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1.0 Introduction
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1.1 Document Overview

Purpose

A system is only a success if the users fully understand the functionality and how to maximize its 
benefits.  A detailed User Guide provides the details necessary to use the system as it is intended. 

Audience

The audience for this document includes the internal staff for three AmeriCorps programs: 
AmeriCorps State and National, VISTA and NCCC.  Based on program requirements, the primary 
users of this Guide will be State Office and NCCC regional (campus) staff.  However, it will be 
accessible and relevant to a number of other stakeholders, including CNCS headquarters staff for all 
three programs.

Contents

This document will provide an overview, step-by-step instructions and screen shots for Release 1
functionality. The first part of the User Guide covers how staff will view and use the Portal (for 
example, looking up member information), and the second section covers how members view the site 
so that staff can provide guidance and help members use it properly.

Release Definition

The My AmeriCorps portal will be implemented in an incremental fashion.  What this means is that 
what the member and staff can do will change and expand over time.  This User Guide will be updated 
to reflect the functionality of each iteration or “release.” There will be three releases, with each release 
building onto the previous release.  Release 1 processes will be in effect from May of 2007 through 
October of 2007.

It is important to remember that for Release 1, there will be steps that staff will have to complete that 
will no longer be necessary for subsequent releases.  This will be reiterated on the Staff Process 
pages.
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1.2 Process and Functionality Overview for Release 1

Release 1 focuses on automating administrative forms used by members during the 

enrollment process and during their term of service.

2.0  Staff Views and Processes

2.0 Overview of Functions/Home Page
2.1 Searching for a Member
2.2 Viewing and Editing Member Information

2.2.1 Member Financials
2.2.2 In-Service Benefits
2.2.3 Education Award
2.2.4 Service Letters

3.0  Member Views and Processes

3.1 Registering and Logging In
3.2 Navigating the My AmeriCorps Site

3.2.1 Site Map
3.3 Contact Information
3.4 Enrollee Home Page
3.5 Living Allowance and Tax Elections

3.5.1 Direct Deposit
3.5.2 Earnings Statements
3.5.3 W-4: Tax Allowances 
3.5.4 W-5: Earned Income Credit 
3.5.5 Unpaid Income Beneficiary

3.6 In-Service Benefits (Overview – NCCC and VISTA_
3.6.1 Life Insurance (VISTA)
3.6.2 Transportation (VISTA)

3.7 Tax Statements (W-2 and 1099)
3.8 Education Award/End-of-Service Benefit

3.8.1 Award or Stipend Selection
3.8.2 Student Loan Deferment
3.8.3 Student Loan Forbearance 
3.8.4 Interest Accrual
3.8.5 Education Award Time Extension

3.9 Service Certification Letters
3.10 Contact Us

4.0 Setting Up New Accounts: Process for Release 1 ONLY
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2.0 Staff Views and Processes
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2.0 Overview of Functions/Home Page

Staff will have the ability to perform tasks across members.  A subset of staff will have 

the ability to perform tasks associated with individual members. If you have password 

issues, you will need to contact your administrator in the State Office or on Campus.

Education Award::

• View payments made

• View award balance

Service Letter::

• Create and print 
service certification 
letters

• Enter any one of the search criteria 
to find a member

Member Financials:

(Living Allowance and Tax Statement 
data)

• View/print: Earnings statement

• View/print: 1099, W-2 forms

• View/edit/print: W-4, W-5 

• View/edit: Direct deposit information

On this page:

• View/edit Contact Information

• View member Service Information

• Enter/track member requests

• Generate Registration email (only 
visible for those who are not yet 
registered to use the portal)

• Unlock member accounts

• Reset passwords

In-Service Benefits::

• View: links to health benefits 
website, child care website

• View/edit: Life insurance 
(designation of beneficiary, waive)

• View/print:V-81 (transportation) form

• View/edit Designation of Beneficiary
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2.1 Staff View: Member Search

Overview: Staff will use their eSPAN username to log into the portal from the 

Intranet.  In order to access the member-specific functions, staff will need to first 

conduct a search for the member. 

Process

1.Log into the My AmeriCorps portal by 

entering  your eSPAN username and 

password.

2.Enter data into one or more of the 

fields of the Search screen.

3.Click “Search.”

4.View Results.  If multiple results are 

found, select member from the list.

Hint: You can sort the results list by 

clicking on the column headers. 

1.

2.

3.

4.
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2.2 Staff View: Editing Member Information

Overview: When possible, members should be directed to the portal to complete 

tasks themselves with your guidance. If they do not have access to a computer, 

then the following pages will help you to perform these tasks for them.

