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Enrolling Members in eGrants 
 

1. Go to http://www.nationalservice.gov/egrants/ ŀƴŘ ŎƭƛŎƪ ƻƴ άtƭŜŀǎŜ ŎƭƛŎƪ ƘŜǊŜ ǘƻ ǳǎŜ 
eGrants. 

2. 9ƴǘŜǊ ȅƻǳǊ ǳǎŜǊ ƴŀƳŜ ŀƴŘ ǇŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ ά[ƻƎƛƴ ǘƻ ŜDǊŀƴǘǎέΦ 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. You should now see a screen similar to the one 
ōŜƭƻǿΦ LŦ ȅƻǳ ǿŀƴǘ ǘƻ ŎƘŀƴƎŜ ȅƻǳǊ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ƻǊ ǇŀǎǎǿƻǊŘΣ ŎƭƛŎƪ ƻƴ άaȅ 
!ŎŎƻǳƴǘέΦ ¢ƻ ǿƻǊƪ ƛƴ ŜDǊŀƴǘǎ ŎƭƛŎƪ άtƻǊǘŀƭ IƻƳŜέΦ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. ¸ƻǳǊ άtƻǊǘŀƭ IƻƳŜέ page looks like the following illustration. Note the four menu tabs 
(Pending Invitations, Pending Enrollments, Status Change Requests, Pending Exits) 

Signing in to eGrants 1 

Signing in to eGrants 2 

 

eGrants Home Page 

http://www.nationalservice.gov/egrants/
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across the top. These are tabs in your 
ά²ƻǊƪōŀǎƪŜǘέΣ ǿƘƛŎƘ ȅƻǳ Ŏŀƴ ŀŎŎŜǎǎ ŀƭǎƻ ōȅ 
ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά{ ϧ b ²ƻǊƪōŀǎƪŜǘέ ƭƛƴƪ ƻƴ ǘƘŜ 
Portal Home menu down the left side. S & N 

Stands for State and National. Click on 
ǘƘŜ άLƴǾƛǘŜ aŜƳōŜǊǎέ ƭƛƴƪΦ  This brings 
up a screen that looks like this """. 
 

5. Enter the required data (all boxes with 
an * in front of them). You have two 
options for the email box. If you know 
ǘƘŜ ƳŜƳōŜǊΩǎ ŀŎǘǳŀƭ ŜƳŀƛƭ ŀŘŘǊŜǎǎΣ 
you can enter that. If you do not know 
it, or if the member does not have an 
e-mail address, you can enter your 
address. Anytime you see a box with a 
  ǎȅƳōƻƭΣ ǘƘƛǎ ƳŜŀƴǎ ǘƘŜǊŜΩǎ ŀ ŘǊƻǇ Řƻǿƴ ƳŜƴǳ availableΦ CƻǊ άtǊƻƎǊŀƳ ¸ŜŀǊέ you will 
usually choose the latest year in the list ς currently 2009. Once you enter the program 
ȅŜŀǊΣ ǘƘŜ ǎŎǊŜŜƴ ŎƘŀƴƎŜǎ ŀƴŘ ȅƻǳ ƎŜǘ ŀƴ ŜƴƭŀǊƎŜŘ άtǊƻƎǊŀƳ ¢ƛǘƭŜέ ōƻȄ. You should only 
have one option to choose from, the name of your program site. Two new buttons will 
appear to the right of the cancel button ς ά{ŀǾŜέ ŀƴŘ άAdd Anotherέ. Once you have 
completed entering data for all potential members click ά{aveέ. If you used the 
ƳŜƳōŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƘŜ ƻǊ ǎƘŜ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ ƛƴǾƛǘŀǘƛƻƴ ƛƴ ǘƘŜƛǊ ŜƳŀƛƭ ŀƴŘ ƻƴŎŜ ǘƘŜȅ 
respond, this takes you to the next step in the enrollment process. If you used your 
email address, then you will receive the invitation and once you respond your reply will 

be sent back to you via eGrants. Regardless of who responds 
to the invitation, the acceptance appears under the 
άtŜƴŘƛƴƎ LƴǾƛǘŀǘƛƻƴǎέ ǘŀōΦ tǊƻŎŜŜŘ to step 6.     
 

6. The next step in the enrollment process involves 
ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άtŜƴŘƛƴƎ Invitationsέ ǘŀō ƛƴ ǘƘŜ Workbasket 
menu. You will see a list of names of those who have 
responded positively to an invitation. Click on the name of 

Portal Home Page Menus 

Invite Member Screen 

Portal Home Page Pending 
Enrollments 
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the person you want to enroll, and this opens the actual enrollment form.  
 

