The Mississippi Partnership
My Gateway Career Portal

The Mississippi Partnership Workforce Area has created an online portal for its WIOA Youth
programs that includes modules for:

o Application, Intake, and Case management

o Online Orientation

o Professional Development

o E-learning for Career Readiness

o Participant Timesheets

Our online portal can be accessed at www.MyGateawyCareer.com. Any individual or business
may apply online for our services. Our goal is eventually incorporating our Adult/Dislocated
Workers Programs into My Gateway Career website, so that any individual in need of WIOA
services will begin here.

With this in mind, we are not limiting who may apply for our services through the
www.MyGatewayCareer.com website. It will be your job as Career Coaches to make a
determination on if the individual should continue with the application process on
MyGatewayCareer.com or if the individual should be referred to another program.
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On the My Gateway Career landing page individuals are provided information about what our
goal is, the counties that we serve, and a link to apply for assistance.

All youth in The Mississippi Partnership will be required to apply through the
MyGatewayCareer.com beginning on October 1, 2021.
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How an Individual Applies Online

Individuals may either be directed by the Youth Provider to apply online or individuals may
apply online without having any contact with any WIOA providers in our workforce area. When
individuals apply online for the Gateway Program, the applications are directed to the
appropriate Youth Provider & Career Coach(es) based on the individual’s school status and
county (see Attachment).

NOTE: Applications are directed to Youth Providers based on their education status and county
they enter on their application. There are times when it’s easier for a youth to attend a Youth
Provider Program that is outside of that provider’s base counties. Three Rivers PDD staff can
reassign an applicant to a Youth Provider if needed. HOWEVER, if you are working with an
individual who lives outside of your base counties you may instruct the individual to enter the
county that the Youth Provider is located in on their application, and the application will
automatically be directed back to the Youth Provider. Youth Providers must still have
permission from Three Rivers PDD before enrolling a youth outside of its service area into
WIOA.

The Participant Application can be found by clicking “I want to apply” on the landing page under
“Build the future you want” or by clicking “Job Seekers” in the menu.
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Individual Application Page

The individual will complete the short application and click “Save”
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First Name * :
Middle Name = :
Last Name = :
Cell Phone * :
Other Phone :
Email Address * :
Password * :
Confirm Password *
Address " :

City * :

State *:

Zip Code * :

County " : - Select County -

mm/dd/yyyy
Mark the option that best fits your current education situation
O1am currently attending High School.
O 1am currently attending a College or University
O1am currently attending another type of training

1 am not currently attending any school or training

Mark the option that best fits for your situation * :
1 am seeking assistance with finding employment

(| am seeking assistance with training opportungj

SAVE
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After the individual clicks “Save” the following screen will appear:
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Staff Login Page

Staff will log into the MyGatewayCareer.com through the admin site which is located at
https://mygatewaycareer.com/admin.
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ADMIN LOGIN

Email

Password
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Staff Dashboard

When the staff logs in this is what their dashboard looks like.

You can sort the applications by using the blue hyperlink options on the dashboard.
To find the most recent applications you can click Newest as sort option.

You can find pending applications (applications that you have not taken any action on yet) by
clicking the “PENDING STATUS” button.

(NOTE: Pending Status button is on this screenshot. It was added after this screenshot &
instructions were typed. The Pending Status Button will be where the EPORTFOLIOS button is
showing below)

Admins |

ADI

MIN
ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

1 10 p

RESUMES CREATED EPORTFOLIOS MOCK JOB APPS

STUDENT ACCOUNTS

-SonBy Most Recently Update Iphabe:i-:al Most Active Oldest Group

e

Tracy Smith 1 r e Required  Application Status  MPWDA Module
tracy sy:mtn@an where.com ) Application  Paperwork Pending Youth ISS Access
! ! Account Infg  Assignments Form
Jane Doe 1 r Intial Required  Application Stalus ~ MPWDA Module
janekkjhkn@gmail.com ’ Application  Paperwork Pending Youth 1SS Access
(R Account Info  Assignments Eorm
Jane doe 1 r Intial Required ~ Application Status ~ MPWDA Module
test@test com ) Application ~ Paperwork  Approved for Full  Youth ISS Access
z Account Info  Assignments Access —
Testing Form 1 r Intial Required Application Status MPWDA Module
Stu,ema?m <1888 @gmail.com i Application ~ Paperwork — Approved for Full  Youth ISS Access
. @gmal. Account Info  Assignments P — Sorm
on serif 1 r Intial Required  Application Status MPWDA Module
4lserir@ e . Application  Paperwork  Approved for Full  Youth ISS Access
I gmall Account Info  Assignments Access —
a .o ~ = Intial Required Application Status MPWDA Module

After sorting using the Newest option or Pending Status you can see the latest applications.
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Application Statuses in MyGatewayCareer
There are 4 Application Statuses in MyGatewayCareer.
1. Pending

This status is the initial status given to all applications received through
MyGatewayCareer. This status means an individual has submitted an application and it
requires the Career Coach to review the application and make a determination on
whether the individual should be enrolled into the WIOA Youth Gateway Program.

2. Approved for Enrollment

This status means the Career Coach has reviewed the individual’s application and
contacted the individual and the Career Coach determined this individual should be
enrolled into the WIOA Youth Gateway Program.

Before an individual can be moved into “Approved for Enrollment” status the staff should
complete the individual’s: (1) WIOA Application Form, (2) Self-Attestation Form, and (3)
Youth ISS Form. My Gateway Career will remind you to do this when you assign an
individual to this status.

3. Approved for Essential Job Skills

This status means the Career Coach has received all of the individual’s signed forms and
required eligibility documentation for enrollment into WIOA.

When you move an individual into “Approved for Essential Job Skills” you should also
enter the participant and show services in MS Works and submit their enrollment
packet/documentation to WebEx/Imaging. Remember: You should enter data into MS
Works within 5 business days of the participant being enrolled in to your Gateway Youth
Program.

4. Approved for Full Access

This status means the participant has completed the Essential Job Skills and now has
access to all the modules in My Gateway Career.

5. Not Approved

This status means you have reviewed the Initial Application and spoke with the individual
and it was determined that the Gateway Youth Program is not the best for him/her.
When you place someone into this status, you are required to add a Note to explain why
he/she is not approved and where you referred the individual for assistance.
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Reviewing a Pending Application in My Gateway Career

When you receive a new application you will need to review the individual’s Initial Application.
To find new applications and/or applications that you are still needing to review you should
click the “Pending Status” button.

[ B Admin X
< c

@ mygatewaycareer.com/admin/student-accounts.php

career Admins |
—

ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

MOCK JOB APPS

RESUMES CREATED PENDING STATUS

12 1 ‘ 1 ' p

N

STUDENT ACCOUNTS

SortBy: Most Recently Updated Newest Alphabetical MostActive Oldest Group
[ A
Intial Requied ~ Application Staius  MPWDA Module
Gateway Career r
,és,@]a‘;w o L = Application  Paperwork ~ Approved for Full  Youth 1SS Access
REE Accountinfo  Assignments Access Form
Intial Required ~ Application Status ~ MPWDA Module
?v?n\r:?e;r;;@gmau com 1 - Application  Papenwork Approved for Youth ISS Access
- AccountInfo  Assignments Essential Job Skills  Form
oy Smith " - Intial Requied ~ Application Stalus  MPWDA Module
haﬂs‘/yra”l’le“@yzhao com - Application  Paperwork  Approvedfor  Youth ISS Access
- Accountnfo  Assignments Enroliment Form
R R Intial Requied ~ Application Status ~ MPWDA Module

Once you do that you will only see the Pending applications for you. You can click the “Initial
Application” section to see the individual’s application.
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ADMIN

ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

1 1

RESUMES CREATED PENDING STATUS
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MOCK JOB APPS

STUDENT ACCOUNTS

SortBy: IMost Recently Updated Newest Alphabetical MostActive Oldest Group

EEARCH:\:I
Jane Doe 2 r Intial Required  Application Status ~ MPWDA Module
Janekinkn@amal.com i Application  Paperwork Pending Youtn 1SS Access
" . Account Info  Assignments Fom

Showing 1 to 1 of 1 entries

First  Previous 1 MNext  Last

Al ORI ¢ RO

A new window will open that has the application in it will appear. You will review it and contact
the individual within 72 hours of receiving the application. During your contact with the
individual you will determine if the person should be enrolled into the WIOA Youth Gateway
Program or referred to other programs for services.

First Name ~

Tracy

Middle Name *
s

Last Name *

Smith

Cell Phone *
662-662-6622

Other Phone

Email Address *

tracysmith@anywhere.com

Password *

Address *:
879 Roberis Loop

City *

Pontotoc

Intial Application
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Individual Not Approved For Enroliment

If the Career Coach determines that the WIOA Youth Gateway Program is not a good fit for the
individual, the Career Coach will change the Application Status to “Not Approved for
Enroliment.”

The Career Coach will also need to enter a note about why the individual was not approved for
Gateway Youth Program and what services the individual was referred to for assistance.

Put a screenshot here showing this status when Career Team has it completed.
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Individual Approved For Enrollment into WIOA Youth Gateway
Program

If the Career Coach determines that the individual is a good fit for the WIOA Youth Gateway
Program, the Career Coach will need to complete:

1. WIOA Application Form

2. Self-Attestation Form

3. Youth ISS Form

My Gateway Career will remind you to complete these forms when you change an individual’s
status “Approved for Enrollment.”

Completing the WIOA Application Form

To complete the WIOA Application Form you will click “Required Paperwork” for that individual.

ADMIN

ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

11 1 10 2

RESUMES CREATED EPORTFOLIOS

MOCK JOB APPS

STUDENT ACCOUNTS

Sort By: Most Recently Updated Newest Alphabetical MostActive Oldest Group

e ]

Tracy Smith 1 r e Application Status ~ MPWDA Module
tracy syl"nilh anywhere com - Application Pending Youth 1SS Access
AT Account Info  ASsignments Form
Jane Doe 1 r Intial Application Status MPWDA Module
janekkjhkn@gmail. com - Applicatien  Pap Pending Youth 1SS Access
R D Account Info  ASsignments p—
Jane doe 1 r Intial Required Application Status MPWDA Module
test@test com - Application ~ Paperwork  Approved for Full  Youth ISS Access
Account Info  ASsignments Access Form
T 1 r Intial Required Application Status MPWDA Module
Sm,emia er1988@amail com i Application ~ Paperwork — Approved for Full  Youth ISS Access
2 2 Account Info  ASSignments Access p—
jon serif 1 r Intial Required Application Status MPWDA Module
Jts;e_-rif@ mail.com ) Application ~ Paperwork  Approved for Full  Youth ISS Access
: it Account Info  ASSignments Access p—
Stan Brown 1 r Intial Required Application Status MPWDA Module
stan brown135@gmail.com ’ Application ~ Paperwork — Approved for Full  Youth ISS Access
oo - Account Info  ASSIgnments Access Form
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The Required Paperwork screen below will open. You will click the “Open Form” button for the
WIOA Application.