Staff may be asked by members to view and edit their information or forms. The 

process below can be used for any of the applicable pages. 

Process

1. Log-in and search for the member.

2. Choose applicable page:

• Financial Information

• Benefits

• Trust

3. Click on links to view or edit 

information.

4. Save/submit changes.

5. Return to previous page. 

6. Return to Home Page. 
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2.2.1  Staff View: Financial Information

• View/print: Earnings statement

• View/print: 1099, W-2 forms

• View/edit/print: W-4, W-5 

• View/edit: Direct deposit information
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2.2.2  Staff View: In-Service Benefits Page

• View: links to health benefits 
website, child care website

• View/edit: Life insurance 
(designation of beneficiary, waive)

• View/print:V-81 (transportation) form

• View/edit: Designation of Beneficiary 
for Unpaid Compensation
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2.2.3 Staff View: Education Award

• View payments made

• View award balance
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2.2.4 Staff View: Service Letters

• Create and print 
service certification 
letters
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3.0 Member Views and Processes
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3.1 Member:  Registering and Logging In

Overview: Members have access to the My AmeriCorps Portal once their basic 

information is entered into eSPAN.  In order to access their account online, members 

must complete the registration process. 

Process:

1. Access the system through the 

AmeriCorps.gov website

2. Once you are at the login page, click on 

the “Register as a new user” button;

3. On the registration page, enter your last 

name, date of birth, social security 

number and current e-mail address;  

4. Click “Submit” and follow the 

instructions on your screen for your 

next steps. When you register, you’ll 

receive an email with an access link, 

which is only valid for 72 hours.

5. Click the link to get to the login page

6. Create your Username and Password.

7. Click “submit.”

1.

2.

3.

4.

5.

6.

7.
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3.2 Member:  Navigating the My AmeriCorps Site

Overview: The Home Page for members displays their basic information and links to 

enable them to make updates.  Members can select functions from the left column to 

navigate to forms and more detailed information.

Contact Information

Service Information

Member Menu

The purpose of the Member View pages is to show staff the members’ processes should the member 
contact staff for help performing these tasks for themselves (as opposed to staff doing it for them).   The 
process instructions are aimed at the members. 

Change Password

bdillon
163.2 Member: Navigating the My AmeriCorps SiteOverview: The Home Page for members displays their basic information and links toenable them to make updates. Members can select functions from the left column tonavigate to forms and more detailed information.Contact InformationService InformationMember MenuThe purpose of the Member View pages is to show staff the members’ processes should the membercontact staff for help performing these tasks for themselves (as opposed to staff doing it for them). Theprocess instructions are aimed at the members.Change Password
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3.2.1 Site Menu

Overview: Members navigate to different parts of My AmeriCorps via the menu.  These 

correspond to general information/finance/benefits groupings.

W-4

bdillon
173.2.1 Site MenuOverview: Members navigate to different parts of My AmeriCorps via the menu. Thesecorrespond to general information/finance/benefits groupings.W-4
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3.3  Member: Contact Information

Overview:  Members can edit their contact information and save the changes similar to 

the staff process.   Keeping information current is a very high priority for the 

Corporation.

Process
1. From Home Page, click on “Edit My Contact 

Information.”
2. Make changes to the fields provided as needed.
3. Check box to receive email updates.
4. Click “Save.”

You can edit and add the following personal information:
• Mailing address 
• Permanent Address**
• E-mail Address
• Phone Numbers

In order to change your name, date of birth, or social 
security number, you will need to send an email through 
“contact us”.

**If your mailing address is temporary, you should include a 
different permanent address. For example, students often 
use their parents’ address as their permanent address while 
at school.

1.

2.

3.
4.
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3.4 Enrollee Home Page – Part 1

Overview: Once selected into either NCCC or VISTA, the member will have access to 

this page.  It will provide a checklist as to the tasks that need to be completed prior 

orientation for each program.  NCCC members will not see the line items that do not 

apply to them (e.g. TCB, Life Insurance).
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3.4 Enrollee Home Page – Part 2

Overview: As the members scroll down the page, they will see the links to items that are 

not required, but should also be completed or viewed prior to orientation. 
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3.5  Member: Living Allowance and Tax Elections

Overview: Members can view all and manage a subset of their Living Allowance and 

related items.

Members can click 

on red hyperlinks 

to perform the 

activity.

XXXXXXX

XXXX
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3.5.1  Direct Deposit

Overview:  For payments, Members are required to use Direct Deposit.  If Direct 

Deposit causes undue hardship, a Waiver may be granted.

Process

Register for Direct Deposit

From the My Living Allowance Menu choose “Edit Account 
Information”:

1. Select your account type.
2. Enter your Routing number. The first 9 numbers from 

the left at the bottom of your check are your Bank 
Routing Number.

