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Introduction to ARES 
 
The AmeriCorps Reporting and Enrollment System, or ARES, is an online system created by Equal Justice 
Works as a central location for collecting information from host sites. It is an internal Equal Justice 
Works system and is not directly affiliated with AmeriCorps. 
 
To access ARES, please go to https://info.equaljusticeworks.org/ares/login.asp. Your login information 
will be your email address and the password that Equal Justice Works provided you with, or your 
personal password if you have changed it. If you cannot remember your password, click “Forgot 
Password?” on the login page. 
 
If you have new staff and need a new login created for them, please contact a Program Coordinator.   
 
 

 
 
After you log in, you will see the ARES page with four tabs and with your name in the upper right-hand 
corner, as follows: 
 

 
 
This guide will go through the tabs from right to left, because that is the general order in which you will 
be using them.   
 
The tabs will be described in greater detail below, but here is a brief summary of their purposes: 

 Host Fellows: Lists your host site’s Fellows for the chosen year; allows you to create a new 
Fellow profile. 

https://info.equaljusticeworks.org/ares/login.asp
mailto:americorpsmail@equaljusticeworks.org
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 Host Sites: Lists your host site’s service locations; allows you to create new locations. 

 Host Home: Allows you to upload host site documents (e.g. union concurrence) for the chosen 
year. 

 Fellow Home: Allows you to upload Fellow documents (e.g. Passport) for the chosen Fellow and 
year. 

 
Additionally, please note that if you want to change your password or otherwise edit your profile, you 
can click “Profile” in the upper right-hand corner. This will bring you to an “Edit Profile” page. Make the 
edits that you would like to make and then click “Submit.” If you decide that you would not like to make 
any changes, click “Cancel.” 
 
Finally, to log out of ARES, click “Logout” in the upper right-hand corner. 
 
ARES Quick Tips 

 You will be doing most of your work in ARES in the “Fellows Home” tab, but you cannot go 
directly there – you have to go to “Host Fellows” first.  

 Signing the contract before the first day of service is critical and mandatory. The Fellow and an 
authorized host site representative need to electronically sign the contract before the Fellow 
can begin counting hours toward his or her 1700 required hours. 
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Using the Host Fellows Tab 
 
Overview 
 
This tab allows you to add a new Fellow and to see summary information about each Fellow. This tab 
also is the “gateway” to the “Fellow Home” tab, where you will manage the Fellows, including their 
demographic information and their enrollment and exit documents. 
 
When you click on the “Host Fellows” tab, you will see the Fellows for the chosen year listed. To change 
the year, select a new year from the drop-down menu. Your chosen year will appear in the upper left-
hand corner. 
 

 
 
Any Fellows for whom you have already created a profile will be listed under “Host Site Fellows (Year).” 
Their name, email address, and site assignment are all visible on this page. Here, you can also quickly 
see if they are missing any Enrollment or Exit documentation. The green check marks denote that the 
document has been submitted; the red “X”s mean that the document is still missing. Enrollment 
documents need to be submitted as soon as possible at the beginning of the Fellow’s term, and Exit 
documents should be submitted on the Fellow’s last day of service. Please see the section on the 
“Fellow Home” tab for more details about these documents. 
 

To the left of the Fellow’s name, you will see a magnifying glass  and a pencil . If you click on the 
magnifying glass, you will be transferred to that Fellow’s “Fellow Home” tab (this is the tab where you 
upload enrollment and exit documents for the Fellow). The pencil will bring you a page to edit the 
Fellow Profile. More details about editing the Fellow’s profile can be found in the next section on 
Registering a New Fellow. 
 
Registering a New Fellow 
Before you can proceed with any of the other steps outlined below – editing the Fellow’s profile and 
uploading documentation – you will need to add your Fellows onto ARES. To do so, you will click 
“Register New Fellow” on the Host Fellows tab after selecting the proper year for the Fellow. 
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This will bring you to a page to create a new account by entering the Fellow’s email address twice.  
Please use a Fellow work email if at all possible, working with your IT department to establish a work 
address, even if the Fellow has not yet started service.    
 

