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Objectives

• Understand how Expedited Enrollment is triggered in MyJobCorps

• Understand steps to complete a ‘conditionally eligible’ case

• Know how Center staff and Admissions staff collaborate to complete  
Expedited Enrollment case processing
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Contents Overview 

I. Applicants
 

• How applicant data in MyJobCorps Portal triggers Expedited Enrollment criteria

II. Admissions Staff
 

• How to identify Expedited Enrollment Cases in MyJobCorps Gateway
• Reviewing and Validating Applicant Data in MyJobCorps Gateway
• Processing Eligibility Criteria 1-3 and 5-10 for Expedited Enrollment Cases
• Background Check Requests (Criterion 4) for Expedited Enrollment Cases
• Reviewing the Completed Eligibility Status in MyJobCorps Gateway

III. Center Staff
 

• Reviewing Conditionally Eligible applicant files
• Collecting and Reviewing Expedited Applicant Documentation
• Confirming Eligibility after a student arrives on Center



Applicants
Applicant data triggers Expedited Enrollment criteria in MyJobCorps Portal

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
Identifying and Reviewing Expedited Enrollment Cases in MyJobCorps Gateway

• When an applicant triggers 
Expedited Enrollment status, 
the urgency status in 
MyJobCorps Gateway changes 
from Standard to Expedited , 
for submitted applications. 

• Admissions staff are 
responsible for reviewing and 
verifying applicant information. 

• If corrections are needed, or to 
manually trigger Expedited 
Enrollment, Admissions staff 
can edit the application in 
Gateway.

Screenshot of Gateway Home screen

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



Admissions Staff 
Processing Eligibility Criteria 1-3 and 5-10 for Expedited Enrollment cases

• When processing eligibility, criteria 1-3 must be marked as “conditionally eligible” (for self-attestation) or 
“eligible” (if documents are available) before requesting a background check.

• While waiting for the background check results, staff should continue processing criterions 5-10. These 
criterions must be marked as “conditionally eligible” (for self-attestation) or “eligible” (if documents are 
available) to continue to QA Review.
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Admissions Staff 
Requesting Background Checks (Criterion 4) for Expedited Enrollment cases 

• Background check requests for Expedited Enrollment applicants are processed the same way as standard 
applicants. 

• All applicants must be eligible for Criterion 4, regardless of urgency status. There is not an option for 
conditionally eligible for Background Checks.
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Admissions Staff 
Reviewing the Eligibility Status in MyJobCorps Gateway

• 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 defines the criteria that were marked as conditionally eligible. 

• Admissions staff will proceed to submit 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 routed to their queue. 
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Completing Expedited 
Enrollment Cases



Center Staff
Reviewing Conditionally Eligible Applicants

Following the notification of an expedited case, proceed with file review. 

Reminder:  Applicant File Review process is the same. The timeline to complete file 
review for Expedited Cases is 21 days.

11



Center Staff
Collecting and Reviewing Expedited Applicant Documentation

The Center Records Manager and Admissions Representative should maintain open communication 
to avoid duplicating efforts in collecting the same documentation. 

• Review the case note for information regarding missing documents and which criterions were 
indicated as ‘conditionally eligible.’  This identifies what documents may still be required for the 
case.

• Missing documentation for all ‘conditionally eligible’ criteria must be collected and 
reviewed/approved within 90 days of the applicant’s arrival date, and the applicant’s eligibility 
status updated in Gateway.

• Applicants can continue to upload documents directly to MyJobCorps Portal. If the 
applicant needs assistance, admissions staff can also upload documents into Gateway. 

• If the Center Records Manager collects documents directly, they should upload them to the 
E-Folder, notify the Admissions Representative, and provide the documents to the 
Admissions Representative. 
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Admissions Staff /// Center Staff
Updating Final Eligibility After a Student has Arrived on Center 

After the Admissions Representative reviews 
documentation and confirms the final eligibility 
determination in Gateway:

• Admissions Representative sends an email 
to the Center Records Manager with this 
information. (see email template on right)

• Center Records Manager reviews and 
proceeds with updating CIS to align with final 
eligibility determination.

Email templates detailing applicant’s final 
eligibility determination.
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Admissions Staff /// Center Staff 
Confirming Eligibility After a Student has Arrived on Center 

If… Actions Needed…

All documents are received 
and confirmed eligible

• Admissions staff update the applicant’s final eligibility in 
Gateway from “Conditionally Eligible” to “Eligible” and 
provide the updated documents to Center Records Manager. 

• Center Records Manager is notified of this change to take 
next steps in CIS.

All documents are received 
and confirmed NOT eligible

• Admissions staff update the applicant’s final eligibility 
determination from “Conditionally Eligible” to “Not Eligible.”

• Center Records Manager is notified of this change to take 
next steps in CIS.

All documents were NOT 
received during the 90-day 
period 

• Admissions staff update the applicant’s final eligibility 
determination from “Conditionally Eligible” to “Not Eligible.”

• Center Records Manager is notified of this change to take 
next steps in CIS.
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