


Important Dates and 
Logging In





You will get an email each time a new timesheet launches 
that has the URL to the America Learns portal. Copy and 
paste that URL into the search bar.



Login to access your 
America Learns 
Dashboard.

Make sure to create 
your America Learns 
account before 
attempting to login.

If you’re having 
trouble, reach out to 
your AmeriCorps 
Program Specialist. 



America Learns 
Dashboard



“Your Time Sheet 
Period” shows how 
long your service 
term is. If you're a 
returning member, 
you can view 
multiple periods.



“Where You Are” shows 
you how many hours 
and how many weeks 
you have left until you 
complete your service 
and are eligible for the 
education award. 

America Learns 
calculates these 
numbers to help you 
stay on track. If the 
numbers don’t seem 
accurate, reach out to 
your supervisor or 
CLEC staff.



“Approved Hours” show 
how many hours you've 
already completed that 
have been approved by 
your supervisor.

“Pending Hours” are the 
hours from submitted 
timesheets that need to 
be approved by your 
supervisor.



Click "Show Details" 
to see your approved 
hours broken down 
by type. You can also 
see how many hours 
you average per 
timesheet.



Direct Service (required): 
70-100% of your service 
hours

Professional 
Development (optional): 
0-20% max 

Fundraising (optional): 
0-10% max

If you go over the max 
percentage of hours 
for professional 
development or 
fundraising, you must 
serve extra Direct 
Service hours to make 
up the difference. 

Direct Service hours 
must not fall below 
70% of your total 
hours.



Under “View Submitted 
Sheets,” you can find 
timesheets that have 
been approved and 
timesheets that are still 
pending approval.



“Submit Time Sheets” 
is where you will find 
in-progress timesheets 
that still need to be 
completed and 
submitted for 
approval.



“Edit and Resubmit 
Timesheets” shows 
timesheets that have 
been returned to you 
by your supervisor 
that you must edit.

You will get an email 
explaining what to do 
if your supervisor 
returns a timesheet 
to you.



Recording Service Hours 
on Your Timesheet



To record your 
service hours, click 
on the link you see 
below the section 
that says, “Submit 
Time Sheets.”



This is where you 
record your service 
hours. 

A table will populate 
for each day of the 
time period.

Each day must be 
filled out before the 
timesheet can be 
submitted, even days 
you don’t serve. 

The Member Service 
Agreement states 
that only hours 
served at project 
sites, approved 
offsite locations, 
and approved 
teleservice may be 
recorded on the 
member's timesheet 
so make sure you 
and your supervisor 
are on the same 
page before 
recording your 
service hours.



For each day that 
you serve, make sure 
to record the time 
you were in



And the time you 
were out



Direct Service hours 
include but are not 
limited to:

• Time spent 
submitting 
timesheets and 
completing data 
reports or 
progress reports

• All program 
training provided 
by the host site or 
CLEC AmeriCorps

• Meetings with 
CLEC staff

Then, allocate the time 
to the appropriate 
categories. 

You will most often be 
recording “Direct 
Service.”

To record Direct 
Service hours, use the 
drop-down menu to 
indicate how many 
hours you dedicated 
to Direct Service for 
the day.



Do the same for the 
days that you do 
“Professional 
Development.”

These hours are 
completely optional 
and may only account 
for 20% of your 
service hours.

They must also have 
prior approval from 
your supervisor and 
cannot count if they 
are classes taken for 
credit.



Professional 
Development hours 
include but are not 
limited to: 

• Expanding the 
member’s network 
and developing 
networking skills

• Development, 
implementation, 
and/or involvement 
with peer training 

• New language 
acquisition to better 
serve the community

Continued...

• Any reflection, non-
credit courses, 
conferences, 
workshops, or 
presentations related 
to career interests

• Researching and 
applying for jobs or 
graduate school and 
working on application 
materials, including 
resumes and cover 
letters



Any “Fundraising” you 
do is recorded in your 
timesheet as well.

These hours are 
completely optional 
and may only count 
for 10% of your 
service hours.

All fundraising hours 
must have prior 
approval from your 
supervisor and CLEC 
staff since AmeriCorps 
has strict rules on 
what is allowed.



AmeriCorps members 
may not:

• Raise funds for living 
allowances or for an 
organization's 
general (as opposed 
to project) operating 
expenses

• Write a grant 
application to 
AmeriCorps or other 
federal agencies

Fundraising hours 
include but are not 
limited to:

• Grant writing

• Clothing or book 
drives

• Collecting 
donations for a 
program or project



Recording Lunch or 
Breaks between Service



After allocating your 
hours to the 
appropriate categories, 
time will be left over 
and shown in red as 
time you won't receive 
credit for.

This may be explained 
as a break in your 
service or a lunch or 
meal period. These 
may not count toward 
your service hours.



Members are 
encouraged to take 
a 15-minute break 
every 4 hours or 
take a lunch break of 
at least 30 minutes 
if serving 8 hours or 
more in a day. 



If a member’s service 
day is interrupted by 
class time or other 
external obligations 
but then the member 
comes back to serve 
later in the day, that 
must be recorded in 
the timesheet as a 
break between service.



Non-service days are 
to be recorded as well. 
Click the box that says, 
“I did not serve” and 
choose the reason for 
not serving.



Copy & Paste Feature, 
Saving, and Submitting 

Your Timesheet



Use the copy & paste 
feature if you have a 
set schedule but don't 
want to painstakingly 
fill out each day.



This works especially 
well if you serve during 
the same range of hours 
(like 9am-5pm) or have 
the same days off each 
week.

This feature helps save 
time and makes filling 
out the timesheet less 
tedious.



Don’t forget to hit save 
to apply any changes 
to your timesheet!



Option 1 saves in 
between editing and 
Option 2 saves the 
entire timesheet and 
leaves the page.



After filling out each 
day of the timesheet, 
scroll down to the 
bottom of the page to 
sign and submit your 
timesheet.




