
MyJobCorps 4.0 Release Overview

→ New Features & Enhancements

→ Applicant File Review (Phased Release)

→ Digital Health Questionnaire Collection from Applicants

→ Constituent Issues from the National Content Center 

(NCC)

→ New Alerts Feature

→ Applicant Driver’s License Information

→ Search Using Contact Information

→ Support & Resources

→ System Demo 

→ Q&A
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MyJobCorps 4.0 Release will be available for all applicants 
and existing Gateway users on Friday, March 27. 



Job Corps Policy Guidance for Admissions Staff
Policy Guidance for Applicant File Review within Admissions Process
• Eligibility (1.2 R3 & Exhibit 1-1)
• Health Questionnaire (ETA Form 653) (1.2 R3.e) 
• Voluntary Disclosure and Confidentiality (1.2 R3.b; Appendix 202)
• Supporting health documentation from ETA 653 disclosures (1.2 R3.e; 1.4 R1)

• Release of Information
• Chronic Care Management Plans

• Readmissions and Reapplications (1.2 R7-R8 and 1.5 R12)
• Expedited Enrollment (1.2 R5; Exhibit 1-3)

Best Practices when documenting your findings in MyJobCorps
• Do not modify Job Corps policy and/or OMB forms.
• Document actions taken (assist, collect, upload), not medical interpretation.
• Clearly identify application type (new, reapplication, readmission, expedited).
• Confirm all required items are uploaded.
• Limit entries to necessary information; protect confidentiality (Appendix 202).
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For 4.0 
Release



Applicant File Review (Phased Center Onboarding)
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The Applicant File Review (AFR) process is transitioning from 
CIS to MyJobCorps. Staff responsible for AFR (center records, 
health and wellness) and Regional Review processes (regional 
health roles, regional directors) will onboard onto MyJobCorps 
in specific user roles based on their job responsibilities.

AFR in Gateway will streamline admissions and center 
processes, document management and collaboration between 
OA staff and centers.

How it works 
• Health and Wellness Directors (HWDs) complete review of 

applicant’s health care needs. 
• Records Managers (RMs) plan for students' arrival, set 

anticipated arrival dates, and create student records in CIS.
• Regional Disability Coordinator (RDC) & Regional Health 

Specialist (RHS) complete a regional review and provide 
recommendations for the Regional Director.

• Regional Director (RD) makes the final decision to accept or 
reject the denial recommendation.

NOTE: AFR Training is currently limited to Early Adopters.

Benefits
• Central case management system for admissions and center 

enrollments.
• Clear workflow with date stamps on key milestones.
• Seamless integration with CIS, syncing planned arrivals to CIS to 

create students in downstream processes.
• Automatic documents sync from Gateway to E-Folder and 

Health E-Folder.



Digital Health Questionnaire Collection from Applicants
Applicants will be able to complete and submit their Health 
Questionnaire in Portal as part of their application process. 
After they submit their application information, they can 
work on the health questionnaire anytime, return later to 
submit, and upload supporting documents as needed. When 
their questionnaire is completed, they can digitally sign and 
submit it.
  

How it works for applicants
All applicants will have the Health Questionnaire in their To 
Do list on the Portal dashboard.

• The Health Questionnaire unlocks in Portal after an 
applicant signs and submits their application.
• If an applicant selects Yes they have health insurance, 

a new action will display on their To Do list to upload it.
• When completed in Portal, the data will be transmitted 

to Gateway.
  

Benefits
• Streamline the application process for eligible applicants. 
• Reduce time intensive back-and-forth with applicants to 

complete Health information.
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Digital Health Questionnaire Collection
Admissions staff will be notified when applicants submit their 
Health Questionnaire and it’s available in the Health tab. Staff 
can only access Health after eligibility is completed, which 
will allow them to review the applicant’s responses, address 
any changes if needed, and obtain the auto-generated Form-
653.

How it works 
• Confirm completion of the Health Questionnaire from the 

Home and Search views, as well as from the Summary and 
Health tabs from the applicant’s case.
• Use the statuses to confirm what actions are necessary 

(e.g. supporting the applicant with questions or getting 
parent/guardian signature).

• Review, Verify, and Edit the Health Questionnaire
• Support the applicant with updates by editing the 

questionnaire in Gateway.
• Get notified if supporting documents or forms are required 

based on applicant responses.
• Gateway automatically checks off each items in the Verify 

Health Questionnaire list. Check the box to confirm your 
review and select the Verify button.
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REMINDER: A parent/guardian's signature is still required for minors 
and must be collected outside of MyJobCorps.



