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Select a Program Year

OnCorps Reports works
best in Mozilla Firefox or
Microsoft Internet Explorer
internet browsers.

Select a program year from
the drop down menu and
then select “Submit.”

Statewide Portal

The Statewide Portal
includes links to the login
pages for Members, Site
Supervisors, Regional
Coordinators (where
applicable), Program
Directors, and State
Commission Staff.

Select “AmeriCorps

Member” below the name of

your Program.

Getting Started

OnCorps é&

Reports

On task. On time. Online.

The Online Reporting System

for A

v OnCorps - Mazilla lrefox

v OnCorps - Mazilla lrefox

meriCorps Programs

Welcome to OnCorps!

Please select a program year
SelectOne ~ | Submit |

OnCor 3

Rep orfs'" =

On task. On ume Online.
Minnesota

s - Minnesota

Ddgitalaccess.org
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OnCorps Reports: Log in

To add new data, update
data, or view reports, you
must login first.

@ To login to OnCorps

Reports, enter your login
name and password in the
two boxes in the upper left
hand corner. Then, select
“Login.”

@ If you do not know

your password, enter your
e-mail address in the box
below “Forgot your
password?” and your login
name and password will be
e-mailed to you.

If you do not have a login
name and password, please
contact your appropriate
Site Supervisor, Program
Director, or State
Commission Staff member.
Notifications Page

After login, the browser is
directed to the Notifications
Page.

Main Navigation Menu

The main menu is at the top
of every page of OnCorps
Reports.
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Font Size
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Calendar | Resources | Home

Member Login
e Program Resources

Visit the CTEP Member's Site for Resources!
http:/fmembers, techr Jypower.org

memb

Forgot Your
Password?

To see just the Resource Page on the Member's Site go
here!

Enter your e-mail T e P O PO Sy A o o
address below and nttp://members. technoloQypower.org/ rq=node

your login name and
password will be
2 e-mailed to you
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Logged in as AmeriCorps Member Catherine Settanni
Program Year: 2007-2008

Log Out
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Add 1o/Update Directories Mamber FAQUHHD My Profile

Home

Community Technology Empowerment Project
Logged in as AmeriCorps Member Catherine Settanni
Program Year: 2007-2008

Log Out
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On task. On time. Online.
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Add to/Update

Add to/Update

Add/to update is where users enter program information, edit records and submit reports.
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Add
to/Update
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Debbie Anderso Yos ﬂj
0 Eor
No Edit |
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Ad d i n g a NeW/Ed Iti n g a ) OnCorps AmeriCorps - Minnesata Extranet - Mozilla Firefox
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Direct Service Activities

To create a new Direct
Service record, select “Add
a Direct Service Activity.”

Select the “Edit” button next
to a Direct Service Activity
event to view or change the
record.

Add a New/Edit an
Existing Direct Service
Activity

Enter information in the

fields and select from the
drop down menu. When
finished, select “Update.”

) OnCorps AmeriCorps - Minnesats Extranat - Mozilla Firefox.
e [t Yen Mooy [oomaks fock b
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Add1o/Update  View Repeets Directores My Profile
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Add to/Update
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Volunteer Mobilization

To create a new Volunteer
Mobilization record, select
“Add a New Volunteer
Mobilization Event.”

Select the “Edit” button next
to a Volunteer Mobilization
event to view or change the
record.

Add a New/Edit an
Existing Volunteer
Mobilization

Enter information in the
fields, select from the drop
down menu and select
“Update” to create a new or
edit an existing Volunteer
Mobilization record.

) OnCorps AmeriCorps - Minnesatn Extranat - Mozilla Firsfox
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Reflection Logs

To create a new Reflection
Log, select “Add a New
Reflection Log Entry.”

Select the “Edit” button next
to a Reflection Log to view
or change the record.

Add a New/Edit an
Existing Volunteer
Mobilization

Enter information in the
fields and select “Update” to
create a new or edit an
existing Reflection Log.

) OnCorps AmeriCorps - Minnesata Extranat - Mozilla Firsfox

e (& Yen Mooy [oomarks fock b
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Community Technology Empowerment Project
Logged in as AmenCorps Member Catherine Settanni
Program Year 2007-2008

Log Out

OnCorps
Reports™

Qn task. On time. Online.

