
OnCorps: How to log hours
(and subsequently get PAID!)

Brought to you by Year 27



Step 1: Go to the RARE homepage: https://rare.uoregon.edu/

Step 2:
Find and click on 
“Program Resources”

*Alternate--Go directly to the “Program Resources” by using the link: 
https://rare.uoregon.edu/program-resources/

https://rare.uoregon.edu/
https://rare.uoregon.edu/program-resources/


Step 3: 

Click on “RARE 
AmeriCorps Login Page” 
under “OnCorps 
Reporting”

This will redirect you to 
the OnCorps login page 
(see Step 4).



Step 4:

Once at the OnCorps 
Login page, enter your 
username and 
password

Step 5:

Click “Login” button



Step 6: Click on “time sheet” 



Step 7:

Click the drop down box “Select Period”

Step 8:

Select the current time period 
and click “Choose”



Step 9:

Scroll down until you 
reach the date you 
need to enter hours 
for...



Step 9: 

Click on the first 
box under the 
“Time In” column

Note: It is important 
to fill each box in 
order.  OnCorps will 
only process hours 
top-down; right-left.



Step 10: 

Select the hour and 
minute (to the 
nearest 15 minutes) 
that you began 
work.

Tip: The first two 
rows are AM and 
the last two rows 
are PM (IMPORTANT!)



Step 11:

Under the “Time Out” 
column, select the 
hour and minute (to 
the nearest 15 
minutes) that you 
ended work.

Note: You will repeat 
steps 10&11 for each 
task (covered in step 
12)



Step 12: 

Click the drop down in the “Categories” column

Note:

“Service Site” will always stay the same.  DO NOT TOUCH!

“Description” can be left blank.  DO NOT TOUCH!

“Total” is automatically generated.  DO NOT TOUCH!



Step 13:

Select the type of work you 
completed during your 
previously filled in hours.

Note:

You will determine a letter for 
each service project.  

For example, “Project K” is 
Emergency Response.



Here is the example of what one day of service could look like...

Depending on your placement and the amount of projects, it could also look like...



Step 14: 

Scroll down to the bottom of the page.  Leave any comments in the general 
comments section.

Make sure to date each note because you will be adding comments for the 
entire time period.  This is also a good place to define each project.



Step 15: 

After you input your hours and leave any comments, click the “Save” 
button.

If you are done reviewing your hours for the time period and want to 
submit them for review to your site supervisor, click the “Authorize and 
Submit” button.  You will not be able to make edits after you click this 
button.



PRO TIPS
For making your relationship with OnCorps smooth and not filled with rage/mental 

breakdowns every other night!



ALWAYS LOGOUT!



After you logout you 
will see this screen.  

You may now close 
your tab.

If you do not logout, OnCorps 
may try to log you out the 
next time you try to access it.  

This is a pain in the a$$.



OnCorps has cool time tracking features...



Click on the plus sign by your name to view the full spread



Finally, mess around with OnCorps on your own and 
see what you learn.  Share with your cohort!  Or 

don’t… I can’t tell you what to do.
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