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Applicants
How applicant data in MyJobCorps Portal trigger Expedited Enrollment criteria

Homelessness 
Any of the items marked in the "Home 
Life" section. 

Victim of Human Trafficking 
Selection marked in the "Personal 
Circumstances" section. 

Natural or Man-Made Disaster 
Selection marked in the "Personal 
Circumstances" section. 

Screenshots of Applicant Portal.
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Admissions Staff
How to identify an Expedited Enrollment Cases in MyJobCorps Gateway

• If an applicant answered a question, 
or made a selection, in their submitted 
MyJobCorps Portal application that 
triggered Expedited Enrollment status, 
the urgency status in MyJobCorps 
Gateway will change from Standard to 
Expedited. 

• Admissions Staff can identify 
Expedited within the following views:

• The Home and All Cases view 
within in MyJobCorps Gateway.

• The expedited flag is visible on 
the Summary tab within the 
Applicant Record when staff click 
into an Applicant’s record.

Screenshot of Gateway Home screen

Screenshot of Applicant Record view
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Admissions Staff 
Reviewing and validating applicant data in MyJobCorps Gateway

• When applicants submit their MyJobCorps Portal 
application, their data is available in MyJobCorps 
Gateway within Application tab.

• Admissions staff are responsible for reviewing and 
verifying applicant information. Verification is 
typically performed through interviews with 
applicants and reviewing their submitted 
documents, if any were uploaded.

• If admissions staff need to make corrections for 
any data submitted by the applicant, they can 
unlock the case so the applicant can make edits in 
the MyJobCorps Portal or edit it on their behalf in 
MyJobCorps Gateway.

Screenshots of a submitted application in Gateway 
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Processing Expedited Enrollment 
Cases in Gateway



Admissions Staff 
Processing Expedited Enrollment cases in MyJobCorps Gateway for Criteria 1-3

• During or after an interview with the applicant, Admissions staff can proceed to assessing eligibility in 
MyJobCorps Gateway.

• The following screens indicate how to mark an applicant as “conditionally eligible” for criterions 1-3. These 
three criterions must be marked as “conditionally eligible” (for self-attestation) or “eligible” (if documents 
are available) before requesting a background check.
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Admissions Staff 
Requesting Background Checks for Expedited Enrollment cases in MyJobCorps Gateway for Criteria 4

• Admissions staff should request background checks for Expedited Enrollment applicants the same way 
they do for Standard applicants.

• When background check results are available, Admissions staff will automatically receive the result in 
MyJobCorps Gateway. They should immediately confirm the result in the Background Check Determination 
box  and use the dropdown to indicate either Eligible or Not Eligible. There is not an option for 
conditionally eligible for Background Checks.
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Admissions Staff 
Processing Expedited Enrollment cases in MyJobCorps Gateway for Criteria 5-10

• While waiting for the applicant’s background check results, Admissions staff should continue with eligibility 
processing for criterions 5-10 in MyJobCorps Gateway.

• The following screens indicate how to mark an applicant as “conditionally eligible” for criterions 5-10. These 
criterions must be marked as “conditionally eligible” or “eligible” (if documents are available) to continue to 
QA Review.
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Admissions Staff 
Reviewing the completed eligibility status in MyJobCorps Gateway for Criteria 1-10

• If Admissions staff indicate Conditionally Eligible for at least one criteria, the overall eligibility status will 
display as “Conditionally Eligible” on the Eligibility page. The Admissions Representative should enter a 
case note that clearly defines the criteria that were marked as conditionally eligible. 

• Admissions staff will proceed to submitting the case for Quality Assurance (QA) review by their OA Manager.
• When the OA Manager assigns the case to center, they must send an email to the Center Records 

Manager indicating that an expedited case has been submitted and routed to their queue. 
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Admissions Staff 
Confirming eligibility after a student has arrived on center 
• Admissions staff should continue to work with applicants to collect and review/approve any missing 

documentation for these criteria within 90 days of the applicant’s arrival date; updating the eligibility 
status for each ‘conditionally eligible’ criteria in Gateway.
If… Then…

All documents are 
received and 
confirmed eligible

Update the applicant’s final eligibility in 
Gateway from “Conditionally Eligible” to 
“Eligible” and provide the updated 
documents. Using the provided template, 
notify the Center Records Manager of this 
change so they can take next steps in CIS.

All documents are 
received and 
confirmed NOT 
eligible

Update the applicant’s final eligibility 
determination from “Conditionally Eligible” to 
“Not Eligible.” Using the provided template, 
notify the Center Records Manager of this 
change so they can take next steps in CIS.

All documents were 
NOT received during 
the 90-day period 

Update the applicant’s final eligibility 
determination from “Conditionally Eligible” to 
“Not Eligible.” Using the provided template, 
notify the Center Records Manager of this 
change so they can take next steps in CIS.
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