View Repoets My Profile
Add to/Update Reflection Logs
Add 3 New Reflection Log Entry |

Entry

s Entry Text
"

Jun 11
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2008 Eat |
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Civic Engagement
Activities

To create a new Civic
Engagement Activity, select
“Add a New Civic
Engagement Activity.”

Select the “Edit” button next
to a Civic Engagement
Activity to view or change
the record.

Add a New/Edit an
Existing Civic
Engagement Activity

Enter information in the
fields and select “Update” to
create a new or edit an
existing Civic Engagement
Activity.

) OnCorps AmeriCorps - Minnesatn Extranat - Mozilla Firsfox
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Logged in as AmeriCorps Member Catherine Settanni

Program Year: 2007-2008

On task, On time. Online. Log Out
= - V= e
Adto/Update  View Reperts Directories Member Hours TAQUHelp My Profile
Add Civic Engagement Activities
to/Update
Civic Engagement Name Date # of Hours
MLK Day Feb 18. 2008 Edit

Add 2 New Civic Engagement Activity |
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Reports™

On task. On time. Online.

Addto/Update  View Reparts Directories

T gy p Project
Logged in as AmeriCorps Member Catherine Settanni

Program Year: 2007-2008
Log Out
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FAQs/Help My Profile

Add Civic Engagement Activities
to/Update Name of Civic Engagement:
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# of Hours: 0
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Update | Cancel
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View Reports

View Reports

View Reports is where users see program progress reports submitted by program directors,

Reports Navigation

Select “View Reports” to
view or download reports.

Select a report from the
menu on the left side.

To add or update data,
select “Add to/Update” from
the top, blue menu bar.

Great Stories

Example of a Great Stories
report, including Stories
from Members and
Supervisors

including custom reports.
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Direct Service Activities T T R T
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Capacity Building
Activities

Example of Capacity
Building Activities report.

) OnCorps AmeriCorps - Minnesota Extranet - Mozilla Firefox

e (& Yen Mooy [oomarks fock b
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My Website

The Home/Login Page

The Home/Login Page has
links to the Calendar and
Resources pages.

These three pages are
viewable by all visitors.

To change the font size
select Larger or Smaller,
located in the upper right
hand corner of the screen.

) OnCorps AmeriCorps - Minnesata Extranet - Mozilla Firefox
e (dt Yen Mgtery [ockmads fock b

tela.comfnde. 8507 oo IDm28stiDad oor LI

% CGR0

Font Size
Larger | Smaller

Calendar | Resources | Home

Welcome to the Community Technology Empowerment

Member Login
Projectilt

logypower.org
EP reporting system and "program

http://www. techn
Welcome to the CTI

resources” website

[ Member Login |

Forgot Your
Password?
Enter your e-mail
address below and
your login name and
password will be
e-mailed to you

Project partners (supervisors), and members, should check
the calendar and resources page for Important information
and docurnents

[Login

CTEP Client Login

Calendar

On the Calendar, the default
month is the current month.
To view a different month,
select the next or previous
month links; for example, in
this screen the previous
month is “December 2008”,
and the next month is
“February 2008".

To view an event in detall,
select the title of the event.
A new window will open with
the details. You might need
to have pop up windows
enabled on your computer
or browser for this feature to
work.

) OnCorps AmeriCorps - Minnesata Extranet - Mozilla Firefox
e [t Yen Mgtery Qookmads fock b

) G

@«--€ @ [0 o tela comfindes.. 2000

Font Size
Larger | Smaller

Calendar | Resources | Home

Member Login
January 2008

< December 2007

February 2008 >

Member Login |
Forgot Your Calendar of Events
Pasgsword? Sunday  Monday  Tuesday  Wednesday  Thursday
Enter your e-mail 1 2| 3 N
address below and ¢
your login name and
password will be
e-mailed to you.

Friday  Saturday
4

8 7 B s 10 " 2
Loiln
13 14 15 18| 17 18 1%
oips
20 21| 22| 23| 24 25| 2
27 28| 28] 30| 3
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For example, selecting OO G gww gl nate et

7 OnCarps AmariCorps - Minnesata [xtrapet - Mazilla Firefax

el comiindes.. [=Tw] 1G]

“Corps Day” on January 18, «- ¢ @

2008 opens a new, small
window with Calendar event
details. To return to the
montly Calendar, select
“Close Window.”

