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REPORTING INSTRUCTIONS  

 

 

 
 

PERFORMANCE MEAURES DUE IN ONCORPS 

September 21, 2015 

 

QUARTER REPORT DUE DATES 
1st Quarter: Start of grant through 11/30 - due in OnCorps by 12/13 

2nd Quarter: 12/1 through 3/31 - due in OnCorps by 4/13 

3rd Quarter: 4/1 through 6/30 - due in OnCorps by 7/13 

4th Quarter: 7/1 through 9/30 - due in OnCorps by 10/13 

Final Quarter: 10/1 through 12/31 - due in OnCorps by 1/13 
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Overview 

ServeOhio utilizes OnCorps, an online tracking system, to report progress in meeting your 

performance measures and member service activities.  OnCorps uses templates for 

performance measures and quarter progress reports.   

This document details the step-by-step instructions program directors/coordinators are 

required to follow in order to enter and report on your program’s performance measures.   

Performance Measures 

To assist with the creation of performance measures, please use the following guidance.  

Keep in mind that Outputs are about the program (activities/services provided), while 

Outcomes are about the participants and their change in knowledge/behavior, condition, 

skills, etc.   

Each performance measure will have, at minimum, one Output and one Outcome. However, 

programs may have multiple Outputs and/or Outcomes within each performance measure:  

 Output – products of a program’s activities, such as the number of meals provided, 

classes taught, number of individuals enrolled in a class or program, brochures 

distributed, or participants served.  Another term for “outputs” is “units of service.”  A 

program’s outputs should produce desired outcomes for the program’s participants. 

 Outcome – describes the benefits for participants during or after their involvement 

with a program.  Outcomes may relate to knowledge, skills, attitudes, values, behavior, 

condition, or status.  Examples of outcomes include greater knowledge of nutritional 

needs, improved reading skills, more effective response to conflict, getting a job, or 

having greater financial stability.  

 Target Numbers should ONLY BE ENTERED AS NUMBERS. Do not enter percentages 

(%) in the Target Number section.  If your tracking is based on a percentage, calculate 

the number represented by the percentage and enter that number in the Target.  

 All Performance Measures must be entered into OnCorps by SEPTEMBER 21, 

2015   

 Progress reports are due December 13, 2015; April 13, 2016; July 13, 2016, 

October 13, 2016 and, if needed, January 13, 2017.  If the date falls on a federal 

holiday or weekend, reports are due the next business day.  

 See the document “2015-2016 Quarterly Progress Report Requirements” for all 

data required for submission within a quarter report. 
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Each program will have the following A-C performance measures: 

A. Service Activity - Intervention – 

At least one measure is required to report your members’ activities, i.e. your program’s 

direct service activity.  This is to track the measure submitted in the application thus; it 

must match the performance measure(s) in eGrants.  If you have more than one 

performance measure in eGrants you will need to enter each measure in OnCorps using 

this template.   Each Service Activity performance measure will have, at minimum, one 

Output and one Outcome.   

Programs can have more Service Activity performance measures in OnCorps, than what 

is in eGrants, if there are supplemental member service activities the program and/or 

ServeOhio requests to track.  However, you should not have more than three (3) total 

Service Activity performance measures and you must communicate with Mary Cannon 

and gain approval prior to entering additional Service Activity measures in OnCorps 

that are not eGrants. 

 

B. Volunteer Engagement–  

This performance measure tracks the number of volunteers and their hours engaged in 

AmeriCorps-related programs, services, events and activities.  

All programs will have only one (1) performance measure for Volunteer Engagement 

that will encompass one Output and one Outcome.   

 The Output will track the number of NEW unduplicated volunteers engaged 

during the program year.   

 The Outcome will track the number of hours contributed by all volunteers 

during the year (new and ongoing volunteers). 

The Corporation for National and Community Service (CNCS) defines a volunteer as: 

“Citizens or residents in the community who are recruited and/or managed by the 

CNCS-supported organization or assigned national service participant(s) to offer time, 

knowledge, skills, and expertise for free to support the CNCS-supported program or 

organization. Community volunteers differ from national service participants in that 

they are under no formal obligation to provide a specific amount of assistance (e.g., as 

measured by service hours), and said volunteers are not enrolled in a national service 

program.  Also referred to as “leveraged volunteers.” 

ServeOhio adds the following criteria to the above definition: 
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o A NEW Volunteer is an individual that has not volunteered with the 

AmeriCorps-supported program/event/organization during the current 

program year.   

 All volunteers reported in Quarter 1 are NEW.  

o AmeriCorps members are not volunteers and should not be included in this 

performance measure. 

