“Instructions on applying to the Communities In Schools of Florida Project
Creating a Profile

Creating a Profile
1. Go tothe www.my.americorps.gov website
2. Scroll down and click on Apply to Serve

CouNerey TR T — - 2l

[ Amencops || AmenCopswistA ||  AmenCopsmccC |

VISTA & NCCC members may see an increase in living allowances starfing 441 due tofaxrate
changes

Pleass enter yourusername and password By clicking on login™ jou are agreeing to the terms
and conditions outlined below:

Pleasec lete all

quired fields An 1y araquiredfigid
*Usermame:

*Password:

Forgot your Usemame? | Forgot your Password? | Login Help

‘ apply to Serve H ,

Register to create anew Member/Alum account

Register to create a new Institution account

This is 3 United States Government computer system This computer system. including all relatad equipment, networks, software, and dala, is
Drwlded orlh !ar authorizedUS gn.emmenlusa Unatmon_eu use ofthis s,s!en‘us smcﬂ, pro hlhrteﬂ and ma, he suh|e|:t!u cna'nlnal

3. Follow the steps to creating a profile

4. Once you have created a profile you will receive an email with a link that you must use
to complete registration Click on the link provided and it will allow you to create a
username and password for the system. You must login and confirm within 72
hours. Ensure that you hit the “Next” button at the bottom of every screen before
proceeding to the next step, otherwise information entered will be LOST

Create Profile: Step 1 of 4
Ciick here for help,

Flease usa e following alds 1o create a profile. Use your farmal name hat you would nomally wite on oficial documents rather han a nidmamea Also
you musthawe avalld e-mail address. An asterisk (") denotes areguired field

Prefic | Please Select v

* First Name:
Msdclla Hama: \
i Always remember to
o click “next” or
o etnemn information will be lost
Date of Birtic (MM
£.mad Address: - 7]
* Re-enter E-med Address: N B
(cancet ] (Corevious ] [nent] a
o >

5. Once you are done creating your username and password you will be directed to your
user homepage



Instructions on applying to the Communities In Schools of Florida Project:
Creating References

Creating references

You must first create references before you can create an application. Please know
that references are sent directly to the person you indicate so be sure to enter
correct e-mail addresses and choose individuals who check their emails often. You

may also want to let the individuals you choose know that they should be expecting
a reference questionnaire in an email.

6. To create areference click on References from the homepage and you will come
to a page where you can create references. You can create many references but
only two will be used in your application. You can select or change which two to
use at any time by selecting references during the application discussed below.

At anytime you can check the status of a reference and send reminders to
complete them.

@ HOME

(VIWNICilete ool Click on References

B MemberHome Ot heip,

A minimum of two references must be created before submitting an application

Appli
B Appiications In orderto complete a reference request jou will need the reference’'s name. e-mail, and addrass Furthar, all

B Referencas reference requests will be submitted Wa e-mail, 5o please check thatthe email you provide is valid and currentfor each
@ Submissions felrance
@ SearchListings Hame Relation » Created » Modified » Completed » Delete »
B Wy Favontes = =
: Keisha Ragland Notavailable 08/152009 08152009 No send reminder 0
B Contacthly AmernComps
Dr Bemadette Kelley Job Supenisor 0111/2008 01112008 Yes O
Linda Sapp Notayailable D111/2008  01/1172008  Yes O

R LTy )

8a. In your application which you will complete later you can select which two

references you would like to submit. You can change this at anytime even after
submitting an application

hﬂy ArneriCOrps Create App]ication: step 8of 8

B Member Home

Chck here for help.

@ appications

oy H > Ski = 1 = >
B References Employment History Skills & Experience Community Service Education
@ Submissions Motivational Statement > -~ Criminal History ™ Optional Information > ~ References

B Search Listngs
ity Favortes References
Contact Wy AmerCorps

Pleass sslect twa refarences o be submiied with this appicaton. If you have nat created twe reference requests,
you may cregts them now by cickng craaie reference. Piease note, in order i complets a reference reques! you

wil need the reference’s name, e-mail and address. Further, ad ref: quests will be via e-mai. s
pl=ase check that the emad you provide 15 vala and curnent far each reference.

Name» Relation» Created» Modified Completedr Selects
Keimha Ragland Mot avakabis CA/NSR2009 021522008  Me 14

Dr. Bemadeite Keley Jab Superviaar g1 12008 UrA2e0e Yes
Linda Senp et avadsbie C11172008  OUI12008  Yes )

[ newreterence |[ cancei || previous |

Finish Application
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Creating an Application

Creating an application

An application must be created before you can apply to the project. Creating an

application is only the first part of applying to our project. Once you are finished
creating an application you must then submit that application to Communities In
Schools Florida which you will see in the next section

7. On the left there will be a menu with several links. Click on Applications to create an
application

fmprecrut findax, do?SID :f?iazdlfgbglebcﬂ ?hxﬁ?aodaoz&msdssasmbelml

Click on Applications to
create one

My AmeriCorps A B Your World

Your Chance To Make It Better.

