
 
 
 

 

Greetings JV AmeriCorps members!  Accurate and regular timekeeping and reporting are essential for us to 
keep our program going and make sure everything stays on track for a successful program year. Throughout 
your service year, you will submit Timesheets, Direct Service Activity Reports, Volunteer Mobilization Reports, 
and Great Stories using the OnCorps Reporting System.  ALL the instructions you will need to this are below!  

 

Timesheets  

1. Go to the link: http://jvcnorthwest.oncorpsreports.com/  
2. Click program year 2019-2020 and then the blue submit button 
3. Click the AmeriCorps Member link 
4. Log in 
5. Along the top, you’ll find “Time Tracking.” Hover over it and select “Enter Timesheets.” 
6. Select 08/01/2019 - 08/31/2019 (or appropriate month) and click "Choose." 
7. Enter your time for the week. 

 

 
 

a. Most hours go under “Service.” This includes time spent at National Day of Service events. 
b. If you have participated in any Training or Enrichment, please record that under “Training.”  

i. Training hours cannot exceed 20% of your total AmeriCorps hours. 
ii. This is time that you, the JV AmeriCorps member, spend in training and professional 

development activities related to your service, not training you provide to others. 
iii. If there was a JVC Northwest event in the month (e.g. retreats), you will be e-mailed the 

hours that go under this section before your timesheet is due. 
c. If you are in a position approved to do a limited amount of in-kind fundraising, you may enter 

some hours into fundraising. Contact AmeriCorps Manager if you have questions about this. 
i. This must be less than 10% of your total service hours. 

d. You cannot count more than 18 hours of service in one day (including time traveling to/from 
retreats or if you assist with an overnight activity within your placement).  

e. DO NOT record hours for lunch breaks, sick days, or any leave days. 
f. DO NOT record any hours before they have been completed! 
g. DO NOT submit your timesheet before all hours have been served for the month.  

8. Please leave the “Comments” field blank. Any service activities you complete for the month should be 
recorded in the monthly direct service activity reports, NOT the timesheet comments field.  

9. Once you have completed all of your hours for the month, please select “Authorize and Submit.” Your 
completed timesheet will be sent to your supervisor who will review your timesheet. Submit no later 
than the 5th of the next month. 

http://jvcnorthwest.oncorpsreports.com/


 
Along with your monthly timesheet, at the end of each month, we need you to submit reports of your Direct 
Service Activity and Volunteer Mobilization for the month.  
  
 

Direct Service Activity Reports 

Direct Service Activity Reports need to be submitted EACH MONTH OF SERVICE to complement your 
timesheets! These reports are to be a 2-3 sentence summary of your JV AmeriCorps-related service activities 
for the month. These reports verify that you are doing service activities as outlined in your position description 
that steer clear from prohibited activities.  
  
Here's how you submit direct service reports: 
 

 
 
 
After you've logged into OnCorps, go to Reporting > Submit Reports > Direct Service Activities > Add a New 
Direct Service Activity.  
 
 

 
 

 The Direct Service Activity Name is simply called "August" (or whichever month you are reporting). 

 Put in the Date. 

 Add the number of People Served.  

o This should be an unduplicated count for the entire length of the year. That means, if you have 

served and counted clients/students/patients in August, they would not again be counted in 

September or later months. You only count ‘new’ clients each month. 

 The Duration is monthly. 



 From the Reporting Period menu, select Q1. 

 THEN share a few lines of text about what JV AmeriCorps-related service activities you've been doing 

over the past month.  This should be a brief overview of your service for the month- think 3 sentences! 

DON’T copy and paste the same text every month – we know different things happen!! 

 

This is where you need to...WATCH YOUR LANGUAGE $##&%(%)$#%$!!!!!!!! 
  
Watch Your AmeriCorps Language! Because of our grant recruitments and our audit, it's essential that none 
of your reporting could be misinterpreted as "prohibited" AmeriCorps activities. This means no non-approved 
fundraising, other prohibited activities, or anything that sounds like employee displacement (subbing). 
Generic office activities such as answering phones and sitting at the front desk are often put into question 
when not framed in a way that describes how they support your specific program and its beneficiaries.  For 
example, spending time at the front desk could be reported as directing clients to________ services. 
  
 
 
 
 

 

 

  

Other Important AmeriCorps Terms: 
 
MEMBER not staff, employee, or volunteer 
SERVICE not work or shift 
PLACEMENT OR AGENCY not office, job, or workplace 



Volunteer Mobilization Reports 

Along with timesheets and direct service activity reports, EVERY MONTH, at the end of the month, you must 
also submit a Volunteer Mobilization report, whether or not you have recruited or managed any volunteers!  
 
Mobilizing (recruiting and managing community volunteers) is a top priority for the Corporation for National 
and Community Service.  Please help us share the impact you have in this area! 
 