Additionally, ServeOhio recommends strong volunteer management practices including 

member reporting procedures that avoid duplicating volunteer numbers, i.e. avoid the 

same volunteer reported on multiple member reports within the same program. 

Each quarter, programs will report on the total number of NEW volunteers recruited and 

engaged in an Output measure.  Of the new volunteers each quarter, the program will 

narratively report how many veterans, active military and/or their family members were 

volunteers (Results Narrative).   

o Output Target Number: Report the total number of NEW volunteers 

engaged with service activities, related events and National Days of Service 

during the reporting quarter. 

o Output Results Narrative: Enter the following information -  

 From the number of NEW volunteers reported in the Target Number, 

report how many veterans, active military and/or military family 

members.  

 Enter the number of all, unduplicated volunteers engaged during the 

quarter, i.e. number of slots filled by both new and returning 

volunteers. 

 NOTE - For Quarter 1, all volunteers are to be considered NEW.   

o Outcome Target Number: Include the total (new and returning) number of 

hours contributed by all volunteers for the quarter. 

 

o Outcome Results Narrative: Include a brief description of the volunteer’s 

activities for the reporting period including national days of service events, 

special projects, on-going activities, etc. 

 

C. Member Development –  
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ServeOhio views the professional development of members as a high priority.   

Programs will have only one (1) performance measure in this section. This may include 

Justice Talking, Member Training related to service responsibilities, civic and 

leadership development, etc.   

This performance measure will have one Outputs to track the number of of training 

hours or training sessions and one Outcome to track the members’ change in 

knowledge or behavior as a result of professional development.   

Ideally, this measure will track the number of member training hours and demonstrate 

the member and Corps’ professional growth and development.  This can be done in a 

variety of ways. If needed, work with Mary Cannon to develop this measure.  Examples 

include: 

o number of professional licenses received by members;  

o number of members demonstrating an increased awareness of their service 

field;   

o number of members who became certified tutors 

o number of members who successfully completed x% of their development 

plans. 

Non-compliance 

All reports must be complete and submitted by the deadline or the reports are 

considered incomplete and the program will receive a non-compliance notification 

 

Document Index 

A. Directions for entering Performance Measures in OnCorps: Pages 6-18. 

a. Directions for correcting a rejected Performance Measure: Pages 19-21 

B. Directions for entering Performance Measure progress reports in OnCorps: Pages 

22-31. 

a. To see the status of a submitted progress report: Pages 32-35 

b. Directions for correcting a rejected progress report: Pages 36-41 

c. Important highlights regarding quarter reports: Page 41 
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A. Directions for entering Performance Measures into OnCorps by September 21, 

2015 

 

 Log onto OnCorps 

o On the Home Page, click on Reporting in the main navigation bar. 

o Scroll down to  Submit Program Reports  

o Scroll over and down to Performance Measures (New) 

 

 

 

 

 

 

 

http://oh.oncorpsreports.com/
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 Click on Create a New Performance Measure 

o On this page, you can also Edit a performance measure that has been rejected or 

saved, but not yet submitted for approval.  
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 Select from the Performance Measure Template drop-down menu 

o Service Activity – Intervention: use for members’ direct service activities 

o Member Development: use for member’s training hours and professional 

development 

o Volunteer Engagement: use to track the number and hours of volunteers 

 

 NEW programs will see the following performance measure templates: 

o Needs and Service Activities –use for Members’ direct service activities 

o Participant Development – use for members professional development 

o Strengthening Communities- use to the number and hours of volunteers 

 

 NOTE: Return to this page to submit all required Performance Measures using each 

template 
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 Under General Information –  

o Submit information into ALL fields.  Do not leave any field blank. 

o The Service Activity Start and End Dates should match the program/grant start and 

end dates. 

o Click Save 
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 Next, click on Measures 

o All Outputs and Outcomes will be entered from this page.   

o DO NOT select Create New Intermediate Outcome Measure 

 Click on Create New Output Measure 
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 Enter data into ALL Output fields  

o Select the Related National PM Code, if applicable  

o The Target Number must be an actual Number 

 Click Save 
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 Once you click Save, you will return to the main Measures page 

o On this page, you may Edit , Delete, or add more Output or Outcomes measures  

o You can also see which Measures have already been created 
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 If all Outputs have been entered, select Create New End Outcome Measure 
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 Enter all fields in the Outcome Measure 

o Selected Related National PM Code from drop-down menu 

o Target Number must an actual Number. 