 
 
Type the Fellow’s email twice, and then click “Confirm Account.” This will bring you to a blank “Edit 
Profile” page. 
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To finish creating the Fellow’s profile, you will need to create a password for the Fellow. We recommend 
something generic, like “justice2012.” You will also need to fill out all the necessary fields (marked with 
an asterisk). For the Fellow’s Middle Name, you can put an initial if the Fellow so prefers. If you do not 
know what should be entered in a particular field, such as the Fellow’s Emergency Contact, you can fill it 
out with temporary information so as to proceed with the account creation.  
 
Please make a note to ask the Fellow to go back in and edit their Profile to add any unknown 
information. They can do this by clicking “Profile” in the upper right-hand corner of their ARES page. 
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To specify a host site location on the Fellow’s profile, go to the section called “Site Locations” and click 
the pencil next to the relevant year, select a location, and click “Save Location.” If you have not yet 
created the proper location for this Fellow, please see the information on the Host Sites tab below. You 
need not specify a location for now, if you have not yet created the proper location. 
 

 
 
Once you have completed the Fellow’s profile, click “Submit.”  
 
Next, go back into the profile by clicking on the pencil icon again, and enter the Fellow’s Social Security 
Number.  There is a space for it directly below the date of birth field.  Please note: A Fellow cannot be 
registered with AmeriCorps until you enter their Social Security Number, and a Fellow cannot get credit 
for service hours (and you cannot be reimbursed for their living allowance and supplemental benefits) 
until the Fellow is properly registered with AmeriCorps.      
 
The Fellow will now appear on your Host Fellows page. If you did not assign the Fellow a service site, 
they will appear with “None Assigned” next to their name. Because the Fellow has not yet logged in, 
they will not have anything listed under “Last Login,” as with “McKenna Freese” here: 
 

 
The Fellow can now log in, and you and/or the Fellow can add documents to their Fellow Home page. 
For directions on how to do this, please see “Using the ‘Fellow Home’ Tab” below. 
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Using the Host Sites Tab 
 
Overview 
The Host Sites tab is used primarily for listing the locations where your Fellows serve, or where your 
service sites operate if your host site is the fiscal agent for one or more other host sites (e.g. OneJustice 
and Advocates for Basic Legal Equality). You can also add “Site Memos” here, although this practice is 
now fairly obsolete. 
 

 
 
Host Site Locations 
Your host site may operate in just one location, or it may have several locations. If you are the fiscal 
agent for other organizations, they too may operate in one or more separate locations. Each location 
where a Fellow will be based should be listed here. 
 
To add a new site location, click “New Location” on the Host Sites tab. This will bring you to a new page 
for creating a new location. 
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Fill out the location’s name and address and click “Save.” This will bring you to a page for the new 
location: 
 

 
 
From this page, you can click “Edit” to edit the location’s information, “Return” to return to the main 
Host Sites tab, or “New Memo” to add a memo for that location. 
 
Host Site Memos 
From the main Host Sites tab page, you can click “New Site Memo” to create a memo about your entire 
host site (all locations) for Equal Justice Works. Memos are internal to Equal Justice Works and cannot 
be seen by AmeriCorps unless Equal Justice Works chooses to share them. 
 
The memo feature is useful if you would like to make sure that information about your host site is 
preserved for Equal Justice Works staff across transitions, but we recommend sending an email to 
staff members alerting them that a memo has been created. Alternatively, you can simply send the 
memo information to staff members by email. 

 

 

After you click on “New Site Memo,” a text box will appear in which you can compose your memo: 
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When you are done, click “Save Memo” to save the memo for Equal Justice Works staff.  Please 
remember to email the staff to let them know you’ve created a memo.   
 
 
 

Using the Host Home Tab 
 
Overview 
The Host Home tab is used for uploading the documents that are related to your host site, and which are 
thus applicable to all your Fellows (with some exceptions; see below). Make sure to select the proper 
year before uploading any paperwork. All documents need to be re-uploaded each year.   
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Uploading Site Paperwork 
For all necessary paperwork, click the relevant “Upload Document” button, click “Browse,” and then 
click “Submit Upload.” If you clicked “Upload Document” mistakenly, click “Cancel” to return to the tab’s 
main page. If necessary, you can upload multiple documents for any of the categories. 
 

 
 
After you have uploaded a document, click on it to ensure that it is the correct document. If not, click 
“Remove File” to delete the file, and then upload the proper document. 
 