3. Enter your Account Number. Locate the string of 
numbers at the bottom of your check that matches the 
Check Number in the upper right-hand corner. This 
number is usually 4 digits, and may include a zero as 
the first digit. The numbers that remain (those that are 
neither the Bank Routing Number nor the Check 
Number) are your Account Number.

4. Click Save.

Waive Direct Deposit

1.

2.

1. Enter your reason.
2. Check the mailing address to make sure it’s correct. 
3. Click Save.

3.

4.
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3.5.2 Earning Statements

Overview:  Members can view and print their earning statements.

Process

From  the “My Living Allowance” menu item click 
on the hyperlinked “here” to see your current 
pay statement.  Click on “View previous pay 
statements” to access previous statements.

1. Select a date from the drop down box.

2. Click “View PDF”

3. View the pay statement. 

1.
2.

3.
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3.5.3  W-4: Tax Allowances

Overview:  The W4 edit screen allow the member to enter tax allowance information or 

claim a withholding exemption.

Process

From  the “My Living Allowance” menu item click 
on “Change W-4 Elections” link. 

1. Enter your marital status.

2. Enter the number of allowances you will 
have for this tax year

3. If applicable, enter in the additional amount 
that you wish to be withheld.

4. Click Save.

1.

2.

3.

4.
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3.5.4  W-5: Earned Income Credit

Overview: Qualifying Members may claim an Earned Income Tax Credit.

If you expect to qualify for an Earned Income Credit (EITC) and you would like to 

receive advanced payments on that credit, follow the steps below to submit a W-5.

Process

From  the “My Living Allowance” menu item click 
on “Apply to AEIC” link.

1. Select the current year that you are serving.
2. Answer the three qualifying questions.
3. Click Save.

To discontinue receiving the Advanced EIC:
Click on “Stop” button to discontinue your receipt 

of Advanced EIC payments. 

1.

2.

3.
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3.5.5 Unpaid Compensation Beneficiary

Overview:  In the case that a Member dies during service, a beneficiary may be 

designated to receive the Member's unpaid compensation.  You can designate the 

person that should receive any pay uncollected by you.

Process

1. From the Living Allowance Page, click 
"Designation of Beneficiary of Unpaid 
Compensation." 

2. Download and print the form. 

3. Fill out the form and take it to your PSO.

1.

2.

VISTA 
Only
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3.6  Member: In-Service Benefits

Overview:  Members can access more information on benefits received during service 

by clicking on the benefits categories.

VISTA 
Only

VISTA 
Only

VISTA & 
NCCC

VISTA & 
NCCC

VISTA & 
NCCC
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3.6.1 Life Insurance (VISTA)

Overview:  AmeriCorps VISTA Members can designate life insurance beneficiaries or 

waive the insurance.

Process

Designate a Beneficiary

1. Enter the information for you beneficiary. 
Beneficiary Percentage is the portion of benefit you 
want this beneficiary to receive. If you only have 
one beneficiary, enter 100. Otherwise, split it such 
that the total percent equals 100.

2. If you’re entering additional beneficiaries, click Add 
Another.

3. Click Save.

Remove a Beneficiary

1. Click on the Edit button at the bottom of the box.

2. Click Remove Beneficiary next to the person you 
would like to remove.

3. Click Save.

Change Beneficiary

1. Click Edit Life Insurance

2. Make the changes.

3. Click Save.

Waive Life Insurance

1. Click Waive.
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3.6.2 Transportation Form (VISTA)

Overview:  VISTAs must complete Form V-81 if they will be using certain vehicles in 

the course of service.

Process

1. Click "Use of Vehicles or Public Transportation”

2. Download Form V-81

3. Fill out the form and submit to your supervisor

4. Your supervisor will submit the form to the 
Corporation State Office

Transportation information

The AmeriCorps*VISTA Use of Vehicles and Public 
Transportation Form (Form V-81) is needed to provide 
coverage under the Federal Tort Claims Act, which permits 
recovery of damages from the federal government when its 
employees are negligent within the scope of their 
employment.  You must print out the V-81 form and have 
your supervisor fill it out and send it to the Corporation 
State Office if you plan on operating or using any of the 
following service-related transportation:

• Vehicle owned or leased by your sponsor 
organization.

• Vehicle owned or leased by yourself.

• Vehicle owned or leased by another person and 
approved for member use by the Corporation State 
Director.

• Public Transportation.

1.

2.



30

3.7 Member: Tax Statements

Overview:  Members and Alumni can view and print their W2 and 1099 forms. Members 

will need to have the software necessary to view portable document format (pdf) files.

