
MyJobCorps 3.3 Release
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January 27th, 2025



Micro Training Purpose

What is a New Feature Micro Training?
• Brief, 30-minute session to explain new features and updates in a system release

• A system release happens when an updated version of the software application is available to users

• Each release includes updates, enhancements, and often new features that benefit MyJobCorps users 

Objectives

Understand what features and enhancements are included in the MyJobCorps 3.3 Release 

Learn how to utilize new and updated MyJobCorps features to support case processing

Know what resources and support are available to address questions about the enhancements
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MyJobCorps 3.3 Release Overview and Agenda

Portal Updates
→ Improved Applicant Experience

Gateway Updates
→ Location-Based Filtering Options

→ New Applicant Information Number (AIN)

→ Identify Applicants with Multiple/Duplicate Applications

→ New Background Check Request Banner for Multiple/Duplicate Applications

→ Improved Document Management

→ Access to Arrival Data

MyJobCorps Resources

Q&A
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Portal Updates
Improved Applicant Experience
MyJobCorps Portal has been updated to list all the steps Applicants will take 
and automatically moves completed tasks to the Completed section.

Screenshot of MyJobCorps Portal Home view Mobile view of MyJobCorps 
Portal Home view
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Portal Updates
Uploading Supporting Documents
Applicants are prompted to upload their supporting documents for proof of residency, age, income, and 
SSN, increasing the likelihood of uploading their documents before submitting their application.

When uploading documents, applicants will see an option to select specific document categories (e.g., 
proof of citizenship, age, income) so applicants know exactly what documents are needed for that 
category. 

Screenshot of MyJobCorps Portal Upload Document screen Mobile view of Portal Upload 
Document screen 5



Portal Updates
Signing Digital Agreements
Applicants will see a new click-to-sign feature when reviewing digital agreements. 

This simplifies the applicant experience by eliminating the need to type a name 
multiple times, reducing the risk for manual errors, and ensuring forms are 
signed correctly with the applicant’s legal name. 

Screenshot of Portal Agreements screen Mobile view of Portal 
Agreements screen 6



Gateway Updates
Location-Based Filtering Options

OA Managers can now view 
and filter by zip codes aligned 
to their Admissions provider.

This update allows OA 
Managers to:

• Easily view and filter specific 
zip codes when they are 
assigning cases to 
Admissions Representatives 
(ARs).

• Create and save filters for zip 
codes aligned to specific ARs 
for ongoing assignments.

Michael  Bower

Screenshot of Gateway Home view
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Gateway Updates
New Applicant Identification Number (AIN)
The Applicant Identification Number is a unique ID assigned to every applicant and can be used to 
track a background check’s status with JACS. 

Unlike the Application Tracking Number (ATN), which tracks the specific case, the AIN is assigned based 
on the applicant's Social Security Number (SSN).

Tip: You can search cases by the AIN from the All Cases view and use this ID when working with the 
JACS team on background check inquiries.

Michael 
Anderson

Michael 
Bower

Screenshot of Gateway All Cases view 8



Gateway Updates
Identify Applicants with Multiple/Duplicate Applications
When the Readmissions Check is performed, the result provides information to help you identify if the 
applicant’s SSN is associated with current or historical cases. 

Helpful information included in readmissions checks: ATN, Name, DoB, SSN, Case Status, Case Milestone, 
Admissions Provider, Admissions Staff, Background Check Request Date, and Background Check Status

If the readmissions check reveals that the applicant has 
a current case in progress:

1. Review if the existing case is a match and being actively 
processed by the listed AR. Connect with the AR and/or 
OAM to determine next steps.

2. If the applicant is a match, select Confirm.
• Notify the applicant that they already have an active 

application and continue to work with the listed AR.
• Close out the case by marking it as a duplicate.

3. If the applicant is not a match, select Cancel. 
• Re-confirm the applicant’s SSN (edit the application, 

if needed) and rerun Check History.

Scott Johnson

Screenshot of Validate Application History from Readmissions Check
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Gateway Updates 
New Background Check Request Banner for Multiple/Duplicate Applications
Gateway will flag if a background check 
has been requested previously for an 
active applicant, preventing ARs to 
request a second background check 
within the 120-day window. 
Benefits of the improvements to BC’s:
• Prohibits background checks to be 

requested for the same active 
applicant.

• Reduces rejections from JACS.
If you receive the “Background Check Request 
Not Available” banner:

1. Re-Run the Readmissions Check to identify 
which AR has the case and then connect with 
the AR and/or OAM to determine next steps.

2. If the other AR is proceeding with the case, 
mark your case as a duplicate to close it out.

Screenshot of Background Check Indicator

IMPORTANT: You will not be able to override this system indicator. 
The Eligibility 4 screen will be locked until either the original case has received the 
background check result or the SSN on the case has been updated or edited (if a 
mistake was made when entering). 
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Gateway Updates 
Improved Document Management with Document Center
The Document Center serves as 
comprehensive list of all the documents and 
agreements required. 

Benefits of the new Document Center:
1. Organizes all documents into clear 

categories by eligibility criteria

2. Allows you to view, rotate, verify, accept 
or reject, and add comments.

3. Displays the following helpful statuses:
Agreements Statuses:

• Applicant Signature Required
• Parent Signature Required (if minor)
• Accepted
• Submitted to E-Folder

Document Statuses:
• Verification Required
• Accepted/Rejected
• Submitted to E-Folder

Screenshot of 
Document 
Center

Screenshot of Gateway Eligibility Criterion 1 11



Gateway
Access to Arrival Data
The Arrival Report is now available in MyJobCorps, offering real-time updates for Admissions staff 
to easily track students who have arrived on center.
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Screenshot of Gateway Arrival Report screen
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MyJobCorps Support and Resources 

Resources
Check out the Gateway Help Center to support your learning and use of MyJobCorps. 

• Review the 3.3 Release article to access: micro-training slides, release demo, and overview of what 
to expect and links to related user guides

• Review the 3.3 Release Notes
• Check the Known Issues article

Office Hours
Register to join one of the February Office Hours sessions for Case Processing and Technical Support:

• Tuesday February 4th at 1:00PM EST
• Tuesday February 18th at 1:00PM EST
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https://gatewayhelp.jobcorps.gov/hc/en-us
https://gatewayhelp.jobcorps.gov/hc/en-us/articles/33359099352589-MyJobCorps-New-Feature-Micro-Training-3-3-Release-COMING-SOON
https://gatewayhelp.jobcorps.gov/hc/en-us/articles/19227111336717-MyJobCorps-Known-Issues
https://gatewayhelp.jobcorps.gov/hc/en-us/articles/31428828351757-MyJobCorps-Office-Hours


Questions?
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