WORKFORCE SERVICES

REQUIRED PAPERWORK

[1Select All Documents to Download as Package

WIOA Coversheset [}
Open Form
WIOA Application ‘ Open Form

Self Attestation Open Form o

Download PDF

Acknowledgment Form o

Download PDF

Grievance (Discnimination Form) O

Download PDF

Grievance (Non- Discrimination Form) o

Download PDF

Open Form

Download PDF

Youth and Career Coach Agreement
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The WIOA Application in My Gateway Career is the MS Works Participant Profile & WIOA
Enrollment Forms. The Career Coach should complete this form and click the Save button at the

bottom of the page.

MS WORKS
WIOA Participant Profile

To be completed by Admin before moved to Step 2.

1. Social Security Number

2. Prefix Last Name * M. First Name * Preferred Name
Smith Tracy
3. U.S. Worker Status 4. Date of Birth 5. Ethnicity Yes No | Didnot
Cu.s. Citizen = disclose
OPermanet Resident Hispanic/Latino o] o O
COwork Authorized Alien Native American/Alaskan Native o] o |C
ONot U.S Citizen or Asian o 0o |©
Eligible Worker
Black/African American Q (@] Q
Native Hawaiian Pacific Istander o] o |C
White/Caucassian @] (@] (o]
6. Gender 7. veteran 8. Member of MS 9. Disability 9b. Disability Class
National Guard
O Male O ves — Oves O Physical
O Yes
O Female OnNo OnNo O mental
ONo
© Did not disclose O Did not disclose O Both Physical &
Mental
O Did not disclose
38. Foster Care Youth 39. Incarcerated at Program Entry 40. Date Released from Incarceration 41. Received S8l in last 6
months
O ves O ves 08/31/2021 =
Oves
® No ®No
®No
42. Eligible for Free or 43. Requires Additional Assistance 44. Equcation Status 45.15 Youth a Dropout?
Reduced Lunch
@ vYes O In School, H.S. or less @ Yes
O Yes
O No O In School, Alternative School O No
®No

46. Basic Skills Deficient
®Yes

O No

O In School, Post-High School

@ Not Attending School and
H.S. Dropout

O Not Attending School: H.S.
Grad or Equiv

O Not Attending School; within
compulsory attendance age

47. If Basic Skills Deficient is no, listtoolused COMMENTS:
to determine this
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After you click the Save Button the screen will direct you to the top of the form. You can click

the “X” to close the form.

MS WORKS
WIOA Participant Profile

To be completed by Admin before moved to Step 2

Form Submitted Successfully.

1. Social Security Number

123-45-6789

2. Prefix Last Name * M. First Name *

Smith s Tracy

Preferred Name

3. U.S. Worker Status 4. Date of Birth *

Yes No Did not
disclose

@ ® @ ® ®

9b. Disability Class

5. Ethnicity
®u.s. Citizen 06/21/2C | &
OPermanet Resident Hispanic/Latino
Owork Authorized Alien Native American/Alaskan Nalive
ONot U.S Citizen or Asian
Eligible Worker
Black/African American
Native Hawaiian/ Pacific Islander
White/Caucassian
6. Gender 7. Veteran 8. Member of MS 9. Disability
National Guard
O Male Oves — O ves
O Yes
® Female ®No ®No
® No
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Completing the Self-Attestation Form

When you close the WIOA Application Form you will return to the Required Paperwork screen.
You will click the “Open Form” button for the Self-Attestation Form.

Help

GATEWAY

WORKFORCE SERVICES

REQUIRED PAPERWORK

WIOA Coversheet

OSelect All Documents to Download as Package

Open Form
Download PDF

WIOA Application Open Form

Download PDF

Self Attestation Open Form

S

] ] O DlD (] (]

Acknowledgment Form QOpen Form

Download PDF

Grievance (Discrimination Form) Open Form

Download PDF

Grievance (Nen- Discrimination Form) Open Form

Download PDF

Youth and Career Coach Agreement
Open Form

Download PDF

The Youth Program Self-Attestation Form will appear. The Career Coach should complete this
form and click the Save button at the bottom of the page.

NOTE: Do not sign this form yet. Career Coaches should sign the forms after the youth
participant signs.
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The Mississippi Partnership
Youth Program Self-Attestation Form

To be completed by Admin before moved to Step 2.

First Name * Middle Initial * Last Name *
s

Tracy S

in extreme when “hard” documentation is not

Individuals entering the WIOA Youth Program may self-attest certain eligibility
readily available. Check the appropriate boxes to indicate the items that are being self-attested.

Social Security Number:

123-45-6789

Family Size

Family Member Name Relationship to Applicant

D Smith Mother

Self Attestation

Self-Attestation Statement:

| certify that the information provided on this document is true and accurate to the best of my knowledge and belief. | understand that such information is subject
1o verification and further understand that the above information, if misrepresented or incomplete, may be grounds for immediate termination from the WIOA
Gateway Program andior penalties as specified by law. If decumentation of the above items become available | will provide the documentation to the WIOA

Gateway Program.

[ Homeless/Runaway Youth I lack a fixed, regular, adequate night time residence or | am under 18 years old and am a runaway youth

[ offender | am an offender

(O Pregnant or Parenting | am currently pregnant or am currently parenting a child

Participant Signature : Date :
08/31/2021 =
Parent or Guardian Signature : Date :
08/31/2021 =
Self-Attestation Statement:
| certify that the individual whose signature appears above provided the information on this recorded form
WICA Provider Signature Date :
08/31/2021 =

aRLcally. You agree your electronic signature is the legal equivalent of your manual

BBy selecting the "I Accept” button, you are agreeing to signing this Agreement els
signature on this Agreement.

Self Attestation
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After you click the Save Button the screen will direct you to the top of the form

. You can click
the “X” to close the form.

The Mississippi Partnership
Youth Program Self-Attestation Form
To be completed by Admin before moved to Step 2.

Form Submitted Successfully.

First Name ~ Middle Initial * Last Name *
Tracy s s
Individuals entering the WIOA Youth Program may self-attest certain eligibility in extreme ci when “hard” is not

readily available. Check the appropriate boxes to indicate the items that are being self-attested.

Social Security Number:

123-45-6789

Family Size

Family Member Name: Relationship to Applicant

D Smith Mother

Self Attestation
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When you close the Self-Attestation Form you will return to the Required Paperwork screen.
To complete the Youth ISS from you should close the Required Paperwork tab. You will be
directed back to the Staff Dashboard.

NOTE: We are talking with Career Edge about moving the ISS form to this screen. We will let
you know if this is done.

B Admin x [ My Gateway Career +
& C { & mygatewaycareer.com/documentsfindex.ph [ id=76

2! Apps @ Chrome M MSWorks M GranTrak @ School Grades @ ApplicationXtender.. @ ETPL ] MSN.com - Hotmail. Consen tBased Soci.. @ LLSL @ SAM () GTlacademy RE Office for Students,.. @ ETASMART Financi..  §
GATEWAY

REQUIRED PAPERWORK

WIOA Coversheet

[JSelect All Documents to Download as Package

O

Open Form

Download PDF

O

‘WIOA Application Open Form

Download PDF

O

Self Attestation Open Form

Download PDF

Acknowledgment Form Open Form

Download PDF

O

Grievance (Discrimination Form) Open Form

Download PDF

O

Grievance (Non- Discrimination Form) Open Form

Download PDF

O

‘Youth and Career Coach Agreement
Qpen Form

O

Download PDF
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Completing the Youth ISS Form

On the Dashboard, you will click “MPWDA Youth ISS Form”

Admins |

ADI

MIN
ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

11 1 10 p

RESUMES CREATED EPORTFOLIOS

MOCK JOB APPS

STUDENT ACCOUNTS

Sort By: Most Recently Updated MNewest Alphabetical MostActive Oldest Group
SEARCHI’—|
et B 1 r Intial Required Application Status Module
) ¥ y ’ Application  Paperwork Pending Access
tracysmith@anywhere.com Accountinfo  Assignments
Jane Doe 1 r Intial Required Application Status MPW Module
anekihin@gmall.com ’ Application  Paperwork Pending Youth ISS Access
(L e Accountinfo  Assignments Eorm
Intial Require Application Status MPWDA Module
Jane doe B
e — i i Application  Paperwork  Approved for Full  Youth ISS Access
@test AccountInfo  Assignments Access Eorm
. Intial Require Application Status MPWDA Module
Test! F. 7
esting Form 1 r Application  Paperwork  Approved for Full  Youth ISS Access
storemanager1988@gmail.com Account Infa Assignments Access Form
on serif 1 r Intial Require Application Status MPWDA Module
Jtsem S ’ Application ~ Paperwork ~ Approved for Full  Youth ISS Access
frseri@gmail Account Info  Assignments Access Form
- - Inting [ Annlinatinn Cinbin nAPRRIA A MAndun
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The Youth ISS Form will open in a window. The Career Coach should complete this form and
click the Save button at the end of the form.

The Mississippi Partnership

WIOA Youth Programs

INDIVIDUAL SERVICE STRATEGY FORM
Revised July 2018

1. First Name * 2 Last Name * 3. Social Security # (or last 4 digits)
[ )| I |

4 Date of Participation | 5. Date of Birth * 6. Gender

|"‘mfddfyyyy U| |"“"1”d‘”3’3"”'y U| rléﬂearlrlwaale

7. Education History
Last High School Attended & Dates:

|mm fdd/yyyy

Highest Grade Completed:C 60 70 80 90 100
Last High School Attended & Dates:

|mm fddyyyy

Majors:
Years Completed: o1

O Received High School Diploma
Received Cert. of Attendance/Completion
Received H.S. Equivalency Diploma

_ Received Associate/Bachelor Degree

O Received other Occupational Degree/Certificate

8. Employment History
Has the youth ever been employed?

O No
If yes, please enter the employment history below:

Employer Name: City, State: Job Title:

Start Date: | End Date: | Reason for Leavina

Document
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After you click the Save Button the screen will direct you to the top of the form. You can click
the “X” to close the form.

The Mississippi Partnership

WIOA Youth Programs

INDIVIDUAL SERVICE STRATEGY FORM
Revised July 2018

Form Submitted Successiully.

1. First Name © 2. Last Name © 3. Social Security # (or last 4 digits)
[Tracy [smith |[[e7s2 |

4. Date of Participation | 5. Date of Birth * 6. Gender

‘mm!dd/yyyy l:|| ‘9"’/21/2893 D‘ I(;y;rlr?ale

7. Education History
Last High School Attended & Dates

mm/dd /yyyy m| ‘

Highest Grade Completed O 60 70 80 90 100 110 1
Last High School Atiended & Dates

mm/dd /yyyy

Majors:
Years Completed CA1

O Received High School Diploma
Received Cert of Attendance/Complstion
Received H.S. Equivalency Diploma
Received Associate/Bachelor Degree
Received other Occupational Degree/Certificate

8. Employment History
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Updating a Youth’s Status to “Approved for Enroliment”

When you have the WIOA Enrollment, Self-Attestation Form, and Youth ISS Form completed
you can now move the youth to “Approved for Enrollment” status. This status means the
Career Coach has reviewed the individual’s application, contacted the individual, and the Career

Coach determined this individual should be enrolled into the WIOA Youth Gateway Program.

To update the status you will click “Application Status”

Admins |

ECSE

IMIN
ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

AD!