Process

W-2

If you are mailing in your taxes, you will need to print out 
the W-2 form and include it with your tax information to be 
sent to the IRS.  If you are able to electronically sign your 
taxes, you will not need to mail in the W-2 form.

1099-MISC

If Education Award and/or interest payments were made to 
you that totaled at least $600 in the year, the Trust will 
notify the IRS that payments have been made and you will 
have a 1099 for that tax year. 

To get a copy of your 1099:

1. Click the year for which you need the 1099.

2. Download and print the form. 

1. Click the year for which you need the W-2.

2. Download and print the form. 

1.

2.
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3.8  Member: Education Award/End-of-Service Benefits

Overview:  AmeriCorps Members who successfully complete a term of service are 

eligible for an Education Award.  VISTAs may choose a stipend, instead.  
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3.8.1 Member: End-of-Service Option (VISTA)

Overview:  Members may choose to change their end-of-service option through the 

first 10 months of service.

Process

If you selected the Eli Segal AmeriCorps 
Education Award, you have until the 10th month of 
service to switch to the stipend if you so decide. 
Note: If you choose to switch to the Stipend, you 
cannot switch back.  In addition, if you originally 
selected the stipend, you cannot switch to the 
Education Award.  To switch to the Stipend, follow 
the steps below.

Go to the “My Education Award” section of the 
website.

1. If you are eligible to switch, you will see a 
button for this at the bottom of the page. If 
you are sure you want to switch, click the 
Switch to Stipend button.

2. You are now at the End of Service page.

3. Click “Switch to Stipend.” Help is offered on 
this page to compare your options.  Once 
you have read the help text, you can either 
cancel the transaction or elect to switch to 
stipend from the page.

1.

2.

3.
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3.8.2 Member: Student Loan Deferment

Overview:  During service, Members may request that student loans be deferred.  This 

is granted by the lending institution, not the Corporation.

Process

To place your loans into deferment, you need to speak with the financial institution that currently holds your loan.  
You can print out a “certification of service letter” to demonstrate to your lender that you are currently serving. 

Loan Deferment Information

As a general rule, AmeriCorps members may obtain a deferment of payments on the principal of any federally 
guaranteed student loan for the length of their service.  The terms and conditions of available deferments differ 
depending on the type of loan, the date the loan was dispersed, and the policies of the individual loan holder.  Some 
older federal student loan programs allow AmeriCorps members a categorical deferment, while newer federal loan 
programs may require that you apply for an “economic hardship” deferment.  Please note that the Corporation does 
not grant student loan deferments, loan holders do.
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3.8.3 Member: Student Loan Forbearance

Overview: During service, members may request that their qualified student loan be 

placed in forbearance. This is granted by the lending institution, not the Corporation.

Process

1. Verify that all of the pre-populated 
information on your request form is correct.

2. If you served more than one term of service, 
select the dates of service for which you are 
requesting forbearance.

3. Search for and select your Financial 
Institution.

4. Once you click the “submit” button, your 
forbearance request will be sent to your 
Financial Institution for them to process.

1.

2.

3.

4.
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3.8.4 Member: Interest Accrual

Overview:  At the end of service, Members may request that student loan interest 

accrued on qualified student loans placed in forbearance during service be paid by the 

Trust.

Process

Interest Accrual Information

As an AmeriCorps alum, you are eligible to have the 
National Service Trust pay all or a portion of the interest 
that accumulates on your qualified student loan(s) during 
your term of service. These payments are made in addition 
to the Education Award, and are not deducted from your 
Award balance. To be eligible to have accrued interest 
paid:

• The loan must have been placed in forbearance for 
the service period.

• You must have successfully completed a term of 
service and received an Award.

1. Verify that all of the pre-populated information on 
your request form is correct.

2. If you served more than one term, select the dates 
of service for which you are requesting your interest 
accrual benefit.

3. Search for and select your Financial Institution.

4. Click the “Submit” button. Your Interest Accrual 
request will be sent to your Financial Institution, 
which will complete the payment request.

1.

2.

3.

4.
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3.8.5 Member: Education Award Time Extension

Overview: Members have seven years to use their Education Award after completion of 

service.  However, under certain circumstances they may request an extension of time 

to use the Award.

Process

Award Extension Information

The legislation that created the Eli Segal AmeriCorps 
Education Award also allows alumni who have been unable 
to use any portion of their award within the seven year time 
limit the option to apply for an extension. You must request 
an extension in writing prior to the expiration date, unless 
extenuating circumstances prevented you from doing 
so. The Trust will grant an extension, provided you meet 
certain appropriate and compelling circumstances.