£ %Il il 210 Pl & informatio
alwall halp vou befors, dunng and sfter your senica Plaase
be sure that all of your contactinformation 15 up-to-dale

B MembarHome
M FEpplicationd

B References
B Submissions My information
@ SearchListings
B My Favoritas

B Contactlly AmerniCorps

Change Passwaord
View My Profile
Edit My Profile

Applications

8. Follow the steps to create your application. There are 8 steps to completing the
application. Make sure to enter information in every field. If you have nothing to put in
that field or it is not applicable to you please indicate that or else you will not be able to
continue. Also remember only to put applicable characters in their respective fields. For
example only put numbers in fields that ask for numerical data. Once you have

completed the application you are now ready to apply to the project. You cannot apply
to the project without having a completed application. You can tell if your application or
sections of your application are complete by licking at the check boxes above the
sections. Example below:

An unchecked e box
indicates that a
section is incomplete

Xeate Application: step 1 of 8

A checked box indicates
that a section i:s_ com pl_e;te_‘

ghiank you for making an application. After each step, wheny saved

information will remain 2aved should you wish to ext the application STt [ges

-

Employment History - Skills & Experience = C ity Service = Education =

Motivational Statement = Criminal History = ptional Information = References

Employment History

Click here for help.

|_Beoinning with the most current or most recent posiion, list and brieflv describe the last four positions vou have
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9. On the homepage click on search listings

rida Project:

My AmeriConps - Home
hittps:ffmy | americonps.

& HOME

My AmeriCorps

B MemberHome

B fipplicationd
B Reterancas

B Submissions
Bl SearchListings
B My Favonites
Contact My AmeniCorps

Page
Qov/mpirecrut findex, doTSID=6c560 264537 1b27e2aF 15051 ebedef Tb3ch 1 30d2024c 74505566 184b61 8068

N Your World.

Your Chance To Make It Better.

" sword
View My Profile
Edit My Profile

10. You will be brought to a search page. Scroll down to the search field a

nd in the box titled

Program Name type in Communities In School of Florida and hit Search.

To searchiorprograms, you may use eitherthe Quick Search or Advanced Search option

Quick Search
To search for programs by type and/erlocation, orto find a specific program name, please

Program Type: v
State: | v

Program Name: |communities in schools of fioridg]

Advanced Search
You may selectany ofthe following criteria to narrow your program search.

[J ameriCarps VISTA

AmeriCorps Program Type Service Terms

Do you already know the name ofthe projectwhere youwouldliketo  Are you lookingto serve fulltime, parttime, or
serve? justoverthe summer?

[J Americarps NCCC (] Full Time

O AmeriCorps NCCC Team Leaders [ partTime

[F] AmeriCorps State /Mational ] summer

F] Aniei _ Education Level H
AmeriCorps VISTALeaders A few of our projects require a certain level of

asducatinninardarta carg Whatic uniir

——al

Type in Communities In
Schools in the box as
shown here and click
search
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11. Once you hit search the results page should display Communities In Schools of Florida
VISTA Project 2007 (Look below for screenshot). Click on our project. which will bring
you to a page with a more detailed description.

Click here for help.

*,

Accepting Applications Now

Resuits 1 Through 1

Your search returned 1 results.

Click Here

Program Name - Date * Location *

E ) : < 08/01/2007 FL
= Communities In Schools of Florida

VISTA Project 2007

This projectestablishes coordination amang youth serving organizations and schaols. therebyimproving services
to at-risk youth, and helping them make leng-term academic and life gains.

Refine Search J

12. You will come to a detailed description page. Scroll down and click on Apply Now
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Instructions on applying to the Communities In Schools of Florida Project:
Applying to the Project

14. A certification page will come up. Read the information and scroll down. You will be
asked to certify that you are over the age of 18. The only reason a certification page
would not come up is you have not created an application or if your application is
incomplete

15. When you are finished click submit

nE‘”COFDS Submit L!Stfng

Tome The fotiowing appication will b8 usad to SUBMIL:

s Appiisation 1

=5

s = "

Certification

= Sy suomIng s SPOHCII0T SRCTDISEY, | 2T 1131 31 07 1 SIFEMENS M30S 1 TN anplieaon are trs
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Congratulation your application has now been submitted!!! You can view
the status of and withdraw your application at anytime.

Figase rote
® Your apphication has been submitted successfully . You will be notified by email when the status of
your application changes

froar Homs
phzgtong - -
Submissions
2 If you rave Cesn S2IRTISd by 3 DrOgIENT. DIRISE Click OF tha DIOQENT name 10 BooaDt of decling tha offer
miSSong
soh Listings Click here for help.
Favorites
" Program & Application » Created » Last , Status »
taot My AmerCorps lodified
Communities In Schoals of Florida - s DTNE2009 o7 52009
MISTa Projsct 2007 Applcaton?  ozoipu 0201 Pu i

withdraw