11 1 10 p

RESUMES CREATED EPORTFOLIOS

MOCK JOB APPS

STUDENT ACCOUNTS

Sort By: Most Recently Updated Newest Alphabetical MostActive Oldest Group

e

Tracy Smith 1 r Intial Required §f" Application Status Module
haile yran:k\e-@' ahoo com - Application  Papenwork Pending Jrouth ISS Access
Y o Account Info  Assignments o—
Intial Required pplication Status MPWDA Module
Jane Doe J N
janekkjhkn@gmail.com - " Application  Paperwork Pending Youth ISS Access
=AUl Account Info ASSignments Form
Jane doe 1 r Intial Required  Application Status ~ MPWDA Module
test@test com ] Application  Paperwork  Approved for Full  Youlh ISS Access
Glest Account Info ASsignments P — Form
Testing Form ‘. r Intial Required Application Status MPWDA Module
sturem:\a er1988@gmail.com ’ Application  Paperwork  Approved for Full  Youth ISS Access
¢ @gmal. Account Info ASsignments P Form
on serif 1 r Intial Required  Application Status ~ MPWDA Module
JIsenf@ mail.com - Application  Paperwork — Approved for Full  Youth ISS Access
: g Account Info  Assignments T Form
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D NOTES
v
- Select Application Status -

Approved for Enrollment
Approved for Essential Job Skills|
Approved for Full Access

ASSIGNP

Provider:| Tammy Roberts "|

Date and Time Action

Write Note here..

Change Application Status

APPLICATION STATUS AND NOTES

Application Shtus' Approved for Enroliment 2

ASSIGN PROVIDER

Provider:| Tammy Roberts V‘

Date and Time Action

Write Note here...

Change Application Status
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APPLICATION STATUS AN NOTES

Application Status: -Appmved fo »' " Submit
N

Application Status Changed Successfully

ASSIGN PROVIDER

Provider:| Tammy Roberts v Submit |

Date and Time

Write Note here...

Change Application Status

When you move a youth to “Approved for Enroliment” status My Gateway Career will email the
youth.

A nome  wan LFE  SHOPPING  YAMOOPLUS MORE. y/mail*
yahoo/mail Find m oc s @ ey A Home
& Back 4 W =W i Achive B Move TH Delete € Spam +s+ X E &P e Settings 4F

M-N Mygatewaycareer No-reply
Unread :
Starred

Approved for Enrollment
Drafts

Sent M'N no-reply@mygatewaycareer.com

To: hailey.rackley@yahoo.com
Archive prcderey

S & External images are now more secure, and shown by default, Change in Settings
Trash
We are excited 1o begin your enroliment paperwork for the Gateway Program! This should take about 15 minutes to complete. Please go to MyGatewayCareer com and
click “Login ™ Your login information is:

Email Address. hailey.rackley@yahoo.com

Password:(password you entered when registering)

If you have forgotien your password you can reset it here hitps Jforgot-password php

A Less

Views

Photos
L = f you have any questions you may contact your Gateway Career Coath

B Documents

“« @ > o

Reply, Reply All or Forward

= Travel

Folders

+ New Folder

Now the participant will need to log into their MyGatewayCareer.com account, complete the
necessary forms, and upload documents. If the participant is in your office, you may help
him/her to do this or if the participant is not in your office, he/she may do it from their
smartphone or computer. (Note: We have not tested completed these forms on the
smartphone much.)
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Participant Completes WIOA Paperwork

The Participant will go to www.mygatewaycareer.com. They can will click Job Seekers Login and
a popup box will appear for the Participant to enter email and password.

' My Gateway Career x

<« C @ mygatewaycareer.com

\ HOME JOB SEEKERS EMPLOYERS JOB SEEKERS LOGIN EMPLOYERS LOGIN HELP
GATEWAY ™

WORKFORCE SERVICES

Build the future you
want.

1 want to apply

' My Gateway Career

<« C @ mygatewaycareer.com

LOGIN

Email

hailey.rackiey@yahoo.com

Password.

Forgot Password
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http://www.mygatewaycareer.com/

When the Participant clicks “LOGIN” button the Participant will see the required forms that
they need to complete. They will also see the section for uploading documents.

The Participant will click “Open Form” beside each of the forms. The Participant will answer any
guestions they need to and sign and save the forms. If the participant is under the age of 18
his/her parent/guardian will also need to sign the form. The parent/guardian can either sign the
forms while the participant is doing it or at a different time.

You will want to give the participants instructions on exactly what they should do when they log
in to complete the paperwork. Also, you should give the participant a list of what documents
he/she needs to upload.

This is what the Participant will see when they log in:

o
lﬂ My Gateway Career X e o C =]
<

C & mygatewaycareer.com/documents/?pname=documents * Co paussdD :

Required Paperwork  Help  Logout
GATEWAY

REQUIRED PAPERWORK

Self Attestation ‘
Acknowledgment Form ‘
Grievance (Discrimination Form) ‘
Grievance (Non- Discrimination Form) -
“Youth and Career Coach Agreement ‘

Please upload as many of the following documents as you can. This helps speed up the process for enrolling into the Gateway
Program.

Item to Document

State ID or Driver’s Licenses | Choose File | No file chosen

Social Security Card | Choose File | No file chosen

Page 27 of 79 Updated 9/8/2021



Youth Completing Self-Attestation Form

The Career Coach should already have this form completed and the only thing the participant
has to do is sign the form.

l BB Wy Gateway Career

<« C & mygatewaycareer.com/documents/?pname=documents

The Mississippi Partnership
Youth Program Self-Attestation Form

First Name * Middle Initial Last Name *

Tracy s s

Individuals entering the WIOA Youth Program may self-attest certain eligibility elements in extreme when “hard”
readily available. Check the appropriate boxes to indicate the items that are being self-attested.

Social Seeurity Number:

123-45-6789

Family Size

Family Member Name Relationship to Applicant

D Smith Mother

Self Attestation

l BB Wy Gateway Career

<« C & mygatewaycareer.com/documents/?pname=documents

[ Homeless/Runaway Youth Ilack a fixed, regular, adeguate night ime residence or | am under 18 years old and am a runaway youth

(J offender I'am an offender
(] Pregnant or Parenting | am currently pregnant or am currently parenting a child

——S,"T
Participant Signature : Date :

Tracy Smith 09/07/2021

Parent or Guardian Signature : Date :

Self-Attestation Statement:

I certify that the individual whose signature appears above provided the information on this recorded form

'WIOA Provider Signature :

lecting the "I Accept” button, you are agreeing to signing this Agreement . You agree your electronic signature is the legal equivalent of your manual
Bure on this Agreement

Self Attestation
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l BB My Gateway Career

&« (¢} @ mygatewaycareer.com/documents/?pname=documents

The Mississippi Partnership
Youth Program Self-Attestation Form

Form Submitted Successfully.

First Name * Middle Initial = Last Name *

Tracy s s

Individuals entering the WIOA Youth Program may self-attest certain eligibility elements in extreme when “hard”
readily available. Check the appropriate boxes to indicate the items that are being self-attested.

Social Security Number:

123-45-6789

Family Size

Family Member Name Relationship to Applicant

D Smith Mother

Self Attestation
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Youth Completing Acknowledgement Form

l BB Wy Gateway Career

< C & mygatewaycareer.com/documents/?pname=documents

The Mississippi Partnership WIOA Acknowledgement Form

1.1 certify, to the best of my knowledge, that ALL information given is true. | agree and understand any willful misstatement of facts may cause forfeiture of my status
in the Workforce Innovation and Opportunity Act program and could be cause for legal action. | understand the information is subject to verification and agree to
provide such documentation as required or appreval to obtain such. | understand that any information provided may be shared with other federal, state, and local or
non-govemment agencies.

| authorize agencies and schools, as appropriate, to release to the WIOA Provider information necessary for verifying appropriate applicant intake responses on which
program eligibility/ineligibility was based. | understand this information may subsequently be released to the grant recipient, to Workforce Development Areas and/or
worksites for eligibility purposes.

1 agree to notify the WIOA Provider of any adaress or phone number changes during the ime I'm in the program. | also understand that someone representing the
WIOA Provider may call me after program completion. | agree to provide them with information about my employment status, earnings, and other information
necessary to evaluate program success.

§lo/Video Release (mark appropriate response)

| Do N& authorize and give my permission for the WIOA Program to use quotes, take pictures and video shots of me while enrolled in the WIOA

ize and give my permission for the WIOA Program to use quotes, take pictures and video shots of me while enrolled in the WIOA Program.
ity such as articles, i i website photos, etc.

3.Data Sharing Acknowledgement

I acknowledge that by receiving Workforce Innovation and Oppertunity Act (WIOA) services in the state of Mississippi persenal information collected during
registration for and administration of these services may be disclosed to WIOA partner agencies (including, but not limited to, Mississippi Community College Board.
Mississippi Department of Human Services, Mississippi Department of Employment Security, and Mississippi Department of R Services) or their
authorized representatives to improve the quality of case management and match records to meet performance accountability, reporting, and evaluation requirements

Acknowledgment Form

) BB Wy Gateway Career

<« C & mygatewaycareer.com/documents/?pname=documents

registration for and administration of these services may be disclosed to WIOA partner agencies (including, but not limited to, Mississippi Community College Board.
Mississippi Department of Human Services, Mississippi Department of Employment Security, and Mississippi Department of R Services) or their
authorized representatives to improve the quality of case management and match records to meet performance accountability, reporting, and evaluation requirements
under WIOA (Pub. L. 113-128). | hereby acknowledge and consent to the release of my personal information as indicated.

ntary: Do you, a family member, or a friend have a history of opioids of drug use?

Date :

09/07/2021

ignature(if required) Date :

09/07/2021

6.8y signing below, | hereby certify that the items in 1.-6. above were explained to the participant and/or parent/guardian

WIOA Provider Staff : Date :

09/07/2021

By BElecting the "l Accept” button, you are agreeing to signing this Agreement electronically. You agree your electronic signature is the legal equivalent of your
al signature on this Agreement

Acknowledgment Form
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l BB My Gateway Career

&« (¢} @ mygatewaycareer.com/documents/?pname=documents

The Mississippi Partnership WIOA Acknowledgement Form

Form Submitted Successfully.

1.1 certify, to the best of my knowledge, that ALL information given is true. | agree and understand any willful misstatement of facts may cause forfeiture of my status
in the Workforce Innovation and Opportunity Act program and could be cause for legal action. | understand the information is subject to verification and agree 1o
provide such documentation as required or approval to obtain such. | understand that any information provided may be shared with other federal, state. and local or
non-government agencies.

1 authorize agencies and schools, as appropriate, to release to the WIOA Provider necessary for verifying applicant intake responses on which
program eligibility/ineligibility was based. | understand this information may subsequently be released to the grant recipient, to Workforce Development Areas and/or
worksites for eligibility purposes.

1 agree to notify the WIOA Provider of any address or phone number changes during the time I'm in the program. | also understand that someone representing the
WIOA Provider may call me after program completion. | agree to provide them with information about my employment status, earnings, and other information
necessary to evaluate program success.

2 Photo/Video Release (mark appropriate response)

]
1 Do Not authorize and give my permission for the WIOA Program to use quotes, take pictures and video shots of me while enrolled in the WIOA
Program.