Member Login

Member Lﬁln

Forgot Your
Password?
Enter your e-mail
address below and
your login name and
password will be
e-mailed to you.

Font Size
Larger | Smaller

Calendar | Resources Home

January 2008

< December 2007 February 2008 >

Calendar of Events
Monday

Sunday Tuesday  Wednesday  Thursday Friday Saturday
1 2| 3 4 5

‘ Corps Day @

17 8 18
orps ©
Carps Day- Jan 18, 2008
Corps Day
Close Window 24 25 28
Done 3
27 78| £ 0| N

Resources

B (& Yew Mgtory [odmads ok teb

EIEE

e e [=Ie] Q]

- CuRl

In Resources, files of many
different types may be
available to view or
download and links to
websites can also be
included.

Member Login

Member Login

Forgot Your
Password?
Enter your e-mail
address below and
your login name and
password will be
e-malled to you

%

To view a file in a new tab or
window, select the link. To
download, right click the link
and “save as” (Windows) or
Ctrl+Click (Mac).

Font Size
Larger | Smaller

Calendar | Resources | Home

Program Resources

Visit the CTEP Member's Site for Resources!
http: //members, technolagypower. org

To see just the Resource Page on the Member's Site go
here!

http://members. technologypower. org/Pa=node/227
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Directories

Directories

Directories is a contact database referencing all system users, from members up through program
directors, and provides an easy way to find and contact people associated with your state’s programs.

) OnCorps AmeriCorps - Minnesata Extranat - Mozilla Firsfox

Directories Navigation

@-»-& (0 | hetwiljorcerpaepertsasls.comindax. sormammin=2is S«
SeIeCt from the Ieft SIde on Corp % ch‘;ed inas AmInCorps Mgeymbet Catherine s:::{:::
menu to view a directory of ....Reports” Fregresfase- 1007 008
the Program. - ‘ N =
) PR BEE T
Add to/Update  View Reports Directories Member Houny FAQwHelp My Profile

Directories
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Program Directory

The Program Directory
contains all Program
Directors, Regional
Coordinators, Service Sites,
Site Supervisors,
AmeriCorps Members, and
Clients and their
associations to each other in
a menu tree format.

@Select the folder icon to
view the associations with
that record. For example,
clicking on a Program
Director Folder expands the
menu tree to show
associated Regional
Coordinators.

@Select the name of a

person to view a detailed
record, which opens in a
new window. You might
need to have pop up
windows enabled on your
computer or browser for this
feature to work.

- [51X]

——

View Repocts

Client

Flrst Name:
Last Name:
Email:
Address:

City/State/Zip:

Phone:
Fax:

Cell:
Login:
Password:

Directories

MN

G

c T

Logged in as AmeriCorps Member Catherine Settanni
Program Year: 2007-2008

Member Hours

FAQs/Help
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Member Hours

Member Hours

Member Hours provides users with several reports related to member service hours throughout their

Member Hours Navigation

Select from the left side
menu.

Member Timesheets

Select a week from the
scrolling menu to view the
full timesheet. Locked
timesheets can be viewed
but not edited; contact your
Program Director to unlock
a timesheet.

Enter number of hours in the
categories and a description
in the field.

programs.

) OnCorps AmeriCorps - Minnesata Extranat - Mozilla Firsfox

Mgtery Qookmarks  Jock e
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Logged in as AmeriCorps Member Catherine Settanni
Program Year: 2007-2008

OnC
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Qn task. On time, Onlie Log Out
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Timesheets
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Porlod Fundraising
Perod #1 - Se 2007 45
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Training  Service  Total

Year to Date Totals: 197 4 %5 130

2008
Sep 05, 2000 v

2008
Aug 23, 2000

nteting time for week: May 17, 2008 - May 30, 2008

This timesheet is DUE: May 30, 2008
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Member Timesheets R L R
continued - e

When finished entering

information, select “Save” to

save added or changed data ey 1 B 0 0
to the OnCorps Reports -
database. Saved data can
be edited at a later time
unless it has been ‘
Submitted. wn B 8 : d

Select “Authorize and

Submit” to send the

timesheet to your Site

Supervisor (or other

assigned person) for

approval. Members cannot i fN| N |8 z

make changes to a R

timesheet after selecting ) -

“Authorize and Sumbit” L g
(unless the Supervisor :
unlocks the timesheet).
Member timesheets e
continued -

Timesheets Timesheet

An example of a Locked
Timesheet. Locked
timesheets can be viewed
but not edited; contact your
Program Director to unlock
a timesheet.