2012-2013 ARES How-To Guide 

13 

 

 
 
You can see which items you have uploaded by looking at the right side of the page. There, you will see 
either a green check mark or a red “X,” depending on whether or not the document has been uploaded. 
Please ensure that everything but the Site MOU (unless it is applicable to your site) has a green check 
mark next to it, as pictured below: 
 

 
 
Necessary Site Paperwork 
Subgrant Agreement. Equal Justice Works will send your site a subgrant agreement via email. Please 
print, sign, and scan the Sub-grant Agreement Form. Upload the scanned version to ARES, and then 
submit the paper version by mail to Equal Justice Works. 
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Site MOU. If your site is acting as a fiscal agent for another AmeriCorps Fellow site, please create an 
MOU between your site and the other host site. Equal Justice Works will review any MOUs before 
agreed upon by any parties. After the agreement is verified, click “Upload Document” under the MOU 
section, browse for the file, and then click “Submit Upload.” 
 
Health Insurance. Upload a copy of your health insurance policy that will cover the Fellows in the 
program. You need to upload paperwork explicitly stating the names of each of the Fellows. If your 
Fellow waives insurance because he is covered under a different policy, such as his spouse’s policy, 
upload that policy paperwork here. 
 
Malpractice Insurance. Upload a copy of your malpractice insurance that will cover any and all of the 
AmeriCorps Legal Fellows. 
 
Union Concurrence. If your site operates without a union, you must click the “View Certification” button, 
select “No,” and certify your selection.  If your site operates with a union, click the “View Certification” 
button, select “Yes,” and certify your selection.  You must then upload the document that certifies that 
the union concurs with the placement of AmeriCorps Fellows at your host site. 
 
Mid-Year and Annual Reports 
ARES is used for collecting data for mid-year and annual reports. When it is time for this data to be 
collected, “Mid Year Reports” and “Annual Reports” will appear below the “Union Concurrence.” The 
Mid Year Report is collected in March, and the Annual Report is collected in October. Please be on the 
lookout for further information from us on these important procedures. 
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Using the “Fellow Home” Tab 
 
Overview 
The “Fellow Home" tab is where you will do most of the work in ARES. However, you cannot access it 
directly when you first log into ARES. Instead, you must first select a Fellow. To do this, go to the “Host 
Fellows” tab, and then click the magnifying glass next to the name of the Fellow you wish to select. 
 

 
 
This will bring you to the “Fellow Home” tab for that Fellow. Once there, be sure to select the proper 
program year for your purposes. At the top left-hand corner of the screen, you will see the program year 
and the name of the Fellow. 
  

 
 
The Fellow that you have selected is now temporarily “locked in” as your “Fellow Home” Fellow, and 
you can click on other tabs and then return to the “Fellow Home” tab, and it will still be on the same 
Fellow. To select a different Fellow, you will need to return to the “Host Fellows” tab and click the 
magnifying glass next to the Fellow you wish to select. 
 
Once on the “Fellow Home” tab, you will see four sections of documents: “Fellow Enrollment,” 
“Contract Certifications,” “Document Uploads,” and “Project Exit.” See below for a discussion of each of 
these sections. 
 
Note that the green check marks and red “X”s on this page, which indicate whether or not a form has 
been completed, match up with the marks on the “Host Fellows” tab. For example, we can see that John 
Smith’s “Enrollment Status” has three check marks, followed by an X, followed by three more check 
marks, and then two “X”s. 
 

 
 
These marks align with his “Fellow Home” tab: 
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As you can see, if we ignore the obsolete Entrance Survey at the top, the red and green marks match 
those of the “Host Fellows” tab: 

 Three green check marks for the Project Description Form, Fellow Enrollment Form, and 
Contract 

 A red “X” for Supplemental Benefits, since one of the two signatories is missing 

 Three green check marks for the Fellow Release, Criminal Background Certification, and 
Document of Eligibility 

 Two red “X”s for the I-9 Form and the Fellow’s Resume 
 
This means that you can easily see whether a Fellow is missing enrollment or exit documentation from 
either the “Host Fellows” tab or the “Fellow Home” tab. 
 
Fellow Enrollment 
The Fellow Enrollment section includes three items: the Entrance Survey (obsolete), the Project 
Description Form, and the Fellow Enrollment Form. 
 