I autherize and give my permission for the WIOA Program te use quotes, take pictures and video shots of me while enrolled in the WIOA Program.
These photos/videos may be used for workforce program publicity such as articles, ions, website photos, etc.

Acknowledgment Form
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Youth Completing Discrimination Complaint Form

l BB Wy Gateway Career

< C & mygatewaycareer.com/documents/?pname=documents

WIOA COMPLAINT PROCEDURE FOR
DISCRIMINATION COMPLAINTS
THE MISSISSIPPI PARTNERSHIP

EQUAL OPPORTUNITY IS THE LAW

It is against the law for this recipient of federal financial assistance to discriminate on the following bases:

« Against any individual in the United States on the basis of race, color, religion, sex, national origin, age, disabilty. political affiliation or belief, and

« Against any beneficiary of programs financially assisted under Title | of the Workforce Innovation and Opportunity Act of 2014 (WIOA), on the basis of the
beneficiary's citizenship/status as a lawfully-admitted immigrant authorized 1o work in the United States, or his or her participation in any WIOA Title | financially-
assisted program or activity.

The recipient must not discriminate in any of the following areas:

= Deciding who will be admitted, or have access, to any WIOA Title | financially-assisted program or activity;
- Providing opportunities in, or treating any persen with regard to such a program or activity; or

« Making employment decisions in the administration of or in connection with such a program or activity.

DEFINITIONS

A. Recipient - For the context of this form, recipient refers to any entity to which financial assistance under WIOA Title 1 is extended, and may be a WIN Job
Center, Youth Provider, or Training Provider.

Grievance

l BB Wy Gateway Career

<« C & mygatewaycareer.com/documents/?pname=documents

RETENTION AND CERTIFICATION

A copy of this document should be kept in a safe place for reference if the need arises. Also, a copy of this document will be placed in the participant's WIQA file
folder or the employee’s personnel folder.

§Eap!aint procedures have been explained to me and that | understand my rights

Tracy Smith 09/07/2021

icipant'siemployee signat Date *

09/07/2021

Parent's/Guardian Signature(if required) Date *

This is to certify that | have i to the above

09/07/2021

Subgrantee official’s signature Date *

If you have any i i iscriminati int p you may contact:

EO Officer: Rebecca Brantley
Three Rivers Planning & Development District
75 South Main Street/P.C. Box 690
Pontotoc, MS 38863
662.489.2415 (phone)
202.693.6515 (TDD)

Wlire on this Agreement

Grievance
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l BB My Gateway Career

&« C & mygatewaycareer.com/documents/?pname=documents. h* g

WIOA COMPLAINT PROCEDURE FOR
DISCRIMINATION COMPLAINTS
THE MISSISSIPPI PARTNERSHIP

Form Submitted Successfully.

EQUAL OPPORTUNITY IS THE LAW

It is against the law for this recipient of federal financial assistance to discriminate on the following bases:

= Against any individual in the United States on the basis of race, color, religion, sex, national origin, age, disability, political affiliation or belief, and

= Against any beneficiary of programs financially assisted under Title | of the Workforce Innovation and Oppertunity Act of 2014 (WIQA), on the basis of the
beneficiary’s citizenship/status as a lawfully-admitted immigrant authorized to work in the United States, or his or her participation in any WIOA Title | financially-
assisted program or activity

The recipient must not discriminate in any of the following areas:

- Deciding who will be admitted, or have access, to any WIOA Title | financially-assisted program or activity;
- Providing opportunities in. or treating any person with regard to such a program or activity: or

« Making employment decisions in the administration of or in connection with such a program or activity.

Grievance

Page 33 of 79 Updated 9/8/2021



Youth Completing Non-Discrimination Complaint Form

l BB Wy Gateway Career

< C & mygatewaycareer.com/documents/?pname=documents

WIOA GRIEVANCE PROCEDURE FOR NON-
DISCRIMINATION GRIEVANCES
THE MISSISSIPPI PARTNERSHIP

RIGHT TO FILE A GRIEVANCE

+ As an applicant, participant. WIOA staff person or other interested person, you have the right, without fear of interference, coercion, restraint, discrimination or
reprisal. to present a grievance or appeal

DEFINITIONS

A. Grievance - Program grievances (or programmatic issues) related to WIOA—funded programs or activities based on grounds other than discrimination

B. Subgrantee, contractor, provider - For the context of this form, these terms refer to the applicable Service Provider funded by or through the Three Rivers
Planning & Develepment District for The Mississippi Partnership Local Workferce Development Area, and may be a WIN Job Center, Youth Provider or Training
Provider.

C. Recipient - For the context of this form. recipient refers to the Three Rivers Planning & Development District
D. Governor - For the context of this form. Governar refers to the state agency designated to administer WIOA programs, the Office of Grant Management
division of the Mississippi Dept. of Employment Security.
PROCESSING GRIEVANCES
Alleged grievances must be filed at the Subgrantee level within one year of accurrence. If you are dissatisfied with the informal Resolution, you have the right to

request a Formal Resolution by submitting a written grievance, have a hearing, and receive a written decision within sixty (60) days after filing the initial grievance
If you are dissatisfied with the written decision, you may file an appeal at the State Level.

Grievance

l BB Wy Gateway Career

<« C & mygatewaycareer.com/documents/?pname=documents

Acopy of this document should be kept in a safe place for reference if the need arises. Also, a copy of this document will be:
placed in the participant’s WIOA file folder or the employee’s personnel folder.

This s to certify that these grievance procedures have been explained to me and that | understand my rights.

Tracy Smith 09/07/2021

Participant'siemployee signaj Date

09/07/2021

Parent's/Guardian Signaturelif required) Date
This is to certify that | have explained the grievance procedure to the above named individual.

09/07/2021

Subgrantee official’s signature Date

If you have any i i i , you may contact:

EO Officer: Rebecca Brantley
Three Rivers Planning & Development District
75 South Main Street/P.C. Box 690
Pontotoc, MS 38863
662.489.2415 (phone)
202.693.6515 (TDD)

Grievance
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l BB My Gateway Career

&« (¢} @ mygatewaycareer.com/documents/?pname=documents

WIOA GRIEVANCE PROCEDURE FOR NON-
DISCRIMINATION GRIEVANCES
THE MISSISSIPPI PARTNERSHIP

Form Submitted Successfully.

RIGHT TO FILE A GRIEVANCE

= As an applicant, participant, WIOA staff persen or other interested person, you have the right, without fear of interference, coercion, restraint, discrimination or
reprisal, to present a grievance or appeal

DEFINITIONS

A. Grievance - Program grievances (or programmatic issues) related to WIOA—funded programs or activities based on grounds other than discrimination

B. Subgrantee, contractor, provider - For the context of this form, these terms refer to the applicable Service Provider funded by or through the Three Rivers
Planning & Development District for The Mississippi Partnership Local Warkforce Development Area, and may be a WIN Job Center, Youth Provider or Training
Provider.

C. Recipient - For the context of this form, recipient refers to the Three Rivers Planning & Development District.

D. Governor - For the context of this form, Governor refers to the state agency designated to administer WIOA programs, the Office of Grant Management
division of the Mississippi Dept. of Employment Security.

PROCESSING GRIEVANCES

Grievance
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Youth Completing Youth & Case Manager Agreement

l BB Wy Gateway Career

< C & mygatewaycareer.com/documents/?pname=documents

The Mississippi Partnership Youth & Case Manager Agreements

First Name * Middle Initial = Last Name *

Tracy Smith

For Youth - | agree to:

Contact my Career Ceach monthly or as often as necessary to update my progress. | understand that my case can be closed if 1 go 90 days without
participating in a service

Let my Case Manager know of any problems which would cause changes to any activities or interfere with completing the Gateway Program

Seek, accept and maintain employment that meets my planned goal(s).

Contact my Career Coach when | become employed, and provide all necessary information pertaining to the job.

Stay in contact with my Career Coach for up to a year after exiting the program to maintain and support meeting my goals

For the Career Coach - | agree to:

Assist with the apprepriate career guidance, training and supportive services.

Coordinate with other agencies and programs ta help you obtain needed services.

Youth and Career Coach Agreement

l BB Wy Gateway Career

<« C & mygatewaycareer.com/documents/?pname=documents

For the Career Coach — | agree to:

Assist with the appropriate career gquidance, training and supportive services.
Coordinate with other agencies and programs to help you obtain needed services
Monitor your participation and progress in the Gateway Program

Assist you in your search for employment.

Maintain contact with you for up 1o one year after you obtain employment for employment retention and career advancement purposes

Tracy Smith 09/07/2021
Participant's Signature % Date :

09/07/2021

WIOA Career Coach Signature Date:

electing the "I Accept” button, you are agreeing to signing this Agreement elegieagically. You agree your electronic signature is the legal equivalent of your manual
MMnature on this Agreement
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l BB My Gateway Career
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&« C & mygatewaycareer.com/documents/?pname=documents. h* g M

The Mississippi Partnership Youth & Case Manager Agreements

Form Submitted Successfully.

First Name * Middle Initial = Last Name *

Tracy t Smith

For Youth - | agree to:

Contact my Career Coach monthly of as often as necessary to update my progress. | understand that my case can be closed if 1 go 90 days without

participating in a service

Let my Case Manager know of any problems which would cause changes to any activities or interfere with completing the Gateway Program

Seek. accept and maintain employment that meets my planned goal(s)

Contact my Career Coach when | become employed, and provide all necessary information pertaining to the job.

Stay in contact with my Career Coach for up to a year after exiting the program to maintain and support meeting my goals.

For the Career Coach — | agree to:

Youth and Career Coach Agreement

The participant has now completed all of the forms.
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Participant Uploading Files

If the participant is completing this on a computer, he/she will need to save the file on the
computer then upload it to the system. There is a list of common items that all participants will
need to upload. There is also a box at the bottom for the additional items to be uploaded.

The participant will click “Choose File”
'ﬁ Wy Gateway Carser X ° o i s e S

<« C & mygatewaycareer.com/documents/?pname=documents fr

Youth and Career Coach Agreement

Please upload as many of the followi ocuments as you can. This helps speed up the process for enrolling into the Gateway
——
Item to Document

State ID or Driver’s Licenses No file chosen
Co mmon Social Security Card No file chosen
Items Birth Certificate No file chosen
Household Income No file chosen
Eligibility Category No file chosen

J

Additional Documents (This section may be used to upload additional documents (such as proof of SNAP/TANF, SSI, Selective Service
Registration, etc.) as needed)

Name Document Date

Additional
Items

‘Additional Documents Upload Box

Choose File [No fil_osen

Upload file

—
i
V4

a0 T

[l 3 reamsy

The participant will need to find the file on the computer and select it. It will appear in the “File
Name” box and then the participant should click “Open.”
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= ooier »

Organize * New folder B~ -
- L R [ o6 bytes Open Form
¢ Favorites M
= Cisco AnyConnect Secure Mobility Cisco Webex Meetings
8l D=skiop Client Shortcut
%l Recent Places. Shortcut 2028
& Downloads Excel 2016 IBM PSS Statistics 22
[ Documents g Shortcut Shorteut elps speed up the process for enrolling into the Gateway
@ Crestive Cloud Files ZTIKE ZIBIEE
3 I MPWDA My Gateway Career Outlock 2016
= Libraries Microsoft Word Decument Shortcut
807 MB 279k8
[ Documents e
[ PY2020 Out-of-School Youth Tracy Smith SSN Card
J Music % Contracts JPEG image Chosen
5] Pictures Microsoft Excel Worksheet 291KB
B videos TRPDD - IARA Word 2016 chosen
@ ClickOnce Application Reference Shorteut
8 Computer . 330 bytes 276 KB chosen

& os@
k5 crackley (\iserver) (G:)

File nai

Additional Documents (This section may be used to upload additional documents (such as proof of SNAP/TANF, SSI, Selective Service
Registration, etc.) as neede

Name Document Date

‘Additional Documents Upload Box

Choose File |No fil._osen

Upload file

The file will be uploaded to the website and when it is complete the participant will receive this

message.
[ BB Wy Gateway Career

&« C & mygatewaycareer.com/documents/?pname=documents

G AT% Required Paperwork  Help  Logout

Document Saved Successfullyl

Self Attestation ErmnFm

Acknowledgment Form

Grievance (Discrimination Form})

Grievance (Non- Discrimination Form) Open Fom

Youth and Career Coach Agreement Open Form

3 E

Please upload as many of the following documents as you can. This helps speed up the process for enrolling into the Gateway
Program.