Constituent Issues from the National Contact Center (NCC)

MyJobCorps is integrating with NCC to receive OA 
constituent issues from callers. Constituent issues 
originating from the NCC will sync with Gateway, which 
will automatically create a Task in the corresponding OA 
provider’s queue – just like the constituent issues coming 
from the MyJobCorps Help Desk.
These tasks will work the same way as your other tasks in 
Gateway, which are categorized by type and assigned by 
OA Managers for resolution. 
 

How it works 
• OA Managers assign the Constituent Issue Task for 

resolution. 
• Task owners can view where the task originates from in 

the Source column.  

Benefits
• Unify all Constituent Issues in one place to increase 

efficiency in addressing an issue and ability to resolve 
the task.
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New Alerts Feature

All Gateway users will have a new Alerts screen to get quick 
notifications for their cases.  Alert notifications are designed 
based on the relevant activities for each user role in Gateway, so 
you’ll only receive notifications about actions you need to take. 
Internal alerts such as “Applicant has uploaded a new 
document” will keep you up to date on important case activities. 
 

How it works 
• The Alerts tab, in the left navigation, will display a system 

generated alert for assigned cases based on the ATN.
• From Alerts, review the ‘Alert Message’, the applicant it’s 

related to, then select the ATN to open the case.
• Once you review an alert, you can mark it as read

•  Select the box left of the ATN and selecting the Mark as Read 
button.

 

Benefits
• Efficiently manage case actions and tasks without relying 

solely on email notifications.
• Get real-time updates and notifications as you’re working in 

Gateway 
• Ensure awareness and quick access to application updates
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Types of Alert Notifications
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Alert System Event OAM AR

Admissions & Eligibility

Case Reassigned OAM reassigns case to AR/OAM (not self-assign) No Yes

Contact Information Change Applicant updates address or phone in Portal No Yes

Readmit Waiver Result Received RD approves/denies readmit waiver No Yes

Action Required: OA Manager Requested Revisions OAM returns case for revisions No Yes

Background Check Result Received JACS sends background check result to Gateway No Yes

Action Required: Background Check Corrections Needed JACS sends correction request to Gateway Yes Yes

Readmit Waiver Request AR requests a Readmit Waiver Yes No

QA Review Request AR requests QA review Yes No

New Document Uploaded Applicant uploads document post-submission No Yes

Applicant File Review (AFR) Alerts
Health Review Completed HWR completes the health review (Clear for Enrollment) Yes Yes

Regional Review Alerts
Recommendation for Denial Rejected RD rejects denial recommendation Yes Yes



Applicant Driver's License Information

Applicants will be able to provide their driver’s license 
information when they complete their application so 
the information can be used to determine future education 
and training needs.
 

How it works
• In Portal, when applicants select Yes they have a 

state/territory drives license, they are required to drivers 
license details.

• In Gateway, view the applicant’s drivers license details 
from the Basic Information section of the Application tab.
• View the status of the license, state, license number, 

and expiration date.
• While this information is required in Portal; it displays as 

Optional in Gateway.
 

Benefits
• Ensure additional applicant details are collected efficiently 

at one time.
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Search Using Contact Information

Admission staff will be able to search for a case using 
the applicant's phone number and/or email address.
 
How it works 
• From the Search or the Home view, select the search 

bar and enter the applicant’s phone number or 
email address. 
• Adjust any additional filters such as ‘Show 

Duplicates’ or case status.

Benefits
• Increase ease and reduce time spent of locating 

applicant cases. 
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Note: When searching using an applicant's phone 
number, enter only the numbers (no dashes or hyphens; 
e.g. 2024557822). 



Support and Resources 

Resources
Check out the 4.0 New Feature Release article to easily access: an overview of the 4.0 release, the 
recorded training, the training slides, the 4.0 Release Notes, and links to related user guides; Refer to 
the updated Known Issues article for bugs and resolutions.

Office Hours
Register to join Office Hours via the link provided your email or on the Help Center.
• Office Hours for 4.0 will be hosted April 9th at 1pm ET.
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https://gatewayhelp.jobcorps.gov/hc/en-us/articles/44369502860173-COMING-SOON-MyJobCorps-4-0-New-Feature-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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Questions?


	4.0 Training
	Slide 1: MyJobCorps 4.0 Release Overview
	Slide 2: Job Corps Policy Guidance for Admissions Staff
	Slide 3: Applicant File Review (Phased Center Onboarding)
	Slide 4: Digital Health Questionnaire Collection from Applicants
	Slide 5: Digital Health Questionnaire Collection
	Slide 6: Constituent Issues from the National Contact Center (NCC)
	Slide 7: New Alerts Feature
	Slide 8: Types of Alert Notifications
	Slide 9: Applicant Driver's License Information
	Slide 10: Search Using Contact Information
	Slide 11: Support and Resources 
	Slide 12: Questions?


