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The External User Guide provides instructions related to completing actions within the 
WizeHive system used by the AmeriCorps Office of Monitoring. This includes the initial login, 
review and updating of organization information, review and acceptance of monitoring 
assignments, and the uploading of documentation to support the monitoring activities. 
Additionally, it includes instructions on how to access the final monitoring report and 
complete Corrective Action Planning, if applicable.  
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Initial Portal Entry and Login 

1. Users will receive an email from no-reply@email.zenginehq.com. This notification will
indicate users assigned monitoring activity, the grant number of the grant being
monitored, and the name and email of users monitoring officer.

Please note that there are separate submission portals for WizeHive based on the
monitoring activity user has been assigned.  Please click on the submission portal link
that aligns with the monitoring activity you have been assigned.  Each Monitoring
Activity has a different submission portal (Change in FY22 Workspace).

Note: The AmeriCorps Office of Monitoring created a user account for the Authorized 
Representative listed for the grant selected for monitoring. If this user would like to assign a 

 FOFA, Subrecipient, Program-ASN, Program-ASN Commission, Program-VISTA, 
Program-SCP, Program-RSVP, Program-FGP, Program-Days of Service, Prohibited 
Activities, NSCHC, New to AmeriCorps. 

mailto:no-reply@email.zenginehq.com
mailto:no-reply@email.zenginehq.com
https://webportalapp.com/sp/americorps-fofa
https://webportalapp.com/sp/americorps-fofa
https://webportalapp.com/sp/americorps-subrecipient
https://webportalapp.com/sp/americorps-subrecipient
https://webportalapp.com/sp/americorps-prog-asn
https://webportalapp.com/sp/americorps-prog-asn
https://webportalapp.com/sp/americorps-prog-asn_commission
https://webportalapp.com/sp/americorps-prog-asn_commission
https://webportalapp.com/sp/americorps-prog-vista
https://webportalapp.com/sp/americorps-prog-vista
https://webportalapp.com/sp/americorps-prog-scp
https://webportalapp.com/sp/americorps-prohibited_activities
https://webportalapp.com/sp/americorps-prohibited_activities
https://webportalapp.com/sp/americorps-prohibited_activities
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different person (or different email account) to the grantee’s account, they must reach out to 
their Monitoring Officer to make the request.  

2. When users visit the submission portal landing page, they will need to set up a new
password.

a. To set up a new password, select the “Forgot Your Password?” link.

b. Input the email address that was used to create the account (the email address
the notification was sent to).

i. A password reset email will be sent to that email.
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c. Once the previous steps have been completed, the user will receive an email
from Web Portal App (no-reply@webportalapp.com).

d. Click the link within the email to open the password reset page.
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e. After the user establishes their password, they can log in to the AmeriCorps
monitoring portal for the first time.

Updating the Organization Profile 

1. When the user logs in they will be able to update the organization and associated
contact information by selecting the “Edit” button on the Organization Profile and
Contact Information section.

2. In this section the user can update their Organization Name and address information
within WizeHive.

Note: The user may associate only one email address with the Organization Profile in the 
submission portal. The Authorized Representative is the default email. Users cannot change 
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the primary email address on their own. To change the primary email, reach out to the 
Monitoring Officer conducting the monitoring assignment.  

Review of Assigned Monitoring Activities 

1. The user can proceed to review their Monitoring Activities by selecting
“Documentation Intake.”

2. First, select the “Open” button for the item “Monitoring Activities Acknowledgement.”
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3. Review the monitoring activity information and click “Yes” to “Confirm acceptance of
monitoring activity responsibilities.” This serves as an acknowledgement that the user
is aware of the activities assigned to them and that they were able to access WizeHive.

4. Once complete, select the blue “Mark Complete” button to return to the WizeHive
landing page.
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Documentation Upload 

1. The user will select the “Open” button to proceed to the “Documentation Needed”
section.

2. Open each document section to review all requested documentation.

Note: If a document is being requested that the user believes is not applicable to their 
organization or grant selected for monitoring, they must note this exception in the Notes 
section within the document request and mark the document request as complete. 
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3. The user will select the “+Select a file” button to upload necessary documents.

Note: If the user needs to upload additional documents, they should check the box labeled 
“add an additional file?” Under the “Select a file” field. Up to 31 files can be added. 