If the youth is uploading pictures of the file form their smartphone:

Go to website: Click Choose File: Either Select Photo Library Message when file is saved:
or Take Photo:
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When the participant is finished and ready to submit everything to the Career Coach they will click the

“Submit Enrollment Package to My Career Coach” button
l BB My Gateway Career x °

&« (¢} @ mygatewaycareer.com/documents/?pname=documents
Housenold Income Choose Flle | No tile chosen -
Eligibility Category Choose File | No file chosen

Additional Documents (This section may be used to upload additional documents (such as proof of SNAP/TANF, SSI, Selective Service
Registration, etc ) as needed)

Name Document Date

‘Additional Documents Upload Box

Choose File [No fil...osen
Title

Upload file

Submit Enrollment Package to My Career Coach

@I_HREE RIVERS

RING IN ECONOMIC & GOMMUNITY DEVELOPMENT
The Gateway Workforce Services and advertising are funded by The Mississippi Partnership
Local Workforce Development Board.
For more information, call 666.489.2415 or email workforce @trpdd.com

Participant will receive this message and may Logout.
lﬁ My Gateway Career x °

&« (¢} @ mygatewaycareer.com/documents/?pname=documents

Enrollment Package submitted to Career Coach for review.

Self Attestation

Acknowledgment Form

Grievance (Discrimination Form})

Grievance (Non- Discrimination Form)

Youth and Career Coach Agreement

Please upload as many of the following documents as you can. This helps speed up the process for enrolling into the Gateway
Program.

The Career Coach will receive an email when a participant submits the Enroliment Package.
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Career Coach Reviewing the Enrollment Package

You can quickly find a participant by typing their name in the search box. Once you find the
participant that you want to review, you will click “Required Paperwork.”

'E Admin x °
e

C & mygatewaycareer.com/admin/student-accounts.php
OUN =]

USERS RESUMES CREATED PENDING STATUS MOCK JOB APPS

STUDENT ACCOUNTS

SortBy: Most Recently Updated Newest Alphabetical MostActive Oldest Group

SEARCH;

_ Intial Required Application Status MPWDA Module
Tracy Smith ]
me_ymm R 1 e Application § Paperwork Approved for Youth 1SS Access
! BIRE Accountinfo  Assignments Enroliment Form
Showing 1 to 1 of 1 entries (filtered from 12 total entries)
Fist Previous 1 Next Las

Career gu

. ™
 L0SEAM
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Career Coach Reviewing the Enrollment Package - Forms

A new window will open. You are required to:
(1) Review the form the participant signed by clicking “Open Form”
(2) Make sure the form is completed and signed
(3) Sign the form yourself in the WIOA Provider Signature/Subgrantee official’s signature
Section
(4) Click Save.

Forms you are required to do the this on the following forms:
e Self-Attestation
e Acknowledgement Form
e Grievance (Discrimination Form)
e Grievance (Non-Discrimination Form)
e Youth & Career Coach Agreement

(Note: Screenshots for every form is not included in this document.)

.
B vy Gateway Coreer x

r.com/documents/index.php?stud_id=76

GATEWAY

REQUIRED PAPERWORK

WIOA Coversheet

(Select All Documents to Download as Package

]
Open Form -
Download FDF

WIOA Application O

Open Form

Download PDF

Self Attestation

Open Form

!
[AIEIRIAIRIR

Download PDF

Acknowledgment Form Open Form

Download PDF

Grievance (Discrimination Form) Open Form

Download FDF

Grievance (Non- Discrimination Form) Open Form

Download PDF
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lﬁ Admin x [ My Gateway Career

C & mygatewaycareer.com/documents/index.php?stud_id=76

The Mississippi Partnership
Youth Program Self-Attestation Form

To be completed by Admin before moved to Step 2.

First Name * Middle Initial * Last Name*

Tracy S s

Individuals entering the WIOA Youth Program may self-attest certain eligibility elements in extreme when “hard”
readily available. Check the appropriate boxes to indicate the items that are being self-attested.

Social Security Number:

123-45-6789

Family Size

Family Member Name Relationship to Applicant

D Smith Mother

Self Attestation

lﬁ Admin x BB vy Gateway Caresr

C & mygatewaycareer.com/documents/indexphp?stud_id=76

() Homeless/Runaway Youth I lack a fixed, regular, adequate night time residence or | am under 18 years old and am a runaway youth.
[ offender I am an offender

O Pregnant or Parenting I am currently pregnant or am currently parenting a child

Participant Signature : Date :

Tracy Smith 09/07/2021

Parent or Guardian Signature : Date :

09/07/2021

Self-Attestation Statement:

I certify that the individual whose signature appears above provided the information on this recorded form

.

I0A Provider Signature : Date :

Courtney Rackley 09/07/2021

By selecting the "I Accept” button, you are agreeing to signing this Agreement electronically. You agree your electronic signature is the legal equivalent of your manual
signature on this Agreement

Self Attestation
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Career Coach Reviewing the Enrollment Package - Documents

You must also review the documents that the participant has uploaded. You must ensure that
the documents are correct and quality documents (easily readable). NOTE: We are working
with Career Edge so that the Enroliment Checklist “looks” like it does when the Participant is
logged in.

The Career Coach may also upload documents for the participant. You may do this at any point
in the Enrollment Process. If the participant brings you these items in your initial meeting and
you approve the participant for Enrollment, you may go ahead and upload them for the
participant before he/she begins completing the forms.

You will need to review every document that has been uploaded. You will also need to ensure
that all required documents have been uploaded.

Click the file name of the document: Document will open in a new tab:

Enroliment Checklist
Item to Document

Name hoose File | No file chosen
» State ID or Driver’s License doc76_20210907_doc_file12028_5D3F82EE_BE36_49BB_BSF1_DB4811606635A jpeg

~ Birth Ce:

* S5 Card

MISSISSIPPI STATE BOARD:OF HEALTH
OFFICE OF PUBLIC HEALTH STATISTICS
VITAL RECORDS

Date of Birth Choose File No fle chosen v
» State ID or Driver’s License doc76_20210907_doc_file22748_Birth_Certificate jpg
= Birth Certificate
Social Security Number Choose File | No file chosen v
*55¢ doc76_20210907_doc_file33438_9183111C_72D5_4705_ABCO_360E8327TDFT1 jpeg 'umon County General Hospital

—— S
Patterson |mﬁn"“‘

circumstances only,

Citizenship Choose File | No file chosen
- US Birth Certificate I

supporting Documents
rvice Registraion

Selective Service (if applicable) Choose File | No file chosen
S.gov

Veteran Status and/or National Guard Choose File | No fiie chosen
Status
~DD-214

latch verification with
Data

's Adminisiration Lefter or
nanars fom loral unit
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As previously stated, the Career Coach may also upload documents for the participant. For any
male aged 18 or older the Career Coach will be responsible for uploading Selective Service
Registration documentation. You will upload this in the “additional documents” section of the

page.

1. Enter the name of the document you are uploading in the Title box. (example: Selective

Service)
2. Choose the file that you want to upload.
3. Click Upload File

-
BB My Gateway Career x o

sr.com/documents/index.php?stud_id=76

» Requires Additional Assistance: [

Additional Documents (This section may be used to upload additional documents (such as proof of SNAP/TANF, SSI, Selective Service

Registration, etc.) as needed)

Name Document Date
doc_76_ad_1_210907015149_80_Tracy Smith SNAP.pdf 2021-09-07
SNAP doc_76_ad_1_210907015229_42 Tracy Smith SNAP.pdf 2021-09-07
1 Additional Documen<= 1 Ininad B 2

Upload file

| I—

After you have reviewed and signed all of the forms and have all of the required documents
uploaded, the participant is ready to be “officially” enrolled into the WIOA Youth Gateway

Program and begin Essential Job Skills.
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Updating a Youth’s Status to “Approved for Essential Job Skills”

This status means the Career Coach has received all of the individual’s signed forms and
required eligibility documentation for enroliment into WIOA.

When you move an individual into “Approved for Essential Job Skills” you should also enter the
participant and show services in MS Works and submit their enrollment packet/documentation
to WebEx/Imaging. Remember: You should enter data into MS Works within 5 business days of
the participant being enrolled in to your Gateway Youth Program.

To update the status you will click “Application Status”
lﬁ;:lmn x °
.

(¢]

& mygatewaycareer.com/admin/student-accounts.php

Admins |

career
EDSE

mw;\CCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

1 2

PENDING STATUS MOCK JOB APPS

1

USERS RESUMES CREATED

STUDENT ACCOUNTS

SortBy. Mosi Recenlly Updated Newest Alphabelical MosiActive Oldesl Group

SEARCH;

MPWDA Module
Access

Application Status
Approved for
Enroliment

hailey.rackley@yahoo.com Accountinfo  Assignments Form

_ Intial Required
1 Tracy Smith LS - Application  Paperworl

Showing 1 to 1 of 1 entries (filtered from 12 fotal entries)

First  Previous 1 Next Las
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l BR Admin

&« C & mygatewaycareer.com/admin/student-accounts.php

APPLICATION STATUS AND NOTES

2
Application $tat. Approved for Enrollment ~ Submit ‘

- Select Application Status -

Approved for Enrollment

Approved for Essential Job Skills|
Approved for Full Access
PRl DD
Provider:| Tammy Roberts v ‘ Submit ‘

Date and Time Action

Write Note here...

Change Application Status

l B8 Admin

& C & mygatewaycareer.com/admin/student-accounts.php

APPLICAT, NQ NOTES

Application sfgtus:| Approved for Essential Job S v

ASSIGN PROVIDER

Provider:| Tammy Roberts v ‘ Submit ‘

Date and Time

Write Note here...

Change Application Status
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l B8 Admin x
e

& mygatewaycareer.com/admin/student-accounts.php

APPLICATION STATUS AND NOTES

Application $tatus:| Approved for Essential Job S v ‘ Submit ‘
Application Status Changed Successfully. ’

ASSIGN PROVIDER

Provider:| Tammy Roberts v ‘ Submit ‘

Date and Time Action

Write Note here...

