
This training will go over how to complete and 
submit data tracking reports in America Learns.
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All CLEC AmeriCorps members are required to track project data

Make sure you and your supervisor come up with a data tracking 

plan within the first 1-2 weeks of service
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wacampuscoalition.org/clec

We have a data tracking tool for each focus area 
that you can use as a template to help you track 
data for your data tracking reports. You can find 
these templates on our website: 
wacampuscoalition.org/clec
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Scroll down and click Data Tracking Report 
Instructions and Tools to see the data tracking tool 
for your focus area.
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Here’s an example of one of the data tracking tool templates. 
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All members must track the number of new people 
served, which is represented in this template as the 
number of students served. 
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Members will also need to track the number of volunteers recruited, how many 
hours the volunteers served, and how many youth and veterans were served.
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These templates have a volunteer tracking tab to 
help you track volunteers who assist you during 
your project. 
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There is also a guidance tab, where you will see data tracking guidance to 
remind you how you should be tracking data during your project.
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The data elements that need to be tracked vary 
slightly for each focus area. 

To see what data elements need to be tracked for 
each focus area, please reference the section on 
data tracking reports in the Canvas training.
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Completing and Submitting 
Data Tracking Reports
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Reminder…

• Data Tracking Reports are due alongside Timesheets in America Learns 

on the 1st and 16th each month.

• Timesheets cannot be submitted until Data Tracking Reports are done.

• Only Designated Reporters need to submit Data Tracking Reports.
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Now we’re going to show you what it looks like to 
complete and submit a data tracking report. To 
access your data tracking report, login to America 
Learns.
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In the top left corner you will see a red star that 
shows that you have an active data tracking report. 
Click on the link next to the red star.
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Please note that although data tracking reports 
show up as progress reports in America Learns, it is 
different from the mid-term and end-of-term 
progress reports that members eventually have to
complete. We will go over those in another training.

Here you will see active data tracking reports. Ones 
that are late or waiting on edits will show up here as 
well. Click the link to start working on your data 
tracking report.
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Completing data tracking reports is simple; all you 
need to do is record your focus area specific data 
elements. The only thing you need to remember is 
to avoid duplicating data.

Take a moment to read the red box in question 2. It 
is critical that you avoid duplicating data, which is 
why you need to discuss your site’s data tracking 
plan with your supervisor.
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The point of counting only new data elements is to 
ensure that each unique data element is counted 
only once in the totality of reporting periods put 
together.

For example, a member who serves the same group 
of students would only count that group of students 
one time in their data tracking reports and then 
record zero students served for the rest of their 
service. The only time the member would record a 
new data element is if a new student joined the 
group.

At the end of your service, the data elements will be 
combined to show the aggregated total.
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Scroll down to see the data elements you need to 
enter for your project’s focus area.

Since you’re only counting new data elements, it’s 
okay if you report low numbers or don’t always have 
numbers to report. This is not a grade or reflection 
of the impact of your service work and you will not 
get in trouble if you record mostly zeros in your data 
tracking reports.
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Please note that you do not need to report data 
elements that aren’t relevant to your project.

If the data elements in your report do not match 
what you are doing in your project, please reach out 
to your AmeriCorps Program Specialist to be 
assigned a new focus area.
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We understand that there’s more to your service 
than the data elements. If you have any activities or 
accomplishments that were not captured by the data 
elements in the data tracking report, you can write 
them in this box.
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Arielle Knowles

Once you’re done, write your name in the last box to 
certify that your supervisor has reviewed the report.
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Arielle Knowles

Then hit submit.
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Remember, you need to submit your data tracking 
report before submitting your timesheet. If you don’t, 
this notice will show up at the bottom of your 
timesheet telling you to save your timesheet and 
submit the data tracking report. Once your data 
tracking report is submitted, you will be able to 
submit your timesheet.
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Data Tracking Reports are quick and easy to fill out! You just need to remember a few key things:

• Have a data tracking plan and always be tracking data, even if you’re not a Designated Reporter

• Avoid duplicating data by only counting each person, acre, or pound of food once

• Complete and submit Data Tracking Reports before your Timesheets in America Learns

For more resources, review the Canvas training or check out our website: wacampuscoalition.org/clec

If you still need help with Data Tracking Reports, reach out to your supervisor or CLEC staff.

Thanks for Watching!
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