Entrance Survey 
This item is obsolete. 
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Project Description Form 
This form needs to be completed on or before the Fellow’s first day of service. To begin, click the 
“Project Description” button. 

 List the start and end dates for the Fellow’s term of service. This section will become part of the 
AmeriCorps Fellow contract. Make sure that the Fellow’s term is either 11 or 12 months, and no 
longer than 365 days.  For example, term of service should be from 9/1/12-8/31/13 and not 
from 9/1/12-9/1/13. 

 Enter the Position Description for the individual AmeriCorps Fellow to whom the contract 
applies. The Position Description should specify the types of duties, service activities, and 
assignments the AmeriCorps Fellow will be expected to complete. This Position Description must 
be approved by Equal Justice Works before you enter it into this form, as it will become part of 
the AmeriCorps Fellow contract. Please note: The position description is a KEY item monitored 
and audited by AmeriCorps on a quarterly basis. It is very important that this document be 
complete, not include any prohibited activities and represent as accurately as possible the work 
the Fellow will be doing.   

 List any other additional benefits (outside of Supplemental Benefits) in the text field provided. 
This includes items like bar dues, professional development costs, etc. This section will become 
part of the AmeriCorps Fellow contract. 

 Certify that the project description does not include any activities that violate the AmeriCorps 
Prohibited Activities list. 

 Click “Save and Return” to save the form and submit it later, or click “Save and Submit” to 
submit the form now. 

 
Fellow Enrollment Form 
This form asks basic questions related to the Fellow’s citizenship, past AmeriCorps experience, and 
demographic information. These questions come from AmeriCorps and help us to ensure compliance 
with AmeriCorps regulations. Ask your Fellow to complete this form and submit it on or before his or her 
first day of service. 
 
Contract Certifications 
The Contract Certifications section includes four items:  

1. The Contract; 
2. The Supplemental Benefits Authorization; 
3. The Fellow’s Release Form; and  
4. The Criminal Background Check Certification Form. 

 
Contract 
The Contract will automatically populate once the Project Description form has been completed and 
submitted. 
 
The host site and the Fellow will be bound by the terms and conditions of the contract. The contract 
must be signed by both parties on or before the first day of Fellow's service. Hours served before 
signing the contract are not allowable.  Those hours will not count toward the Fellow’s 1,700 hour 
requirement, and your host site cannot be reimbursed for any living allowance or supplemental 
benefits paid prior to the date on which the contract is signed.   
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Equal Justice Works will also sign the contract as soon as possible; you do not need Equal Justice Works’ 
signature to start counting hours, but the earlier we can sign it, the better, so please alert us as soon 
both the host site and the Fellow have signed it by sending us an email. 
 
To certify the Contract, click “Certify Contract,” read over the Contract, and then input the required 
information before clicking “Certify Accept.” This action serves as your electronic signature. If you are 
not ready to sign the Contract, click “Cancel/Certify Later.” 
 
Supplemental Benefits 
We strongly encourage you to contact your Fellow(s) in advance of his or her first day of service to 
establish what personal expenses will be used to justify the Supplemental Benefits amount you set 
forth. The Supplemental Benefits contract should be established by the end of the Fellow’s first week of 
service. 
 
To sign the Supplemental Benefits Authorization, click “Certify Benefits.” 

 Under “Amount of monthly supplemental benefits that Host Site will pay to Fellow,” enter the 
amount of monthly supplemental benefits you have submitted for your budget for this Fellow. 

o Minimum of $12,000 per term of service 
 Minimum of $1,000 monthly per Fellow with a 12-month contract 
 Minimum of $1,090.91 monthly per Fellow with an 11-month contract 

o Maximum of $30,800 per term of service 

 For each expense, input: 
o Distribution Type (type of expense, e.g. Housing) 
o Lender or Payee (e.g. John Doe, Landlord 
o Monthly amount that will go toward that expense 

 Click “Save and Return” to save your values 
o Click “Cancel” if you wish to input the values later 

 Click “Certify Benefits” again. There should now be a “Total” for the amounts you inputted. 
o This total should be greater than or equal to the “Amount of monthly supplemental 

benefits that Host Site will pay to Fellow.” This way, all of the money that you are 
requesting for Supplemental Benefits in the top field is accounted for in the fields under 
it. 