Change Application Status

(¢]

& mygatewaycareer.com/admin/student-accounts.php

Admins |

ADH

MIN
ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

1

1 2

RESUMES CREATED

PENDING STATUS MOCK JOB APPS

STUDENT ACCOUNTS

SortBy: Most Recently Updated Newest Alphabetical MostActive Oldest Group

SEARCH;

Module
Access

Application Status
Approved for

nalley.rackley@yanoo.com Accountinfo ASSignments e cantint Job Skills

_ Intial Required
1 Tracy Smith 1 P Application  Paperwork

Showing 1 to 1 of 1 entries (filtered from 12 total entries)

First  Previous 1 Mext Last
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Participant will receive an Email when they moved to the “Approved for Essential Job Skills”
status:

-
l B8 Admin X B (2291 unread) - hailey.rackley @

<« C & mailyahoo.com/d/folders/1/messages/6072

S — yimail* 2D

hoo.’mﬂ“ Find messages, documents, photos or people . Hailey ﬁ Home

Bk d N = Bl Archive PY Move T Delete ') spam ses 3 Settings £

| Inbox P
Forgot a password? No problem. LastPass Premium remembers it for you.
Unread yahoo!/

s a Yahoo user, you can try LastPass Premium risk-free* for 30 days
starred

o LastPass«««|

. NATIONWIDE
Approved for Essential Job Skills Yahoo/Inbos

T2 no-reply@mygatewaycareer.com B Wed, Sep § at 837 AM
MN 7 rackeyeyzhoo com

@ External images are now mere secure, and shown by default. Change in Settings

Photos Congratulations! Your enrollment has been processed, and you are ready to begin your journey. Please log into your MyGatewayCarear com account and complete
the Essential Job Skills and Assessment modules that your Career Coach discussed with you. Your login information is

Documents Email Address: hailey.rackley@yahoo.com

S Password: (password you entered when registering)

ST If you have forgotten your password you can reset it here:http: fforgot-password.php

rocery If you have any questions you may contact your Gateway Career Coach

Deals

« & »

Travel

Reply, Reply Al or Forward

htps://u7148081 ct sendgrid.net/ls/click?upn=TClgiiQTt2aP: 110be2n2FAwdcOs WBWZSIN IguFN_au_XHCPakSancHAcnxclfpFrézx0n2im-2FSt3TCeol 1EpLE 2fisZmAXb1p - URpDYR-2FzR60VYHIpBersfKFT58Y-2BpbzeHBYPM

Downloading Enrollment Packet

To download an Enroliment Packet so you can submit the forms and documents to imaging you
will need to click “Required Paperwork” on the dashboard.
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l BR Admin x
< c

& mygatewaycareer.com/admin/student-accounts.php

Admins |

career

ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

1 1 y

RESUMES CREATED PENDING STATUS MOCK JOB APPS

STUDENT ACCOUNTS

SortBy: Most Recently Updated Newest Alphabetical MostActive QOldest Group

SEARCH;

5 Intial Required '\ Application Status MPWDA Module
Tracy Smith r
ha“E.Vratk‘e e 1 r Application Paperwork Approved for Youth ISS Access
e @y Accountinfo  Assignments ssential Job Skills  Form

Showing 1 to 1 of 1 entries (filtered from 12 total entries)

First  Previous 1 Next  Last

You will need to complete a WIOA Coversheet. To do this, click the “Open Form” button beside

the WIOA Coversheet.

l E= Admin x [ vy Gateway C:

C & mygatewaycareer.com/documents/indexphp?stud_id=76

Help

GATEWAY

REQUIRED PAPERWORK

WIOA Coversheet

OSelect All Documents to Download as Package

‘Open Form

!

Download PDF

'WIOA Application

‘Open Form

Download PDF

Self Attestation

Open Form
Download PDF

Acknowledgment Form Open Form

Download PDF

Grievance (Discrimination Form) Open Form

Download PDF

Grievance (Non- Discrimination Form)

Open Form

After you complete the WIOA Coversheet you should click the check box to select all
documents.
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@ g’

C & mygatewaycareer.com/documents/index.php?stud_id=76

REQUIRED PAPERWORK

WIOA Coversheet

.\ecl All Documents to Download as Package [eililetlEa e

o

Open Form
Download PDF

WIOA Application

o

‘Open Form

jownioad PDF

Self Attestation

o

Open Form

Download PDF

]

Acknowledgment Form Open Form

jownioad PDF

o

Grievance (Discrimination Form) Open Form

Download PDF

]

Grievance (Non- Discrimination Form)

Open Form

IIIiIIIiIII
g g

Download PDF -

You will then click the “Download Package” button. A loading symbol will appear on the screen
and the file will begin downloading. When the download is complete you will click the file on

the bottom right of the screen.

[E Admin x BB My Gateway Career % e

C @ mygatewaycareer.com/documents/index.php?stud_id=76

WORKFORCE SERVICES

REQUIRED PAPERWORK

WIOA Coversheet

ESelect All Documents to Download as Packaljg

Open Form
Download PDF

WIOA Application Open Form

Download PDF

Self Attestation

Open Form
U2
= Loating Download PDF
g
s
Please Wait
1 3

Acknowledgment Form Open Form

Download PDF

Grievance (Discrimination Form}) Open Form

Download PDF

<] <]

Grievance (Nen- Discrimination Form)

hailey.rackley_2021...zip

h Showall X
0274 M8, 35 sacs lett
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Another window will open. You will double click the application:

File Edit View Tools Help

Orgonize »  Extract all files

r Favorites
B Desktop

] Recent Places

i Downlozds

[ Documents

@) Creative Cloud Files

4 Libraries
[#) Documents
& Music
&) Pictures

EE Videos

% Computer
& os(c)
&8 crackley (Wserver) (G}
g% jjordan (\server) ()
3t DWD (server) (Z)

€ Network

Q 1 item

Adobe Acrobat Document

Compressed size Password ... Size Ratio Date modified

7540K8 No T615KB 1% 9/8/2021 9:46 AM

= 0 @

The file will open:

application.pdf -

File Edit View Sign

Home Tools

indow  Help

application.pdf %

w* ® 8 Q

k@@@us%vﬁv‘%‘ Eiaf}

i

WIOA COVERSHEET 1 E&:
Select the appropriate response " Create New File Eﬁ
[Record the appropriate on the lines below: =]
[LAST NAME: Smith =
[FIRST NAME. Tracy
[SSN: 1234 ﬁ
[PROGRAM PARTICIPATION DATE: 09/07/2021 @:

» [PROGRAM EXIT DATE: 09/08/2021 »

Select the appropriate response:

WIoA AREA: MSP =

[WIN JOB CENTER: IcC -

[Select the appropriate response: 'B'
PROGRAM YEAR: [[ 2021 - o)
Select the appropriate response: p
[PARTICIPANT TYPE: " osy - &
[Select the appropriate response

FUND SOURCE. ?83}(})—(F-SCHOOL v

Create PDF

Combine Files

Edit PDF

Request Signatures
Fill & Sign

Export PDF

Organize Pages
Send for Comments
Comment

Scan & OCR
Protect

More Tools
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S

You can go to File — Save As and save the application to your computer so you can submit it to

Imaging.
[n e

Edit View Sign

[ apen. cti+0

l'_‘g Reopen PDFs from last session

ndow Help

5% - ﬁ v

LERUINCIIC)

==
¥

8 ¢ e @

f_‘?, Create v
Save As.. Shift+Ctrl+S
Save as Other v
| Reduce File Size
" Create New File -
Export To »
Protect Using Password
£F Request Signatures Smith
[ share File Tracy
1234
Close File Ctrl+w
09/07/2021
Properties. Ctrl+D
09/08/2021
& erint.. cui+p
1 C\Users\..\Tracy Smith Application.pdf ‘
MSP -
2 C\Users\crackley\..\Tracy Smith SNAP.pdf
3 C:\Users\crackley\Desktop\Jeff Elliott.pdf Icc v
4 C:\Users\crackley\Desktop\Tina Elliott,pdf
5 \\..\DLR-17 Business L..rterly Reports.pdf " 2021
-
View All Recent Eiles...
xit Application ctri+Q
osy -
[Select the appropriate response:
OUT-OF-SCHOOL
[FUND SOURCE: YOUTH v

m

)

'@ Create PDF

Eﬁ Combine Files
2 editpoF

Request Signatures

A, Fill & sign

[ ExportPDF
Organize Pages
Send for Comments
Comment

Scan & OCR

Protect

#% More Tools
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Essential Job Skills
Participants may complete Essential Job Skills in one of two ways:

e Individually
e Inagroup classroom setting that is facilitated by the Career Coach

Participants are required to take a short 20-question quiz after completing the Essential Job
Skills.

Completing Essential Job Skills Individually

If the participant will be completing Essential Job Skill individually, they will need to log into
their www.mygatewaycareer.com account.

There are 8 modules for Essential Job Skills. The participant will need to go through each of the
modules, beginning with Appearance & Dress. After they complete a module the next module
will automatically unlock for the participant.

Once all 8 modules are complete the participant will be able to “Take Quiz”.

Also, when a youth is approved for Essential Job Skills there is a short career assessment that
TRPDD encourages all providers to utilize.

[EN’I\,‘Gaie\‘ﬂayCareer x ° o =X
&« CcC a -areer.com/expl pr plore2 e opauséd H
/m Required Paperwork  Help  Logout

"GATEWAY

ESSENTIAL JOB SKILLS

ASSESSMENT |ESSENTIAL JOB SKILLS

Complete all 8 modules to unlock the quiz

APPEARANCE & DRESS ATTENDANCE & PUNCTUALITY

GETTING ALONG WITH OTHERS & TEAMWORK
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Completing Essential Job Skills In A Group

If the participant is going to be completing Essential Job Skills in a group setting that is
facilitated by a Career Coach, once the Essential Job Skills workshop is completed

@ mygatewaycareer.com/admin/student-accounts.php

) B8 Admin x
< c

Admins |

AD)
EMPLOYER APPLICATION TIMESHEETS

N
ACCOUNTS

L 1 1

USERS RESUMES CREATED

STUDENT ACCOUNTS

ASSIGNMENTS

PENDING STATUS

WORKSITES LOG OUT

p

MOCK JOB APPS

Sort By. Most Recently Updated Newest Alphabetical MostActive Oldest Group
SEARCH:|
Intial Required Application Status MPWDA Module
Tracy Smith L r o v
T T n . Application  Paperwork Approved for Youth ISS Access
Accountinfo  ASSIgNMENtS Essential Job Skills  Form
Showing 1t 1 of 1 entries (filtered from 12 total entries)
st Previous 1 N Las

Admins |

careexr
EDGE

ABW"ACCOUNTS EMPLOYER APPLICATION TIMESHEETS

STUDENT MANAGE
MODULE ACCESS

Back to All Accounts

Tracy Smith S
hailey rackley@yanoo com Account Info

Essential Job Skills Quiz Enable [m]

r =
Assignments Quizzes

[ select All Option
Life skills Module Access

Industry Exploration Access

ASSIGNMENTS

WORKSITES LOG OUT

Assessment

Resumes

Professional Development Module Access
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ADMIN

ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

STUDENT MANAGE
MODULE ACCESS

Back to All Accounts

3 |

Essential Job Skills Quiz Enable

2 r =

Account Info Assignments Quizzes Resumes Assessment

[ select All Option

Industry Exploration Access Life skills Module Access Professional Development Module Access

Admins |

career

ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

STUDENT MANAGE
MODULE ACCESS

Back to All Accounts

1 r =
Account Info Assignments Quizzes Resumes Assessment
Form Saved Sucessfully
Essential Job Skills Quiz Enable

(O select All Option

Industry Exploration Access Life skills Module Access Professional Development Module Access
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Then when the participant is logged in they can click the “Take Quiz” button.

