
MyJobCorps 4.1 Release Overview

→ New Features & Enhancements
→ Outreach and Admissions
→ New Applicant SSN/TIN Verification Process
→ Updated Background Check Workflow
→ Integrated Collection of Parent/Guardian Digital Signatures
→ Better Communications for Inactive or Withdrawn 

Applications
→ Center Enrollments
→ Incorporated AFR Tracking Log in Gateway Reports
→ New Enhancements Boosting the AFR Process
→ Disability documents on the Wellness tab
→ Reassigning a returned case to a different center
→ Workflow updates to the health review process

→ User Experience Improvements for All Users

→ Support & Resources
→ System Demo 
→ Q&A

MyJobCorps 4.1 Release will be available for all applicants 
and existing Gateway users on Wednesday, August 19. 
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Center Enrollments
4.1 Release



Incorporated AFR Tracking Log in Gateway Reports
Gateway now provides a system-generated AFR Tracking Log 
Report for AFR user roles on the Reporting tab. The report 
displays all cases undergoing center-based AFR and enables 
real-time monitoring of case progress. 

How it works 
• The AFR Tracking Log is accessible from the Reporting tab 

and is exportable to excel.
• The report displays all AFR steps and dates for real-time 

progress monitoring
• Cases are added to the AFR Tracking Log once they reach the 

Center Assigned workflow milestone.

Benefits
• Provides a single, up-to-date view of all cases in AFR review 

and have completed review
• Helps AFR users monitor workflow status and identify 

bottlenecks quickly
• Easily identify and access key data for maintained tracking 

logs
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New AFR Process Enhancements
Center assignment and enrollment activities are enhanced 
to support Applicant File Review in Gateway.
Health and Wellness Reviewers 

• Disability documents now display on the Wellness tab 
to assist in their reviews. 

• Access a new Pending Arrival Report, from the 
Reporting tab, that includes new customizable filters 
like the milestone filter. 

Center Records Managers

• Leverage a new selection and indicator to quickly 
identify cases they already reviewed for completeness.

OA Managers

• Can reassign a returned case to a different center, 
automatically resetting the AFR workflow. 

Benefits
• Increase ease and efficiency in completing role-based 

AFR activities
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Outreach and Admissions
4.1 Release



New Applicant SSN/TIN Verification Process
All Assigned Admissions Representatives and OA Managers will 
have new SSN/TIN actions in Gateway to verify or update an 
applicant’s SSN/TIN. 
We've updated the Verify SSN process to ensure accuracy 
across the Readmissions Check and the Background Check, 
ensuring an applicant file is sent to center with the most 
accurate information.

1. The applicant identify and SSN/TIN are verified as part of the 
Application Verification Checklist

2. Readmissions Check uses SSN/TIN to confirm if an 
applicant’s previous enrollment history with Job Corps.

3. Background check uses the applicant’s SSN/TIN to confirm 
an applicant is free from disqualifying convictions.

Benefits
• Prevent accidental SSN/TIN changes tied to document 

approval 
• Ensure all downstream checks re-run with updated 

information to reduce delays
• Improve auditability and transparency within the case history
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New Applicant SSN/TIN Verification
Verifying an Applicant’s SSN/TIN

Verification is no longer completed in the Document Center 
using the SSN Card – Now Verification is completed using the 
Actions menu, ensuring changes are intentional and accurately 
tracked.

How it works 
To verify an applicant’s SSN/TIN: 
1. Select the Actions menu from the case
2. Select Verify SSN/TIN
3. Type the SSN/TIN exactly as displayed on the document
4. Select Save

The Verify Application check list will show this action as 
completed and Case History will log an event. 

Note: You will need to accept the Proof of SSN/TIN 
document as a separate action in the Documents Center.
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New Applicant SSN/TIN Verification 
Updating an Applicant’s SSN/TIN

How it works 
1. Update or correct an applicants SSN/TIN by selecting the 

Actions menu
2. Select Update SSN/TIN
3. In the pop-up, review the provided document, indicated 

document type, and verified SSN/TIN
4. Make necessary update to the indicated document type (ie 

SSN, TIN, or neither).
5. Re-type the SSN/TIN to update and overwrite the verified 

number
6. Select Save

Case History will display a logged event when the SSN/TIN is 
updated.