 Click Save 
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 Make sure all Outputs and Outcomes have been Saved with an Active Status. 
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 Once all Measures have been entered and Saved, click on Submit Performance 

Measure 

 Review the information for accuracy 

o If you need to make changes, navigate to the appropriate section (General 

Information, Results, Measures).   

 If the information is correct, hit the Submit for Approval at the bottom 

o ServeOhio cannot see the performance measure until it has been submitted 

for approval. 
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 Once the Performance Measure has been submitted for approval, you will see the 

submission date by going here:  

o Reporting- Submit New Program Reports – Performance Measures 

(New)  
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 Once the Performance Measure is approved, you will see the approval date. 
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 If the Performance Measure is rejected by ServeOhio for edits  

o Select Reporting 

o Submit Program Reports  

o Scroll to Performance Measures (New) 
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 Select Edit in the row for the Performance Measure to be corrected 
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 Make the requested changes within the correct section 

o Click Save on each page with changes 

 Select Submit Performance Measure 

o Check for errors 

o Hit Submit for Approval  
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B. Directions for entering progress reports about your performance 

measures  

ServeOhio requires all programs to submit quarterly progress reports for all performance 

measures in OnCorps. Due dates for the quarterly performance measures can be found in 

the Ohio Supplemental Terms and Conditions and as follows. If the due date falls on a 

weekend or federal holiday, the reports are due the next business day: 

 1st Quarter: Start of your grant through 11/30/2015 – due by 12/13/2015;  

 2nd Quarter: 12/1/2015 through  3/31/2016 – due by 4/13/2016;  

 3rd Quarter: 4/1/2016 through 6/30/2016 – due by 7/13/2016;  

 4th Quarter: 7/1/2016 through 9/30/2016– due by 10/13/2016;   

 Final Report (if needed): 10/1/2016 through 12/31/2016 – due 1/13/2017. 

 

To Submit a New Progress Report:  

 Go to Reporting on the OnCorps home page 

o Select Submit Program Reports 

o Scroll over and selected PM Progress Reports (New) 

 

 

http://oh.oncorpsreports.com/
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 Select the Progress Reports button in the right hand row of the Performance 

Measure.  
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 Click on Create a New PM Progress Report 
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 Enter the correct reporting start and end dates for the corresponding quarter 

o Ensure dates are correct and do not overlap previous progress reports 

 Enter any general Comments about the performance measure 

 Click Save 
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 Once you hit Save, you’ll see a new Navigation Bar. 

 Select Output and enter information into all fields.   

o Do not leave any fields blank- enter N/A if not applicable 
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 Scroll down and click Save 

 

 

 

 

 

 

 

 

 

 

 



Page 28 of 41 
 

 Navigate to the End Outcome section and enter all required information 

 Do not leave any fields blank.  If not applicable, enter N/A 

 Scroll down and click Save 
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 Navigate to the Review and Submit section 

 Review the information for accuracy 
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 Scroll down and hit Submit for Approval 

o ServeOhio can only see the measure once it has been submitted for approval 

 

 

Repeat steps on pages 22-31 to enter reports for all of your program’s performance 

measures including Volunteer Engagement, Member Development and, if applicable, 

additional Service Activity performance measures. 

NOTE: In addition to performance measure reports, remember to submit all required 

quarter data including Great Stories, Success & Challenges, Demographics and Member 

Reports.   

See the document “2015-2016 Quarterly Progress Report Instructions” for more 

information on quarter report requirements. 
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To see the status of your Submitted progress reports –  

 Go to Reporting  

 View Program Reports  

 PM Progress Reports (New) 
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 Select the Progress Reports button to see that status of each report for the 

corresponding performance measure. 
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 Programs can view your reports’ submission and approval dates 
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 If the report is not approved 
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To make edits to a rejected performance measure progress report: 

 Go to Reporting 

 Submit Program Reports 

 PM Progress Reports (New) 
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 Select the Progress Reports button to open the report for editing  
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 Select Edit 
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 Navigate to the section(s) to make the requested changes 

 Be sure to scroll down and click  Save on each page you edit 
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 You must Review and Submit the edited report. 

 Be sure to scroll down to look for errors 
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 Be sure to hit  Submit for Approval  

 

 

 

C. IMPORTANT HIGHLIGHTS FOR QUARTER REPORTS 

 OnCorps is a cumulative system thus quarterly data should be NEW data 

 Depending on your program’s design, it may be appropriate to not report on 

every output and/or outcome in each quarter, particularly for “completion 

measures.” 

 Make sure the quarterly report dates do NOT overlap and match the quarter 

report dates listed in these directions.  