7. The enrollment form page 
!looks like this. There are two 
ǇŀǊǘǎΥ ά9ƴǊƻƭƭƳŜƴǘ LƴŦƻǊƳŀǘƛƻƴέΣ 
which either you or the member 
Ƴŀȅ ŎƻƳǇƭŜǘŜ ŀƴŘ άtlacement 
LƴŦƻǊƳŀǘƛƻƴέΣ ǿƘƛŎƘ ȅƻǳ ǿƛƭƭ 
complete. Enter all required 
information. If the member 
ŎƻƳǇƭŜǘŜǎ ǘƘŜ ά9ƴǊƻƭƭƳŜƴǘ 
LƴŦƻǊƳŀǘƛƻƴέ ǎŜŎǘƛƻƴΣ ƳŀƪŜ ǎǳǊŜ 
ǎκƘŜ ŎƭƛŎƪǎ άǎŀǾŜ ƛƴŦƻǊƳŀǘƛƻƴέ 
when done. If you complete this 
section and need additional 
ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ άǎŀǾŜέ hǘƘŜǊǿƛǎŜ 
ŎƻƳǇƭŜǘŜ ǘƘŜ άtƭŀŎŜƳŜƴǘ 
LƴŦƻǊƳŀǘƛƻƴέ ǎŜŎǘƛƻƴΦ  Make sure 
to choose the right Program Year 
and your Program Title in the drop 
down menus. You do not need to 
ǿƻǊǊȅ ŀōƻǳǘ ǘƘŜ ά{ŜǊǾƛŎŜ [ƻŎŀǘƛƻƴέ 
box unless your member will be 
working at a location away from 
yours. Also, be sure to check the 
άCŜǊǘƛŦƛŎŀǘƛƻƴέ ōƻȄΦ When 
complete, ŎƭƛŎƪ ǘƘŜ ά9ƴǊƻƭƭ 
aŜƳōŜǊέ ōǳtton at the bottom of 
the form.  
 

8. If the member completed 
ǘƘŜ ά9ƴǊƻƭƭƳŜƴǘ LƴŦƻǊƳŀǘƛƻƴέ section, or if you clicked ά{ŀǾŜ LƴŦƻǊƳŀǘƛƻƴέ ǊŀǘƘŜǊ ǘƘŀƴ 
ά9ƴǊƻƭƭ aŜƳōŜǊέΣ ǘƘŜƴ the enrollment form is not complete. You need to return to the 
form to complete the enrollment. To access ŀ άǎŀǾŜŘέ 
enrollment form, return to the Workbasket Menu and 
click on ǘƘŜ άtŜƴŘƛƴƎ 9ƴǊƻƭƭƳŜƴǘǎέ ǘŀōΦ   """"" 
 
This brings up a window with a list of the names of all 
pending enrollments for your site. Click on the one(s) you 
need to complete, add any additional information, and 
ǘƘŜƴ ŎƭƛŎƪ ά9ƴǊƻƭƭ aŜƳōŜǊέΦ 
 

Member Enrollment Form Screen 

Portal Home Page Menus 
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9. ¢ƻ ŎƻƴŦƛǊƳ ŀ ƳŜƳōŜǊΩǎ ŜƴǊƻƭƭƳŜƴǘΣ ǊŜǘǳǊƴ ǘƻ ǘƘŜ tƻǊǘŀƭ IƻƳŜ ƳŜƴǳ ŀƴŘ ŎƭƛŎƪ ƻƴ άaŀƴŀƎŜ 
MembersέΦ ¢Ƙƛǎ ōǊƛƴƎǎ ǳǇ ŀ aŜƳōŜǊ {ŜŀǊŎƘ wŜǎǳƭǘǎ ǿƛƴŘƻǿ ǿƛǘƘ ǘƘŜ ƴŀƳŜǎ ƻŦ ŀƭƭ ƳŜƳōŜǊǎ 
at your site. Dƻ ǘƻ ǘƘŜ ά{ǘŀǘǳǎέ ŎƻƭǳƳƴ ŀƴŘ ŎƻƴŦƛǊƳ ǘƘŀǘ ƛǘ ǎŀȅǎ άLƴ-{ŜǊǾƛŎŜέΦ  

 
If you have any questions, contact either Megan Curran de Nieto or Chris Johnson. 
 
Megan:  megan@clearcorps.org 651-603-8000 
Chris:  chrisjoh@clearcorps.org 503-297-3993 

Confirming a Member's Enrollment 

mailto:megan@clearcorps.org
mailto:chrisjoh@clearcorps.org