NOTE: We have asked Career Gateway to reword the message about unlocking modules if the
staff manually unlocks the quiz for them.

l B2 My Gateway Career x o

€ cC a areer.com/expl

Required Paperwork  Help  Logout

ASSESSMENT | ESSENTIAL JOB SKILLS

Complete all 8 modules to unlock the quiz

APPEARANCE & DRESS ATTENDANCE & PUNCTUALITY

GETTING ALONG WITH OTHERS & TEAMWORK

The participant can answer all of the questions and click submit at the bottom of the quiz. The
system will automatically grade the test for the participant. When a participant scores an 80 or
higher, he/she may receive the Essential Job Skills Certificate and is ready to begin their paid

work experience.
[ [ My Gotevay Career

Essential Job Skills Quiz

Your Previous Quiz Score

Name » Tracy Smith

Your Score » 65 out of 100 paints
Answered Correctly » 13 Questions
Answered Incorrectly » 7

% Your Score »

Question. 1
Employers tend to expect applicants to dress more formally than what may be required for curent employees.
A O True
8. O False

Question. 2)
Which of the following may not be a purpose of dress code?

Question. 3)
According 1o the video "Social Media for Job Searching,” 1 in hiring managers conduct background checks using social media:

A Os
O

) 3 Wgﬁ]r}: @ olAM [

9/8/201
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Updating a Youth’s Status to “Approved for Full Access”

This status means the participant has completed the Essential Job Skills and now may have
access to all the modules in My Gateway Career and begin paid work experience.

To update the status you will click “Application Status”
'E—'-:Imn X °
(_

C & mygatewaycareer.com/admin/student-accounts.php

Admins |
j—

careexr
EDGE

WORKSITES LOG OUT

ADW‘ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS

12 1 1 2

USERS RESUMES CREATED PENDING STATUS MOCK JOB APPS

STUDENT ACCOUNTS

Sort By. Most Recently Updated Newest Alphabetical MostActive Oldest Group

SEARCH;|

Tracy Smith 2 r Intial Requirg Application Status Module
nﬂ“E'yfﬁEK\e yahoo com i App”ca“oﬂ EDETW k Apprn\led for Access
g Accountnfo  ASsignments Essential Job Skills

Showing 1 to 1 of 1 entries (filtered from 12 total entries)

First  Previous 1 Next  Last

& mygatewaycareer.com/admin/student-accounts.php

APPLICATION AND NOTES

F:| Approved for Essential Job S v ‘ Submit
" Select Application Status -

Approved for Enrollment
Approved for Essential Job Skills |

Approved for Full Access

~

Provider:| Tammy Roberts ~ Submit

Admin Date and Time Action

Write Note here...

Change Application Status
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| B2 admin

&« C & mygatewaycareer.com/admin/student-accounts.php

APPLICATION STATUS AND NOTES

Application Statu ‘ Approved for Full Access V'
e

ASSIGN PROVIDER

Provider:| Tammy Roberts v ‘ Submit ‘

Date and Time Action

Write Note here...

Change Application Status

2 W @ 0w (G I
l = admin x

&« C & mygatewaycareer.com/admin/student-accounts.php

APPLICATION STATUS AND NOTES

Application $tatus:| Approved for Full Acce ~ Submit ‘

Application Status Changed Successfully.

ASSIGN PROVIDER

Provider:| Tammy Roberts v ‘ Submit ‘

Date and Time Action

Write Note here...

Change Application Status

2 W 8 O @Y o STET
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Now the participant is showing “Approved for Full Access” as the Application Status.
[EAdmm X e

< c

& mygatewaycareer.com/admin/student-accounts.php

"™ACCOUNTS EMPLOYER APPLICATION  TIMESHEETS  ASSIGNMENTS  WORKSITES  LOG OUT

1 1 2

RESUMES CREATED PENDING STATUS MOCK JOB APPS

STUDENT ACCOUNTS

SortBy: Most Recently Updated Newest Alphabetical MostActive Oldest Group

SEARCH;
X Intial Required  Application Status ~ MPWDA Module
Tracy Smith ]
A e N ES r Application  Paperwork  Approved for Full  Youth ISS Access
rackiey@yanco Account info  Assignments Access Fom

‘Showing 1 to 1 of 1 entries (filtered from 12 total entries)

st Previous 1 Next Last

When the participant logs in (or if already logged in, refreshes the page), they have access to all
of the modules in Career Edge now.

T B8 My Goteway Career x . C=lloa X
< C Q@ ©O nhtps m/explore2/?pname=explore2 % 1= (gg... DES

Resume Builder

Help

Quaustry Exploration Required Paperwork Logout

ESSMENT | ESSENTIAL JOB SKILLS |LIFE SKILLS | PROFESSIONAL DEVELOPMENT | TOOLKIT

ESSENTIAL JOB SKILLS

Complete all 8 modules to unlock the quiz

APPEARANCE & DRESS ATTENDANCE & PUNCTUALITY

GETTING ALONG WITH OTHERS & TEAMWORK

Account that all MPWDA Career Coaches can use to “see” all of the modules and features and
see what all you want to incorporate into your Gateway Program.

Email: test@gateway.com
Password: password
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Assigning the 1-9 Form, W-4, & State Withholding Forms for
Participant to Complete

When a participant is ready to begin paid work experience, you will need to assign the I-9 Form,
W-4, & State withholding form for the participant to complete.

To do this, click Account Info
'ﬁadmn x e
.

c

& mygatewaycareer.com/admin/student-accounts.php

career - Admins|
EDSE

ADM";\CCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

1 1 p

RESUMES CREATED PENDING STATUS MOCK JOB APPS

STUDENT ACCOUNTS

SortBy: Most Recently Updated Newest Alphabetical MostActive Oldest Group

[ (R

Tracy Smith r Intial Required Application Status MPWDA Module
g . Application  Paperwork  Approved for Full  Youth ISS Access
hailey.rackley@yahoo.com Assignments Accese —

Showing 110 1 of 1 entries (fiitered from 12 total entrie

First  Previous 1 Next Last

You will need select yes for the forms you want the youth to complete:
lﬁAdnm x e

<« C & mygatewaycareer.com/admin/account php?stud_id=76

aused )
> Account Info Assignments wuiezes Kesumes Assessment A

BASIC INFORMATION WORKSITE ASSIGNMENTS

Instructor

First Name m

Is Enable W-4 Withholding
Last Name ® Yes O No
Is Enable State Withholding

® Yes O No

Address
Is Enable -9 Form

879 Roberts Loop ® Yes O No

Home Phone Is Enable Release of

Information

® Yes O No

Cellphone #
Is Enable Work Readiness

662-662-6622
Form
Email Address ® Yes O No

hailey.rackley@yahoo.com

— _ Type of Internship
1 oz Il
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Then scroll to the bottom and click Save & Continue
lEAdmm

<« C & mygatewaycareer.com/admin/account.php?stud_id=76 #

Select Type of Internship

Provider

Calhoun School District (Calhoun)

Golden Triangle Planning & Development District (Choctaw)
Golden Triangle Plani & Development (Noxubee)
Golden Triangle Plani & Development District (Webster)
New Albany Schools (Union)

North Central Planning & Development District (Grenada)
North Central Planning & Development District (Yalobusha)
Pontotoc County Schools (Pontotoc)

Northwest Mississippi Community College (Benton)
Northwest Mississippi Community College (DeSoto)
Northwest Mississippi Community College (Marshall)
Northwest Mississippi Community College (Yalobusha)
East Mississippi Community College (Lowndes)

East Mississippi Community College (Oktibbeha)

Itawamba Community College (ltawamba)

Iltawamba Community College (Monroe)

Jobs for Mississippi Graduates (Attala)

Northeast Mississippi Community College (Alcom)
Northeast Mississippi Community College (Tippah)
Northeast Mississippi Community College (Union)

Three Rivers PDD (Chickasaw)

Golden Triangle Planning & Development District (Clay)
Golden Triangle Planning & Development District (Lowndes)
Golden Triangle Planning & Development District (Oktibbeha)
Golden Triangle Planning & Development District (Winston)
North Central Planning & Development District (Attala)

North Central Planning & Development District (Montgomery)
Northeast MS Community Services (Benton)

Three Rivers PDD (Other County)

Northwest Mi ommunity College (Calhoun)
Northwest Mi i ommunity College (Lafayette)
Northwest Mi sippi Community College (Tate)

East Mississippi Community College (Clay)

East Mississippi Community College (Noxubee)

Itawamba Community College (Chickasaw)

Iltawamba Community College (Lee)

Itawamba Community College (Pontotoc)

Jobs for Mississippi Graduates (Winston)

Northeast issippi Community College (Prentiss)
Northeast Mississippi Community College (Tishomingo)
Three Rivers PDD (Other County)

EEEEEEEEEEEEEEEEEEEESR
EEEN < EEEEEEEEEEEEEEDR

Save & Continue

Archive Student

l E= Admin

< c

& mygatewaycareer.com/admin/account.php?stud_id=76

eareer Aamins |

—
AC TS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

STUDENT ACCOUNT
EDIT PROFILE

Back to All Accounts

Tracy Smith
hailey.rackley@yanoo.com
Account Info

Assignments Quizzes Resumes Assessment

Profile Saved Successfully
WORKSITE ASSIGNMENTS

Instructor

T

Last Name O Yes @ No

ln Enmbln Chntn Withlaldina

These forms will appear in the “Required Paperwork” section for the participant. You will
instruct them to login and complete the forms.
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When the participant logs in they will need to click “Required Paperwork”

&r

ps://mygatewaycareer.com/explore2/?pname=explore2

m Industry Exploration Resume Builder

Help Logout

N

Required Paperwork

ASSESSMENT | ESSENTIAL JOB SKILLS |LIFE SKILLS | PROFESSIONAL DEVELOPMENT | TOOLKIT

WORKFORCE SERVICES

ESSENTIAL JOB SKILLS

APPEARANCE & DRESS ATTENDANCE & PUNCTUALITY

GETTING ALONG WITH OTHERS & TEAMWORK

- BN My Gatewsy Career x o e |
<

C m () https//mygatewaycareer.com/documents/index.php T8 9= signin (&

GATm Industry Exploration  Resume Builder  Required Paperwork  Help  Logout

ASSESSMENT | ESSENTIAL JOB SKILLS |LIFE SKILLS | PROFESSIONAL DEVELOPMENT | TOOLKIT

Self Attestation

Acknowledgment Form

Open Form
Grievance (Discrimination Form) Open Form

Grievance (Non- Discrimination Form)

Youth and Career Coach Agreemen Open Form
W-4 Withholding Open Fom
State Withholding ©Open Form
1-9 Form
hitps://mygatewaycareer.com/pre-acceptance/stepZo.php - -

2 @ [ o PO -
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Employer Application

Worksite Agreements can be completed through www.mygatewaycareer.com.
Employers need to submit an application by going to the landing page and either clicking “Employers” or

scrolling down and clicking “I am an employer” button. _
'!J My Gateway Career x SJol_x

< C @ (3)  https://mygatewaycareer.com Y6 v= @ (Soin @

\ HOME JOB SEEKERS JOB SEEKERS LOGIN EMPLOYERS LOGIN HELP
GATEWAY ™

WORKFORCE SERVICES

Build the future you
want.