 When you are ready to sign the Supplemental Benefits Authorization:  
o Click “Certify Benefits”  
o Click “Lock in and Sign” 
o On the window that pops up, click “OK” 
o Click “Sign Contract” to certify that you agree to pay for these Supplemental Benefits 
o Read over the Supplemental Benefits Authorization Form, and then input the required 

information before clicking “Certify Accept.” This action serves as your electronic 
signature. 

o If you are not ready to sign the Contract, click “Cancel/Certify Later” 

 If you have made an error in the Supplemental Benefits and want to correct it before signing the 
Authorization Form, click “Un-Submit” and then click “OK” in order to edit it 

 Click “Return” to return to the “Fellow Home” tab 
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Fellow Release 
The Fellow Release form must be signed by the Fellow on or before the first day of service – preferably 
well before the Fellow’s first day. This certification allows for the host site to complete the required 
criminal background checks on the Fellow. No hours may be counted toward the Fellow’s service until 
the Fellow Release form has been signed and the proper background checks completed or initiated. 
 
Criminal Background Check Certification 
The host site certifies that all proper background checks have been initiated or completed. This 
certification must be submitted on or before the first day of service. We strongly encourage you to 
initiative background checks as soon as possible after choosing your Fellow. Until the check is 
completed, your Fellow must be accompanied whenever in the presence of anyone with any disability, 
anyone under 18 or anyone over 60.   
 
By signing the certification, you are agreeing that: 

 The Fellow gave you permission to perform the FBI and State Background Checks (by signing the 
Fellow Release Form above). 

 You have completed and documented the NSOPR check by going to the NSOPR website, looking 
up the Fellow, and printing out date-stamped pages showing any results that came up for the 
Fellow’s name. For any results that come up, please check that the name that came up is not the 
same person as the Fellow. Then, write a note on the print-out that you have checked each 
result and that none of the names listed are the same person as the Fellow. Please note that you 
do not need the Fellow’s permission (in the form of the Fellow Release form) in order to conduct 
the NSOPR check, as these records are public. 

o A statement from you is also required to certify that you used and considered this 
information from the NSOPR to choose your Fellow. 

 You have initiated the FBI Background Check, and you have documented that you initiated it. 

 You have initiated the State Background Check or Checks, and you have documented that you 
initiated it/them. 

 You will maintain records of results that come back from the FBI and State Background Checks. 
 
Document Uploads 
The Document Uploads section includes four items:  

1. The Document of Eligibility,  
2. The most recent USCIS I-9 employment document form,  
3. The Fellow’s Resume, and  
4. Other optional documents. 

 
Document of Eligibility 
Click “Upload Eligibility” to upload an image of a document proving the Fellow’s citizenship. This 
document could be a Passport, Birth Certificate, etc. Here are the acceptable documents: 

 Birth certificate showing birth in one of the 50 states, the District of Columbia, Puerto Rico, 
Guam, the U.S. Virgin Islands, American Samoa, or the Northern Mariana Islands; 

 United States Passport; 
 A U.S. State Department-issued certificate of birth abroad (FS-240, FS-545 or DS-1350); 
 A certificate of naturalization (Form N-550 or N-570) issued by the Immigration and 

Naturalization Service; 
 A certificate of citizenship (Form N-560 or N-561) issued by the Immigration and Naturalization 

Service; 

http://www.nsopw.gov/Core/Portal.aspx?AspxAutoDetectCookieSupport=1
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 Permanent Resident Card or Alien Registration Receipt Card (Form I-551); 
 A passport indicating that the INS has approved it as temporary evidence of lawful admission for 

permanent residence; or 
 A departure record (Form I-94) indicating that the INS has approved it as temporary evidence of 

lawful admission for permanent residence. 
 
You are required to provide additional documentation if your current legal name is inconsistent with the 
name indicated on my uploaded document. You may upload a document such as a marriage or driver's 
license. 
 
Please see the AmeriCorps Regulations for further details about this requirement. 
 
After clicking “Upload Eligibility,” select the document type (e.g. US Passport), click “Choose File,” and 
click “Submit Upload.” 
 
I-9 Form 
Click “Upload I-9” to upload a scanned copy of the Fellow’s completed I-9 Form. Please ensure that the 
form you are using is the most up-to-date version of the USCIS I-9 Form. You can search for “I-9” on the 
USCIS website to get the most up to date form.   
 