. @
services
Fura —
Dy e g 'mo CIER Projects Diroct Sorvice Capactty Ruilding

s 0 0 0 o 0 20

A 150 0 0 0 o P
Srei 0 0 0 o 0 0

0 0 0 0 0 o

0 0 0 0 A R
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Timesheet Submission & Approval Process

G

s Members log into system, select payroll period and

fill out their timesheets. They can SAVE and compete later, or
AUTHORIZE AND SUBMIT. * Timesheet "Service" categories
may be customized by your program.

70 <= Upon "Authorize and Submit" this notice appears-
B make sure the timesheet is complete, once members

send it, that timesheet is "locked".

The system then sends an email to the
S i e e e s members' supervisor, or all supervisors on
——m their record. The email has a link to the
o current timesheet--along with date stamp
and who submitted the timesheet...

Clicking on the link takes the supervisor to
their program login page..supervisors
must login to see and approve
timesheets.

@ o Supervisors either APPROVE or REJECT the
timesheet. If rejected, the system "unlocks" it
for changes. Only members can change
timesheets. When complete, members must
— 2 B "Submit" them again...

£
Q.7 Once approved, the member's hours are
|2 3= added to all "Member hours" reports, and a
e printable version of the timesheet becomes
———— available to supervisors and program

directors. (Service hour descriptions are
—— B NOT included on print-friendly timesheets)




Member Tutorial

Member Totals YTD

An example of a Member
Totals Year To Date report,
including Hours Left and
Average Per Week needed
to complete service term.

) OnCorps AmeriCorps - Minnesats Extranat - Mozilla Firefox

e (& Yen Mooy [oomaks fock b

@ - o < ’1 O hero tels.comfndx 2 b Gl

C y Tt gy Emp Project

on Cor PS‘_ > Logged in as AmeriCorps Member Catherine Settanni
Reports™ Program Year: 2007-2008

On task, On time. Online, Log Out

B G R A

Add 10/Update View Repoets i AQUHHp My Profile

Timesheets Member Totals YTD

Average|
Total Approved Pending Service f:rvlce f;n'l“ fervlce Service Training Fundraising Hours Per
3 # Left Week

3324 25 |



Member Tutorial

FAQs/Help

FAQs/Help

FAQ and Help provides onscreen help, tutorials and a “service ticket” form.

3 OnCorps AmeriCorps - Minnesata Extranet - Mozilla Firefox

FAQs/Help IS

&-2-& @& U el comrdex Tl G
Se I eCt FAQS/H e I p to VI eW on Corps,_ Log;ed inas Am:rlcorps Mgeymberrcmerlne S?ﬂoa]:::
Reports™ Program Year: 2007-2008

frequently asked questions - Lo ou

about OnCorps Reports. ﬁéi?i = F +A 3

Addto/Update  View Reports Directories FAQs/Help My Profile

FAQ/Help FAQ/Help

1aW

&5 and regional coordinators

ass atthis level

2n update the progrem site

Q
A PROGRAM DIRECTOR

10gs In and approves
tmesheats for aac

QIN USEMame
mber record has a
n I you don't have

Q. Iforg
A Ifyour n
informa

email add

Q My contact infon

@ of hese fields for any rea

Com




Member Tutorial

My Profile

My Profile
My Profile allows all system users to update basic contact information within their records.

My PrOfI I e 'Op»tr( n.. nunlllh Firefox

& - - € 2 het:ffoncorpareponts tels. comiindex aspTpegeiDes) ] |Gl
Seleqt My Profile” to view OnCor Ps_* Log;ed in as Am:rlcorps vt
or edit your user record. ... Reports™ = e alll

Select “Submit” when ﬁ:ﬂi:}i 3 ﬁij

.. . . Addto/Update  View Reparts Directories Member Hours FAQsHelp My Profile
finished, if making changes ——
Or additions. My PrOf“e First Name: Catherine Last Name: Settann

Supervisor: Test Supervisor

Email: cathe org
Address: po Address 2:
City: minneapois
State: M v Zip: 55407
612 724/ |909°
Phone: - Fax:
Ext.

Cell:

Subrmat