4. Users can add any additional information, or communicate specific issues related to
documentation in the notes section below the upload field.

5. Once the files are uploaded, the user should select the blue “Mark Complete” button
to finish the document submission.
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6. After all documents are uploaded, the user can return to the main page by selecting
the “Close” button.

7. Once both sections are complete, the “Submit” button will become available. Be sure
to click “Submit” to complete the document submission. This will notify the Monitoring
Officer the documents are ready for review.
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Grantee Documentation: Changes/Supplemental Documentation Requested 

1. When the Monitoring Officer returns the Monitoring Activity to the user for
clarification or supplemental documentation, the user will receive an automatic email
notification. Should any clarification or supplemental documentation submission be
required, all details will be included within WizeHive.

2. Upon logging in to WizeHive, the portal will look like the first time the user logged in.
Click on the monitoring activity in question.

3. The initial “Monitoring Activities Acknowledgement” will remain in the Complete
status while the “Documentation Needed” will indicate Action Required.
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4. Select “Open” to the right of “Documentation Needed” to see the list of requested 
documents that need to be reviewed, revised, or submitted. Be sure to open every 
document that appears in this list.  

Note: documents that have been previously submitted and accepted for review will 
not appear in this list. 
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5. Upon clicking into the document, the user will be able to see the “Meets
Requirements” status under the original submission. This status will either be
Clarifications Required, Missing Required Document or Needs Supplemental
Documentation.

6. If the status is Clarifications Required or Missing Required Document, there will be
a note from the Monitoring Officer requesting additional information. If the status is
Need Supplemental Documentation, additional information will be noted below the
Notes section describing what is being requested. There may also be notes in the
Notes section specific to a subgrant/s, subaward/s, or volunteer/s.

7. The user will select the “+Select a file” button to upload necessary documents.
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Note: If the user needs to upload additional documents, they should check the box 
labeled add “an additional file?” Under the “Select a file” field.  

8. Users can add any additional information, or communicate specific issues related to 
documentation in the notes section below the upload field.  

 

9. Once uploaded the user will select the blue “Mark Complete” button.  
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10. After all documents are uploaded, the user can return to the main page by selecting
the “Close” button.

11. Once both sections are complete, the “Submit” button will become available. Select
the “Submit” button to complete the documentation submission process. This will
send a notification to the Monitoring Officer that the documentation is ready for
review.
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Grantee Results Summary Review 

1. After the Monitoring Officer has completed their review, users will receive an email
either stating that their monitoring activity is “Complete,” or that they must complete a
Corrective Action Plan (CAP) and the monitoring assignment is now in the status “CAP
Intake.” This notification will indicate the assigned monitoring activity, the grant
number of the grant being monitored, and the name and email of the monitoring
officer.

Note: Any additional documentation submitted after this point will be considered part
of the CAP.
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a. Please note that there are separate submission portals for WizeHive based on
each monitoring activity the user has been assigned.  Please click on the
submission portal link that aligns with the monitoring activity assigned. In some
cases, more than one activity will be assigned, and the users will have access to
the individual portals.

Each Monitoring Activity has a different submission FOFA, Subrecipient,
Program-ASN, Program-ASN Commission, Program-VISTA, Program-SCP,
Program-RSVP, Program-FGP, Program-Days of Service, Prohibited Activities,
NSCHC, New to AmeriCorps. 

https://webportalapp.com/sp/americorps-fofa
https://webportalapp.com/sp/americorps-fofa
https://webportalapp.com/sp/americorps-subrecipient
https://webportalapp.com/sp/americorps-subrecipient
https://webportalapp.com/sp/americorps-prog-asn
https://webportalapp.com/sp/americorps-prog-asn
https://webportalapp.com/sp/americorps-prog-asn_commission
https://webportalapp.com/sp/americorps-prog-asn_commission
https://webportalapp.com/sp/americorps-prog-vista
https://webportalapp.com/sp/americorps-prog-vista
https://webportalapp.com/sp/americorps-prog-scp
https://webportalapp.com/sp/americorps-prog-scp
https://webportalapp.com/sp/americorps-prog-rsvp
https://webportalapp.com/sp/americorps-prog-rsvp
https://webportalapp.com/sp/americorps-prog-fgp
https://webportalapp.com/sp/americorps-prog-fgp
https://webportalapp.com/sp/americorps-prog-dos
https://webportalapp.com/sp/americorps-prog-dos
https://webportalapp.com/sp/americorps-prohibited_activities
https://webportalapp.com/sp/americorps-prohibited_activities
https://webportalapp.com/sp/americorps-nschc
https://webportalapp.com/sp/americorps-nschc
https://webportalapp.com/sp/americorps-new_to_americorps
https://webportalapp.com/sp/americorps-new_to_americorps
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2. Once the user has logged into the portal, they will see their assigned monitoring
activity status. In this case, it can be either “Completed Process” or “CAP Intake”.