Important: Updating an applicant’s SSN/TIN will automatically 
reset their Readmissions Check, EC4 and the Background Check. 

Note: You will not be able to update or correct an applicant’s 
SSN/TIN while a background check is being processed.
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Updated Background Check Workflow in Gateway
Background checks are now associated with the applicant 
rather than an individual application. This change eliminates 
duplicate JACS requests, improves visibility into an applicant's 
background check history, and makes troubleshooting easier.
A new Background Check tab is now available for requesting 
background check and reviewing any previous valid request.

How it works 
• A background check is initiated once per applicant, rather 

than once per application. 
• The Background Check tab becomes available after the 

Readmissions Check returns a result and Eligibility 
Criteria 1–3 are marked Eligible. 

• If the applicant has a previously completed background 
check (regardless of center), Admissions Representatives 
can view the results from the Background Check tab. 

Benefits
• Eliminates duplicate background checks for the same 

applicant by providing a complete history of all background 
check requests in one location. 

• Improves transparency and simplifies troubleshooting with 
access to full request details. 

Note: You will continue to determine eligibility on the EC4 
screen under the Eligibility tab. 

Important: Completing the Background Check Corrections task 
automatically submits the corrected background check request to JACS.
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Updated Background Check Workflow in Gateway
Background Check Corrections
The new Background Check Corrections process streamlines 
corrections and eliminates manual background check 
resubmission steps.

How it works 
• If JACS returns a Corrections Needed status, Admissions 

Representatives (ARs) will receive an Alert, Task, and see the 
status on the Background Check tab. 

• ARs can select the background check under Requests table 
to view the full request details. A Corrections Needed 
section will appear on the right side of the screen, where they 
can open the associated Task ID.

• To complete the Corrections Needed Task:
1. The AR reviews the request and updates the required 

information.
2. The AR changes the task status to In Progress and adds 

a comment describing the updates made.
3. The OA Manager (OAM) reviews the changes, select the 

Verified by OA Manager check box, and Save.
4. When saving the task status updates to Completed and 

the OAM is prompted to resubmit the background check.
5. Completing the Background Check Corrections task 

automatically resends the corrected background check 
request to JACS.

Reminder: Monitor background check status using either the 
Background Check tab or Background Check Requests Report. 10



Proof of Identity Category in the Document Center
Documents that were previously in the Proof of Age and Proof 
of Residency category, now display in the new consolidated 
category, Proof of Identity. 
The consolidated category provides a view of all the associated 
identity documents in one area, streamlining document review 
when assessing eligibility criteria 1-3. 

How it works 
• The Document Center displays the Proof of Identity 

category, that includes all I-9 related documents.
• When reviewing eligibility criteria 1 and 2, the applicable 

Proof of Age or Proof of Citizenship/Residency document(s) 
display on the criterion pop-up.

Benefits
• Streamlines identity documentation review
• Integrates with JACS to make more efficient updates and 

corrections
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Integrated Collection of Parent/Guardian Signatures
Parents or guardians can now sign required minor-applicant 
Agreements digitally through AdobeSign integrating with 
MyJobCorps. Signature requests are triggered automatically 
when the application is submitted.
Real-time signature status updates display directly in Gateway 
as document status updates and Case History events.

Benefits
• Simplifies collection of minor-applicant consent forms
• Reduces case delays and manual follow-up steps 
• Improved application completeness and timeliness for 

minors
• Ensures real-time visibility into signature progress
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Integrated Collection of Parent/Guardian Signatures
Applicant and Guardian Experience

How it works in Portal
• Minor-applicants indicate are required to indicate which 

Alternative Contacts is their legal guardian. 
• Before submitting the completed application, the applicant 

must select a legal guardian to send Agreements to and 
confirm their email address in the text box.

• When the application is submitted, AdobeSign automatically 
sends the Agreements for guardian consent.
• The selected parents/guardian(s) will receive an email 

notification to complete Parent/Guardian Consent forms 
(in AdobeSign). 

• AdobeSign will send daily reminders, for the next 14 days, 
until signatures are completed or it expires.