1. Verify that all of the pre-populated information on 
your request form is correct.

2. Select the appropriate reason from the drop-down 
list and provide a brief explanation in the space 
provided.

3. Attach the required documentation needed to 
substantiate your request.

4. Click the “submit” button. Your Award Extension 
request will be sent to the National Service Trust for 
review.

1.

2.

3.

4.
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3.8.6 Member: Education Award Disbursement

Overview:  After completion of service, members have up to seven years to use their 

Education Award, either toward tuition and fees or to pay toward a student loan.

Process

1. Verify that all of the pre-populated information on your 
request form is correct.

2. Fill in the amount you authorize the National Service Trust 
to pay the Institution out of your available award balance.

3. Choose whether your payment will be used to pay a loan or 
to pay for current educational expenses;•If you chose to pay 
for current education expenses, enter the semester or term 
for which you are authorizing payment.

4. Search for and select your Institution.

5. Check the terms of agreement boxes to agree with the 
following statements:

• You have not been convicted, since the completion of your 
AmeriCorps service, of the possession or sale of a controlled 
substance

• You have received a high school diploma or its equivalent (such 
as a GED)

• You understand that a knowing and willing false statement on this 
form can e punished by a fine or imprisonment or both under 
Section 1001 of Title  8, USC.

6. Click the “Submit” button. Your payment request will be sent 
to your Institution, which will complete the request and 
forward it to the Trust for payment.

1.

2.

3.

4.

5.

6.
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3.9 Member: Service Certification Letters

Overview:  Members may print out letters certifying their terms of service.

Process

1. Select your Service Term from the dropdown.

2. Select the letter type from the dropdown.

3. Enter the name and address to whom the letter is 
for.

4. Click the Print button.

Certification Letter Information

All AmeriCorps members may receive letters certifying their 
service.  Letters printed before completion of service will 
show the expected end-of-service date.

VISTAs who have completed one full year of service are 
eligible for Non-Competitive Eligibility status.  VISTAs may 
also request a "Public Agency Income Disregard" letter to 
certify that living allowance income should not be counted 
toward Social Security Income.

1.

2.

3.

4.
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3.10 Member: Contact Us

1.

2.

Overview:  Members can send a note or request information.

Process

1. Fill out the form.  Be sure to include your 
phone number.

2. Click the Submit button.
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4.0 Setting Up New Accounts: Process for Release 1 ONLY
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4.1 Setting Up Member Accounts: VISTA

Overview: Members who already have an account through the Trust Portal can simply log 

onto My AmeriCorps using their existing username and password.  For new members 

(those just joining the program), for existing members, and for those who have not set up 

an account in the Trust Portal, State Office staff need to set up basic member access for 

them first.  For those without Internet access, the paper-based process is also described. 

VISTA State Office staff will be required to complete certain steps in the eSPAN system in order to set up the My Americorps 
account.  This will not be the case for subsequent releases. Members must have an email address to use the Portal.

Process 

1. State Office staff enters the Member’s: Name, SSN, date of birth, VISTA project number, active/training/end 
date, purpose code and email address into eSPAN.

2. State Office staff completes the Trust Enrollment for members who select the Education Award in eSPAN.

3. Portal will generate an email with a link to portal registration.

4. Members will register on the portal, sign in, and complete enrollment forms (W-4, W-5, life insurance, verifies end-of-
service option, direct deposit).

Non-portal or Paper-Based Process

1. Members complete forms and bring them to PSO.

2. State Office staff logs into portal.

3. State Office staff searches for the Member.

4. State Office staff enters data into applicable screen (e.g. W-4, Direct Deposit)
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4.2 Setting Up Member Accounts: NCCC

Overview: For Release 1, there are three types of member Users. Members who already 

have an account through the Trust Portal can simply log onto My AmeriCorps using 

their existing username and password.  For new members (those just joining the 

program), and for members and alumni without accounts in the Trust Portal, NCCC will 

have to set up basic member access first. 

Campus staff is required to input data into WBRS first.  The information that is uploaded to eSPAN will enable a member to 
have access to the portal. 

NOTE: Members must have an email address to use the Portal.

1. HQ Staff accesses LMC database to determine who has been selected and cleared.

2. HQ Staff assigns member to campus.

3. LMC sends Welcome Packets (and forms) to members.

4. Campus Staff creates profile in WBRS the Wednesday prior to arrival.

5. eSPAN upload the following Thursday.

6. Members receive portal overview and set up their accounts from campus staff.

7. Member logs in to the portal and completes forms (W-4, W-5, direct deposit).

8. Members can link to health care and child care benefit administrators.