3. The user can click on that item to open the same page where they reviewed and
uploaded all documentation submissions. A new section named “Summary/CAP
Intake” will be visible.

4. The user should click on “View” to access and download the Summary Report.
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5. Click on the file name on this page to download a copy of the report. If applicable, the
user will also be able to see if a CAP has been assigned and the due date of the initial
submission.
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Grantee CAP (Corrective Action Planning) Intake (If Applicable)  

1. Users will receive an auto-email from the AmeriCorps monitoring system portal with a 
link to the WizeHive login screen.  

Please note that there are separate submission portals for WizeHive based on the 
monitoring activity user has been assigned.  Please click on the submission portal link 
that aligns with the monitoring activity you have been assigned.  Each Monitoring 
Activity has a different submission portal. 

FOFA, Subrecipient, Program-ASN, Program-ASN Commission, Program-VISTA, 
Program-SCP, Program-RSVP, Program-FGP, Program-Days of Service, Prohibited 
Activities, NSCHC, New to AmeriCorps. 

 

 

2. Users will input their login information and password to gain access to the monitoring 
system portal.  

https://webportalapp.com/sp/americorps-fofa
https://webportalapp.com/sp/americorps-fofa
https://webportalapp.com/sp/americorps-subrecipient
https://webportalapp.com/sp/americorps-subrecipient
https://webportalapp.com/sp/americorps-prog-asn
https://webportalapp.com/sp/americorps-prog-asn
https://webportalapp.com/sp/americorps-prog-asn_commission
https://webportalapp.com/sp/americorps-prog-asn_commission
https://webportalapp.com/sp/americorps-prog-vista
https://webportalapp.com/sp/americorps-prog-vista
https://webportalapp.com/sp/americorps-prog-scp
https://webportalapp.com/sp/americorps-prog-scp
https://webportalapp.com/sp/americorps-prog-rsvp
https://webportalapp.com/sp/americorps-prog-rsvp
https://webportalapp.com/sp/americorps-prog-fgp
https://webportalapp.com/sp/americorps-prog-fgp
https://webportalapp.com/sp/americorps-prog-dos
https://webportalapp.com/sp/americorps-prog-dos
https://webportalapp.com/sp/americorps-prohibited_activities
https://webportalapp.com/sp/americorps-prohibited_activities
https://webportalapp.com/sp/americorps-prohibited_activities
https://webportalapp.com/sp/americorps-nschc
https://webportalapp.com/sp/americorps-nschc
https://webportalapp.com/sp/americorps-new_to_americorps
https://webportalapp.com/sp/americorps-new_to_americorps
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3. Users will select the CAP Intake Status bar to proceed to the CAP Intake documents.

4. Here, users can review and download the CAP information.
a. To download the summary report, select the “View” button in the Summary

Report Section. This will outline all items reviewed during monitoring.
b. To review and respond to individual CAP items, select the “Open” button in

the CAP Section.
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5. Click “Open” to review each assigned CAP item.  

 

6. Users will view the CAP “Review Status” and notes left by the Monitoring Officer.  
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7. Scrolling down, the user will see the Corrective Action Plan section, including:  
a. AmeriCorps Findings  

i. Section Title  
ii. Question - The compliance question Monitoring Officers were asked.  
iii. Issue - The compliance issue found while answering the question.  

 

b. Grantee Response Fields for CAP  
i. Users must enter a response to four corrective action response fields to 

address root cause, corrective measures, expected outcomes, and 
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responsible parties. Question prompts are provided as a guide and any 
details that can be provided are welcomed.  