• After Agreements are signed, the parent/guardian will 
receive a confirmation email. 

Note: If both Alternative Contacts are indicated as a Legal 
Guardian, the applicant can select one or both to send 
Agreements to – only one is required to sign.
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Integrated Collection of Parent/Guardian Signatures
For Admissions 
Gateway shows the signature status as soon as the document 
is signed, on the Agreements section of the Application tab and 
in the Document Center. Additional Contacts shows who the 
indicated Legal Guardian and who is the selected Signer.
 

How it works in Gateway
1. From the case, select the Actions menu 
2. Select Manage Parent Signatures
3. In the pop-up, review the forms requiring signature, who 

they were sent to, and their status. 
• You can resend or void signature requests and will receive an 

Alert if a signature request cannot be delivered.
• Agreements pending signature display Awaiting 

Parent/Guardian Signature status 
• Voided or Expired requests display Parent/Guardian 

Signature Required status
• When signed, Agreements update to Accepted
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Integrated Collection of Parent/Guardian Signatures
Updating Designated Signatory
If the designated signer or their email address needs to 
be updated, either: 

• Have the applicant completes the updates in Portal
1. From the Actions menu select Unlock the Portal 
2. The applicant will complete the updates for 

Alternative Contacts and confirm the selected 
signers email address when re-submitting their 
application. 

3. AdobeSign will automatically send the Agreements to 
the selected signer for consent.

• Edit the application yourself in Gateway 
1. From the Actions menu select Edit the Application
2. Complete the edits for the Additional Contacts 

section of the application and Save.
3. Select the Actions menu and select Manage Parent 

Signature. 
4. From the pop-up, select Resend to send the 

Agreements to the updated email or signer.

Reminder: Only the Legal Guardian(s) indicated as the 
Signatory will receive the Signature request from AdobeSign.
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Applicant Notification of Withdrawn Application
Applicants will now be notified when their case is withdrawn 
or when the case goes inactive. 
Applicant’s will receive notifications sharing the specific 
withdrawal reason, helping applicants understand what 
happened and reducing unnecessary reapplications.

How it works 
• Applicants receive an email notification when their case is 

withdrawn or becomes inactive.
• A banner in the Portal displays the exact withdrawal reason 

entered by staff or auto-applied by the system

Benefits
• Reduces confusion and repeat submissions from 

applicants
• Improves clarity and communication during application 

processing
• Helps applicants take informed next steps
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Support and Resources 

Resources
Check out the 4.1 New Feature Release article to easily access: an overview of the 4.1 release, the 
recorded training, the training slides, the 4.1 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 will be hosted:

• Thursday, August 20th at 1 pm ET
• Tuesday, August 25th at 1pm ET
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https://gatewayhelp.jobcorps.gov/hc/en-us/articles/47844455714061-MyJobCorps-New-Feature-Release-4-1-Release-COMING-SOON
https://gatewayhelp.jobcorps.gov/hc/en-us/articles/19227111336717-MyJobCorps-Known-Issues
https://events.gcc.teams.microsoft.com/event/e8d8ddde-99e2-4166-8597-2e58fd3cbe59@75a63054-7204-4e0c-9126-adab971d4aca?source=copyLinkLegacyShareLinkDialog
https://events.gcc.teams.microsoft.com/event/e8d8ddde-99e2-4166-8597-2e58fd3cbe59@75a63054-7204-4e0c-9126-adab971d4aca?source=copyLinkLegacyShareLinkDialog
https://events.gcc.teams.microsoft.com/event/28e20331-97dd-41ba-96fc-e075221131ed@75a63054-7204-4e0c-9126-adab971d4aca?source=copyLinkLegacyShareLinkDialog
https://events.gcc.teams.microsoft.com/event/28e20331-97dd-41ba-96fc-e075221131ed@75a63054-7204-4e0c-9126-adab971d4aca?source=copyLinkLegacyShareLinkDialog
https://events.gcc.teams.microsoft.com/event/28e20331-97dd-41ba-96fc-e075221131ed@75a63054-7204-4e0c-9126-adab971d4aca?source=copyLinkLegacyShareLinkDialog


Questions?
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