Resume of Fellow 
Click “Upload Resume” to upload the Fellow’s resume.  The resume should be in Microsoft Word or PDF 
format.   
 
Project Exit 
The Project Exit section includes four items: the Time Log, the Time Log Certification & Exit Form, the 
Exit Survey, and the Education Award Certification. 
 
These items must be completed as soon as possible on or after the Fellow’s last day of service, 
preferably within one week of the Fellow’s last day. 
 
Time Log 
The Time Log can be completed by either the Fellow or a host site staff member. To complete the time 
log, click “Time Log.” At the top of the page, enter the Fellow’s last day of service. 
 
The last day of service entered here should align with the last day of service stated on the Fellow’s 
Contract. 
 
Next, enter the Fellow’s service and training hours by month. Please ensure that all hours are properly 
recorded and that the host site has detailed records of these hours on file. If you are not sure whether 
your host site is properly following AmeriCorps timekeeping procedures, please contact Equal Justice 
Works immediately. 
 
To save the Time Log and come back to it later, click “Save and Return.” To save and submit the Time 
Log, click “Save and Lock in.” To eliminate the changes you have made, click “Cancel.” 
 

http://www.americorps.gov/help/ac_sn_all_2012/WebHelp/2522_200_Subpart_B%E2%80%94Participant_Eligibility_Requirements_and_Benefits_%C2%A7_2522_200_What_are_the.htm
http://www.uscis.gov/
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Once you have saved some or all of the hours, they should be visible on the main “Fellow Home” tab. 
Next to the “Time Log” button, you will see a total of all hours entered, including both service and 
training hours: 
 

 
 
The total number of hours must exceed 1700 in order for the Fellow to receive his or her Education 
Award. Furthermore, the Fellow’s training hours cannot exceed 20% of the total number of hours, per 
AmeriCorps regulations. 
 
Certify Time Log 
After the Time Log has been completed, both the Fellow and a host site staff member must certify that:  

 The Time Log is correct 

 The Fellow did not participate in any AmeriCorps Prohibited Activities 

 The Fellow satisfactorily completed his or her assignments 

 The Supervisor performed mid-term and end-of-term evaluations of the Fellow  
 
The Fellow must certify this document before the host site staff member can do so. 
 
If either the Fellow or the host site staff member finds there to be any problems with the Time Log, he 
or she can return to the “Fellow Home” tab, click on the “Time Log” button,” and click “Un-Submit.” 
Click “OK” to certify that you wish to un-submit the Time Log. Once you have done so, you will be able to 
modify and re-submit the Time Log. Please note that un-submitting the Time Log also un-submits the 
Time Log Certifications, which will need to be redone. 
 
Exit Survey 
The Exit Survey helps Equal Justice Works to gauge the Fellow’s experience. 
 
The Fellow should complete the Exit Survey as soon as possible on or after his or her last day of 
service.  
 
Certify Award 
After the Time Log Certification has been signed by both the Fellow and a host site staff member, a host 
site staff member – preferably the Project Director or Executive Director – will need to certify the 
Fellow’s eligibility for the Segal AmeriCorps Education Award. To do so, click “Certify Award.” 
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Ensure that all information on the form is correct – the Fellow’s name, the Program Year, the number of 
hours served, and the date of completion. Then, choose one of the four options listed for certification: 
 

 
In most cases, you will choose the first option. However, if the Fellow is leaving early for “compelling 
personal reasons,” as discussed in the Fellow’s Contract, Section VII (E), then you may choose that 
option. Please discuss all early Fellow departures with Equal Justice Works staff and we will work 
together to determine eligibility for the Education Award. Alternately, if the Fellow is being dismissed 
early for misconduct, if the Fellow had to leave early for a reason other than a “compelling personal 
reason,” or if the Fellow did not fulfill all service requirements, then you should choose the third option. 
You can also choose the fourth option, if you would like to include an explanation for why the Fellow is 
not eligible for the Education Award. 
 
After you have selected the proper option, please fill out your information and click “Certify Accept.” 
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Questions 
 
If you have any questions about ARES or suggestions for this manual, please contact Katrina Mason at 
kmason@equaljusticeworks.org or McKenna Freese at mfreese@equaljusticeworks.org. 

mailto:kmason@equaljusticeworks.org
mailto:mfreese@equaljusticeworks.org