 

1. Root Cause  

 

2. Corrective Measures  

 

3. Expected Outcomes  
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4. Responsible Parties  

 

c. Grantee CAP Status - The user must select a CAP status; Planned or 
Accomplished.  

 

i. Planned - If the CAP Status selected is Planned, the user needs to enter 
the date of expected accomplishment (“Accomplish by When”) and 
name of the responsible person (“Accomplish by Whom”) for this CAP 
item.  
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ii. Accomplished - If the CAP Status selected is Accomplished, the user 
must enter the date accomplished (“Accomplished When”), person who 
accomplished the CAP task (“Accomplished by Whom”), and upload 
documentation to demonstrate that compliance has been achieved. If 
there are multiple actions for the CAP item, then the Accomplished 
status should only be selected if all actions are completed.  

 

d. Once the User completes their CAP item(s), they will select the “Mark 
Complete” button.  

 



 

 
27 

Note: A user cannot Mark Complete a CAP item until all required fields are completed.  

e. After the user completes all CAP items, they will submit their CAP document.  

 

 

Grantee CAP Rework Required (If Applicable)  

 

1. The user will receive an automatic email notification to return to the submission portal 
to review and update the CAP.  

Please note that there are separate submission portals for WizeHive based on the 
monitoring activity user has been assigned.  Please click on the submission portal link 
that aligns with the monitoring activity you have been assigned.  Each Monitoring 
Activity has a different submission portal. 

FOFA, Subrecipient, Program-ASN, Program-ASN Commission, Program-VISTA, 
Program-SCP, Program-RSVP, Program-FGP, Program-Days of Service, Prohibited 
Activities, NSCHC, New to AmeriCorps. 

https://webportalapp.com/sp/americorps-fofa
https://webportalapp.com/sp/americorps-fofa
https://webportalapp.com/sp/americorps-subrecipient
https://webportalapp.com/sp/americorps-subrecipient
https://webportalapp.com/sp/americorps-prog-asn
https://webportalapp.com/sp/americorps-prog-asn
https://webportalapp.com/sp/americorps-prog-asn_commission
https://webportalapp.com/sp/americorps-prog-asn_commission
https://webportalapp.com/sp/americorps-prog-vista
https://webportalapp.com/sp/americorps-prog-vista
https://webportalapp.com/sp/americorps-prog-scp
https://webportalapp.com/sp/americorps-prog-scp
https://webportalapp.com/sp/americorps-prog-rsvp
https://webportalapp.com/sp/americorps-prog-rsvp
https://webportalapp.com/sp/americorps-prog-fgp
https://webportalapp.com/sp/americorps-prog-fgp
https://webportalapp.com/sp/americorps-prog-dos
https://webportalapp.com/sp/americorps-prog-dos
https://webportalapp.com/sp/americorps-prohibited_activities
https://webportalapp.com/sp/americorps-prohibited_activities
https://webportalapp.com/sp/americorps-prohibited_activities
https://webportalapp.com/sp/americorps-nschc
https://webportalapp.com/sp/americorps-nschc
https://webportalapp.com/sp/americorps-new_to_americorps
https://webportalapp.com/sp/americorps-new_to_americorps
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2. Upon logging in to the platform, the portal will look like the first time the user logged 
in. Click on the monitoring assignment in question.  
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3. The Summary Report will remain the same as the previous time the User logged into 
the Submission Portal. Click the “Open” button to review the CAP.  
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4. Upon clicking into the CAP, the user will see the list of CAP items that need to be 
reviewed for change requests. Click the “Open” button on the right side of the item to 
review and edit information.  

 

5. Upon clicking into an item, the user will see the same information they saw during the 
original CAP Intake. Scroll down to the Monitoring Office CAP Review section to see 
the Monitoring Officer Notes related to the User’s previous CAP response.  
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6. The user should again use the previously provided input fields to respond to the 
Monitoring Officer Notes to ensure that the CAP meets all requirements. Once the 
user finishes revising their CAP, they can select “Mark Complete” at the bottom.  

7. Once all items are in the “Mark Complete” status, the user can click the close button in 
the top right of the CAP list.  

 

8. If all items are in the “Mark Complete” status, the user can select “Submit” on the 
Monitoring Activity summary page. This must then be selected to complete the 
document submission portion and make the documents ready for review.  
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