Here's how you do it: 

 
  
 
 
 
 
 
 
 
 
 
 
 
 

 

 In OnCorps, follow Reporting>Submit Reports>Volunteer Mobilization.  

 Choose the "Add a New Volunteer Mobilization Event" button.  

 Enter the specific number of volunteers you RECRUITED or MANAGED. Please note some specifics:  

o Report the Number of Volunteers recruited for the month, even if it's zero!  

o The Number of Volunteers must be an UNDUPLICATED count, so if you have counted them in a 

previous month, DON’T COUNT THEM AGAIN.  

o BUT, DO COUNT ALL VOLUNTEER HOURS regardless if the volunteer has served in previous 

months. 

o In case of an audit, please ensure your placement has a process established for tracking 

volunteers. If your organization does not have a method for tracking volunteers, please create 

one. See member webpage for more details.  

 If there is another JV AmeriCorps member at your agency who helped recruit volunteers, only the 

primary person recruiting/managing them should report.  

 The Event is whichever month you are reporting (i.e. August). 



o If you want to record specific one-time events and ongoing volunteer activities separately, 

please label “August – [Event Name]” or “August – OnGoing” 

 For ongoing activities, the Date is the first date of the next month after the recruitment/management.  

For a one-time event, you can record the date for the day of the event. 

 Duration: select “On-Going” or “One-Time” as appropriate. 

 Impact Area: Choose the area that best fits. If your volunteers have an effect in more than one area, 

choose "Other" and explain further in the Narrative Text.  

 Hours: Give the cumulative hours all volunteers served. For example, if 5 volunteers served for 2 

hours, you would enter “10” into the hours section since every volunteer served for 2 hours each 

instead of just “2.” 

 Please fill in the Disadvantaged Youth, College Student and Baby Boomer information if you’re able to 

collect it! 

 Please fill in information about the types of activities your volunteers did in the Narrative Text section. 

Remember, volunteers recruited and managed by you must also refrain from prohibited activities. 

 Please ensure your volunteer tracking list is updated. 

 

Please Watch Your AmeriCorps language!! It's essential that, in case of an audit, none of your volunteer 

mobilization and recruiting reporting could be misinterpreted as "prohibited" AmeriCorps activities. This 

means no non-approved fundraising, other prohibited activities, or anything that sounds like employee 

displacement.  Generic office activities such as answering phones and sitting at the front desk are often put 

into question when not framed in a way that describes how they support your specific program and its 

beneficiaries.  For example, spending time at the front desk could be reported as directing clients to________ 

services. 

   

Other Important AmeriCorps Terms: 
 
MEMBER not staff, employee, or volunteer 
SERVICE not work or shift 
PLACEMENT OR AGENCY not office, job, or workplace 



IDEAS FOR GREAT STORIES 

Impact Snapshots:  Tell a quick story describing where you serve, a concrete issue encountered, what 
you/and others did to address it, and how things improved for your organization/beneficiaries. 

 At [Program Name] in [Locale], I became aware that [issue].  Along with [Other Folks Involved], I 
[Action Step/Service Activity].  As a result [Impact].  Feel free to be creative with form. 

Story Topic Ideas: Health and wellness, environmental stewardship, engaging community volunteers, 
how has service affected your next life steps, how did different groups come together to address a 
community issue, how does your site fill a particular need, describe a memorable day in service…. 

Helpful hints: In addition to speaking from the heart… 

 Keep things brief. Try to stay within 300 words if possible.  Shorter allows us to share your voice. 

 When possible, quantify things.  How many people were involved?  How much did things change? 

Great Stories 

At some point throughout the year, we ask that you submit at least one “Great Story” that is 1-2 paragraphs in 
length. This is a story of impact. It is an opportunity to share some of the amazing things that happen 
throughout the year in an anecdotal way.  
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

 
Great Story Example: Claudia Gomez Postigo 
At Care Partners in Hillsboro, Oregon, I became aware that our Latino patients and families were encountering 
language and literacy barriers when taking their medications. Along with one of our nurses, we created a 
color-coded system of labels, partnered with a couple families (Latinos and non-Latinos), and introduced these 
labels into their home.  
 
The results were spectacular. All feedback was positive, and we came to the conclusion that the problem was 
much bigger than the language and literacy barriers of our Latino patients. Regardless of ethnicity, educational 
background, or level of literacy, our families are juggling many medications every day, and establishing a 
system to organize the most important ones or the ones that are easiest to confuse helped them incredibly. At 
this time, Care Partners is in the process of mass printing these labels and will soon start working on a system 
to start introducing these labels onto our patient's prescription bottles. 
 
To Submit a Great Story: 

1. Log in to OnCorps. 

2. Along the top, you’ll find “Reporting.” Hover  

over it, then hover over “Submit Reports” and 

select “Great Stories.” 

3. Title what you want and enter the date—the  

reporting period doesn’t matter—you can  

choose Q1, and share that great story! 

 


