment form. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you are not using a program-developed application, feel free to skip to the social security and 
citizenship verification section on page 9. 
 
Program-Developed Application 

• Click “invite members” from the left menu 
• Enter the individual’s information 
• Click “save” or “add another” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



It is important to invite all incoming members as soon as possible, because the next step 
(verification process) is only triggered when the individual completes their portion of the 
enrollment form. 
 
Batch Invitations 
To invite a large number of individuals at one time, you can select “batch invitation form”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Ensure the file is in XML format and meets the specifications noted 
• Select a program year and program title 
• Choose the file to upload and click “upload” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Below is the text of the invite email sent to the candidate. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The candidates will be asked to verify their information when they follow the link in the email. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

From: <epayments@americorps.gov> 
Date: July 5, 2018 at 3:28:26 PM CDT 
To: <americorpsmember@yahoo.com> 
Subject: My AmeriCorps Enrollment 

***PLEASE DO NOT REPLY TO THIS MESSAGE*** 
 
Dear Jennifer Cowart: 
 
Thank you for applying to serve on AmeriCorps XYZ AmeriCorps program. Use the following link to 
log onto My AmeriCorps to complete your enrollment: 
http://my.americorps.gov/mp 

 
Please do not reply to this message. If you have any questions or need further assistance, please 
submit a help request via https://questions.nationalservice.gov/app/ask_macor contact the help desk 
at 1-800-942-2677. 

mailto:epayments@americorps.gov
mailto:americorpsmember@yahoo.com
http://my.americorps.gov/mp
https://questions.nationalservice.gov/app/ask_mac


Once the candidate has verified their information and created a My AmeriCorps account (if 
applicable) they will need to complete the enrollment form. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Social Security and Citizenship Verification 
Once a candidate submits their enrollment form it will be automatically sent to the Social 
Security Administration (SSA) who will provide a verification status update within 72 hours. 
 
To check an individual’s status. 

• Click the “S & N Workbasket” from the left menu 
• Select the “pending enrollments” tab 
• Select the candidate’s name 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



There are 6 possible statuses that a candidate could have. 
• Open – member has not completed the enrollment form 
• Pending – sent to the SSA for verification 
• Verified – eligible to serve 
• Manually Verified – eligible to serve 
• Returned – will need to be manually verified 
• Cannot be Verified – ineligible to serve 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the candidate’s status is returned, then you will need to complete the manual verification 
process by contacting the National Service Hotline via the web-form or chat at 
https://questions.nationalservice.gov to request: 

1. a secure transfer link to upload files 
2. a help desk ticket number for the returned status of the member(s) 
3. the help desk operator’s name 
4. note the date and time of your communication.  

 
In your communication, indicate that you are a State/National program enrolling current 
members and need a secure file link to submit SSN/Citizenship verification documentation. 
 
The files should be named as follows:  
LASTNAME_FIRSTNAME_REQUESTTYPE_NEWENROLLMENT.  For example, 
Smith_John_CitizenshipVerification_NewEnrollment 
 
 

Jennifer Cowart 

https://questions.nationalservice.gov/


Jennifer Cowart 

National Service Criminal History Check (NSCHC) Certification 
This step is completed after the last component of the candidate’s national service criminal 
history check has been adjudicated by your program. 

• Click the “S&N Workbasket” from the left menu 
• Select the “pending enrollments” tab 
• Select the applicant’s name to open their enrollment form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Scroll down the enrollment form to the “SSN, Citizenship, and Criminal History 
Verification” section 

• In the “NSCHC Certification” field add in the date that the last NSCHC component was 
adjudicated 

• Click “save” 
• Date added certifies all checks have been adjudicated by the program 
• All checks must be adjudicated by the program at least ONE day prior to the member 

start date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Enroll Member 
Once all of the above steps are completed and the member has begun their first day of service 
then you can complete the final enrollment step. 
 
Please note that this step can only be completed between days 1-8 of a member’s service term. 

• Click the “S&N Workbasket” from the left menu 
• Select the “pending enrollments” tab 
• Select the applicant’s name to open their enrollment form 

 
 
 
 
 
 
 
 
 
 
 
 
Scroll down the enrollment form to the “Placement Information” section 

1. Enter the member’s start date.  This has to match their member service agreement start 
date and their first day of service. 

2. Ensure the “program year” is correct 
3. Ensure the “program title” is correct 
4. Select the “service location”.  Please note that service locations must be updated prior 

to enrolling members. 
5. Select the “slot type”.  Only available slot types will appear. 
6. Click the certification button 
7. Select “enroll member” 
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Group Enrollment 
Group enrollment allows programs to enroll up to 20 members at a time, but only if the 
program is utilizing a program-developed application. 

 Group Enrollment Individual Enrollment 
Number of applicants enrolled at a 

time Up to 20 Only 1 

Program year and program title Pre-populated from member 
invitation 

Selected manually on enrollment 
screen 

Member candidate applied through 
My AmeriCorps Cannot be used Must be used 

Member candidate invited under 
different program year/program 

title 
Cannot be used Must be used 

SSN/Citizenship 
Members 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+) 

• Click the “S&N Workbasket” from the left menu 
• Select the “Group Enrollments” tab 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



1. Select the program title 
2. Select the slot type 
3. Enter the NSCHC certification date 
4. Select the member’s service location 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Enter the member’s start date 
6. Check the “select to enroll” box 
7. Certify the form 
8. Click enroll 
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Partial Education Award Acknowledgement 
If a red message appears at the top of the screen then the member is NOT enrolled.  The 
message may state that the member has to acknowledge a partial education award.  As such, 
their enrollment status will be “pending partial award acknowledgment”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When the member needs to acknowledge a partial education award they will automatically be 
sent an email.  The email will prompt them to login to their My AmeriCorps account and select 
the “enrollment form”.  At the bottom of the enrollment form, the member needs to accept or 
decline the partial education award and then select “save information”. 

 

 
 
After the member accepts the partial education award their enrollment status will change to 
“partial award acknowledged”.  To complete the member’s enrollment, select the member and 
continue with the steps outlined in the “enroll member” section. 
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