
MyJobCorps 3.7 Release Overview

→ New Features and Enhancements

→ Reapplying Made Easy

→ Reopening Applications in Portal

→ Automated ‘Verify Application’ Checklist

→ Additional SSN Verification Step

→ Requiring Parent/Guardian Contact Information

→ Displaying Admissions Contact Info in Portal

→ New Agreement in Portal for Signature

→ Support & Resources

→ Demo of 3.7 Features and Enhancements

→ Q&A
On Friday, September 19th , the improved applicant experience 
and case processing updates will be available in MyJobCorps.
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Reapplying Made Easy 
Applicants no longer need a new account or email to 
reapply to Job Corps. They can use their existing login, 
making the process faster and simpler. Admissions staff 
can easily track returning applicants.

How it works in Portal
• Applicants with a closed application will login and see 

a prompt to ‘Reapply to Job Corps’.
• What Stays Completed:

• Profile
• Birth certificate and SSN Card remain uploaded

• What Needs to be Done:
• Complete Questionnaire and sign Agreements
• Upload any other documents

How it works in Gateway
• A new case appears in the OA Manager’s Unassigned 

queue.
• Applicant History tab shows all prior applications.
• Previous applications remain accessible to AR.

Screenshot of MyJobCorps Portal Dashboard

Benefits
• No need to create multiple accounts to reapply
• Easier to identify returning applicants
• Previous applications automatically linked to the 

applicant
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Applicants can Reopen their Application in Portal

Applicants can reopen their withdrawn application in 
Portal without creating a new account relying on 
Admissions staff.

How it works in Portal:
• Applicants with a withdrawn/inactive application will 

login and see a prompt to “Reopen My Application”.
• All previous progress is preserved: profile info, 

completed questions, agreements, and uploaded 
documents.

How it works in Gateway:
• The reopened case is returned to the OA Manager’s 

Unassigned queue.
• An indicator appears next to the applicant’s name 

showing it was reopened in Portal.
• The OA Manager assign the case as usual.

Application information for a withdrawn case is saved for 90 days. 
After 90 days, the case status updates to ‘Closed’ and applicants 
would need to restart their application.

Screenshot of MyJobCorps Portal Dashboard

Benefits
• No need to start from scratch to reopen a withdrawn 

application.
• Efficiently identify cases that have been reopened.
• Previous applications automatically linked to the 

applicant.
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Automated ‘Verify Application’ Checklist

The Verify Application step now includes an automated 
checklist showing the actions required before 
Admissions staff can verify an application.

How it works in Gateway
• The checklist guides Admissions staff through the 

verification process on the Application tab.
• The checklist updates automatically as steps are 

completed.
• Once the checklist is completed, staff check a box 

confirming the review is accurate and select ‘Verify’ 

Benefits
• Clear guidance on what needs to be completed for 

verification
• Improves application accuracy and reduces delays in 

eligibility processing

Screenshot of Application tab and Verify Application checklist in Gateway
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Additional Social Security Number (SSN) Verification Step
Admissions staff must ensure the SSN provided by the 
applicant matches their uploaded proof of SSN.

How it works in Gateway
• On the Documents tab, Admissions staff will navigate 

to the uploaded proof of SSN document.
• They will re-enter the applicant’s SSN exactly as it 

appears on the document.
• If the SSN matches, accept the document to verify 

the SSN. 
• If the SSN doesn’t match, Admissions staff can 

override it from the screen. This will update the SSN 
provided by the applicant in the Application.

Benefits
• Improve accuracy and reduce errors when processing 

cases.
• Reduce delays in receiving background checks due to 

errors.

Note: This step does not apply to applicants who use a TIN.

Screenshots of SSN Verification
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Contact Information for Assigned Admission Representative
The assigned AR’s contact information will display in 
Portal for easy access to applicants. Admissions staff 
will be able to manage the phone number they want to 
share with Applicants from their Profile tab in Gateway.

How it works in Portal
• When an applicant completes their Profile, the Help 

tab will display the phone number for the assigned 
Admissions Office.

• Once the applicant is assigned to an Admissions 
Representative, the Help tab will display their name, 
email and phone number (if provided).

How it works in Gateway
• The Staff tab will now be available to all Admissions 

staff to view staff at their provider
• OA Managers can update all staff phone numbers, 

including their own
• ARs can update only their own phone number.

Note: If no phone number is added for Admissions staff in 
Gateway, it will not display to applicants in Portal.

Screenshot of MyJobCorps Portal Help screen

Screenshot of MyJobCorps Gateway Profile tab

Benefits
• Easier engagement between applicants and 

Admissions staff.
• Up-to-date contact info reduces delays in notifications 

and case updates.
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Requiring Minors to Provide Parent/Guardian Contact Information

Minors must provide a parent or guardian’s contact 
information, ensuring Admissions staff have the 
information needed to process applications.

How it works
• If the applicant’s DOB indicates they are under 18, the 

Additional Contacts page asks if they are legally 
emancipated, married, or unaccompanied.
• If ‘No,’ they must enter at least one parent or legal 

guardian.
• The Relationship dropdown options are limited to 

parent/guardian options.

Benefits
• Supports Admissions staff in verifying contact 

information.
• Benefits Admissions and center staff obtaining 

parent/legal guardian signature for required 
agreements. Screenshot of Portal view of Additional Contacts 
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Informed Consent to Receive Mental Health and Wellness Treatment

Applicants can now sign the Informed Consent to 
Receive Mental Health and Wellness Treatment 
agreement directly in the Portal, digitizing the signature 
process for this required form.

How it works
• Applicants now sign this required agreements directly 

in Portal.
• Once signed, it is available for Admissions staff to 

view in Gateway after application submission.
• If the applicant is a minor, a parent/guardian must still 

sign this agreement outside of the system.

Benefits
• Eliminates the need for Admissions staff to send the 

agreement outside the system for signature. 
• Creates a smoother, self-guided experience for 

applicants in Portal.

 Screenshot of Portal Agreements 
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Support and Resources 

Resources
Check out the Gateway Help Center to support your learning and use of MyJobCorps. 
• Review the 3.7 Release article to access: training slides, release demo, overview of the release, and 

links to related user guides
• Review the 3.7 Release Notes
• Check the Known Issues article

Office Hours
Register to join an upcoming Case Processing and Technical Support Office Hours session:
• Tuesday, September 30th at 1:00PM EST
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https://gatewayhelp.jobcorps.gov/hc/en-us
https://gatewayhelp.jobcorps.gov/hc/en-us/articles/39318437566093-COMING-SOON-3-7-Release
https://gatewayhelp.jobcorps.gov/hc/en-us/articles/39318437566093-COMING-SOON-3-7-Release
https://gatewayhelp.jobcorps.gov/hc/en-us/articles/19227111336717-MyJobCorps-Known-Issues
https://gatewayhelp.jobcorps.gov/hc/en-us/articles/31428828351757-MyJobCorps-Office-Hours
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