1 want to apply

- My Gateway Career x
é

C M () https://mygatewaycareer.com

Building
Mississippi's
worforce one
step at a time.

1 am an employer
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The employer should complete the short application and click the “Save” button:

< C @ () https//mygatewaycareer.com/emp_application_registration.php 8 1= Signin (§)

Step 1 - Initial Application
Worksite Agency Name*:
Address*:
City™:
State*:
Zip™:
Conatct Person®:
Contact Email™:
Password*:
Confirm Password*":
Contact Phone Number*:

Worksite Regular Functions:

Worksite Hours*:

Does the Worksite Agency have an employee that currently serves or who served During the past year on the Mississippi Partnership Local Workforce Development
Board?*:
OYes CNo

County " : Slect County - v
‘
- -

The employer will receive the following message once the application is saved:
@

C M () https://mygatewaycareer.com/emp_application_registration.php %% = @ Signin (@

Step 1 - Initial Application

Qanks for contacting us! We will get in touch with you shortly. >
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Reviewing an Employer Application

To review an employer application you will need to click “Employer Applications”
'E—'-:Imn x
< c

@ mygatewaycareer.com/admin/student-accounts.php

Admins |

ADH

N
ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

1 1 2

RESUMES CREATED PENDING STATUS MOCK JOB APPS

STUDENT ACCOUNTS

Sort By. Most Recently Updated Newest Alphabetical MostAc Group
e
Intial Required Application Status MPWDA Module
Courtney Rackle) B
e y_ancmol 1 L Application ~ Paperwork ~ Approved for Full  Youth ISS Access
ey Account Info Assignments faees Erm
— 1 r Intial Required ~ Application Status ~ MPWDA Module
e A eRGTD : Application  Paperwork Approved for Youth ISS Access
e AccountInfo  Assignments Enroliment Form
Intial Required Application Status MPWDA Module
Demo One L r = e - X
e BT Application ~ Paperwork  Approved for Full  Youth ISS Access
Account Info  Assignments Access Form

Intial

Note: We will ask Career Edge to add Sort By features and a button for “Pending Status”
To review the Employer Application click “Application”

l BR Admin X
< c

& mygatewaycareer.com/admin/employer-applications.php

career Admins |
EDGE

w"ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

ADH

EMPLOYER APPLICATIONS

e ]

Date Submitted Last Updated Date Status Worksite Agreement
"
P ey 06-18-2021 NA Azsz;::gn r forste Agreement
dkitchens07 @yahoo.com e AP
& Status Application
" p—
ABC Warehouse, Inc. R " AZ;::;:;;” r Worksite Agreement
dkitchens@trpdd.com [= ,Sm Application
A
P ot 06-09-2021 07-28-2021 :;;rc‘:;i - ot oreement
stanabtest@gmail com S e
"
e 07-14-2021 07-23-2021 :;;\’cna‘(;: - poteteAgeement
careerteamhq@careertsam.com e L Ap
= Status Application
Great & Fun Times P " A';:::;:gﬂ r Worksite Agreement
crackley@greatfuntimes.com = —Sta‘ - Application
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| B2 admin

&« C & mygatewaycareer.com/admin/employer-applications.php

Step 1 - Initial Application

Worksite Agency Name *

Great & Fun Times

Address *
879 Roberts Loop

City -

Pontotoc

State *
MS

Zip~
38863

Conatct Person *

Courtney P Rackley

Contact Email =

crackley@greatfuntimes.com

Password ™

You will need to make a determination on whether or not to approve this worksite to be a
Work Experience Worksite. You will need to change the Status to either: Approved or Not
Approved.

Employers Approved to be Worksite Agreement

Staff will need to complete the Worksite Agreement:
lﬁmdmm

< C & mygatewaycareer.com/admin/employer-applications.php

e

Date Submitted Last Updated Date Status Worksite Agreement
Pending Warksite Agreement

el i 06-18-2021 NA Application r
dkitchens07@yanoo.com AnmGAOL  ication
T 06-18-2021 NA Azep::alzgn e forste pgreement
dkitchens@trpdd.com = Application
& Status Application
Approved Worksite Agreement

FEEDEEEN Application '
smnavtest@amail.com 06-09-2021 07-28-2021 Appl Application

Status

Approved
07-14-2021 07-23-2021 Application
Status

Great & Fun Times Approved r
09-08-2021 NA Application

Worksite Agreement

Worksite Agreement

r
Application

careerteamhqTEST
careerteamhq@careerteam.com

crackley@areatfuntimes. com
: Status Application

Pending Worksite Agreement

Initial Application comp 09-03-2021 NA Application r
compemp@gmail.com ﬂstams Application

Pendin, Worksite Agreement
Initial Application comp1 -, A Apphca"gn r &
compemp1 @gmail.com e Application
test Pending r Worksite Agreement

07-09-2021 08-20-2021 Application

test@mailiator.com
Status

Application

Pending
09-03-2021 NA Application

testA1 Worksite Agreement

at@gmail com

r
Application

https://mygatewaycareer.com/pre-acceptance
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l E= Admin

<« C & mygatewaycareer.com/admin/employer-applicationsphp

WORKSITE AGREEMENT

This worksite agreement is between [tawamba Comm College |, a Gateway Workforce
Services Programs and [Great & Fun Times , the Worksite Agency. The purpose of this

agreement is to set forth the guidelines to provide eligible individuals with basic work skills
and career exploration in order that they will be better able to compete for available jobs in
the local labor market.

The Gateway Workforce Services Programs are provided in The Mississippi Partnership
Workforce Area and are funded with various federal and state funding streams including but
not limited to

« Workforce Innovation & Opportunity Act (WIOA) Funds for Adult [Dislocated Workers,
Youth, & National Dislocated Worker Grant

The Gateway Workforce Services Program Providers for county

are,

Gateway Workspace

Service Provider Contact Person Phone Number

Program

WIOAAGult | ltawamba Comm College | | Tammy Roberts pe2407-1208

[Pentotos Co Schools | |fsmanda wood pe2-ass-1426

WIOA In-
School Youth

WIOAQut- | [tawamba Comm College | fTammy Roberts pe2407-1208
School Youth

Section |. Worksite Agency Information

Worksite_agreement

& mygatewaycareer.com/admin/employer-applications.php

Waorksite Agency:

[ | [ rda s yyyy [
Signature Date

. a Gateway Workforce Services Provider and agent of Three

[Rivers PDD Division of Workforce Development:

‘ ‘ ‘mm/dd/yyyy |m]
Signature Date

@By selecting the "I Accept” button, you are agreeing to signing this Agreement
electronically. You agree your electronic signature is the legal equivalent of your manual
signature on this Agreement

Worksite_agreement

e 949PM
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l BR Admin

&« C & mygatewaycareer.com/admin/employer-applications.php

WORKSITE AGREEMENT

Form Submitted Successfully.

This worksite agreement is between , a Gateway Workforce
Services Programs and the Worksite Agency. The purpose of this

agreement is to set forth the guidelines to provide eligible individuals with basic work skills
and career exploration in order that they will be better able to compete for available jobs in

the local labor market

The Gateway Workforce Services Programs are provided in The Mississippi Partnership
Workforce Area and are funded with various federal and state funding streams including but
not limited to:

« Workforce Innovation & Opportunity Act (WIQA) Funds for Adult, Dislocated Workers,
Youth, & National Dislocated Worker Grant

The Gateway Workforce Services Program Providers for county

are.

Gateway Workspace

Program | gervice Provider

Contact Person Phone Number

WiOAAdult | [tawamba Gomm College | | [Tammy Roberts pe2-207-1228

WIOAIn- | [Pontotoc Co Schools | |amanda wood f62-289-1426
Worksite_agreement

9:49 PM
i

Then the Career Coach needs to change the Employer Application Status to Approved. To do

this you will click: Application Status
J @ jO . Sseeeee . . "UNE

<« C & mygatewaycareer.com/admin/employer-applicationsphp * :

e ]

Date Submitted Last Updated Date Status Worksite Agreement
ABC Warehouse, Inc. TSR A AFL;ED::;::H r Worksite Agreement
dkitchens07 @yahoo.com e Ap
= Status Application
ABC Warehouse, Inc. R " A';*p::;:gﬂ r Worksite Agreement
dkitchens@trpdd.com 773@“5 Application
P ot 06-09-2021 07-28-2021 :;;g;: r poneteAgreement
stanabtest@gmail com o
e 07-14-2021 07-23-2021 :;;‘r;:): - poteteAgeement
caresrtzamha@ecareartzam.com aoglcalon  pication
Great & Fun Times APe:-dITg Worksite Agreement
crackiey@greatfuntimes.com 09-08-2021 NA Application
Status
- - Pendi[ Change Application Status | Worksite Agreement
Initial Application comp 05052001 " Appl\catlonﬂng pplication Status g
compem| mail.com T Application
RS Status Application
Initial Application comp1 05052001 " A?p::;:gﬂ r Worksite Agreement
compemp1@gmail com 773@“5 Application
= 07-09-2021 08-20-2021 AZ;::ESN - ot oreement
tesi@mailiator.com =l P
l oy 09-03-2021 NA Azep:\':;::n - poneteAgeement
al@aomail com S Ap
o = ,@ hioZidod2 Status Application
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l BR Admin X °

&« C & mygatewaycareer.com/admin/employer-applications.php

APPLICATION STATUS

Application Status Pending

- Select Application Status -
Approved
Pending

Change Application Status
‘{? E D rOE_D—| Xg WE_‘ B 2PM P

l E= Admin

<« C & mygatewaycareer.com/admin/employer-applicationsphp

APPLICATION STATUS

Application Status < Approved

Change Application Status

2 W 8 0@ T
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l BR Admin

&« C & mygatewaycareer.com/admin/employer-applications.php

APPLICATION STATUS

Application status changed.

Application Status. Approved

Change Application Status

The Application Status has been changed to Approved:
IEAdmm
6

(]

& mygatewaycareer.com/admin/employer-applications.php

Admins |

carecr -—

ACCOUNTS EMPLOYER APPLICATION TIMESHEETS ASSIGNMENTS WORKSITES LOG OUT

EMPLOYER APPLICATIONS

e

Date Submitted Last Updated Date Status Worksite Agreement

ABC Warehouse, Inc. APe::;:gn r Worksite Agreement
dkitchens07@yahoo.com 06-18-2021 NA Jgta? P
ABC Warehouse, Inc. A”';":g"":gﬂ r Worksite Agreement
dkitchens@trpdd com 06-18-2021 NA ,E;ET P
ABCD Company :PT;T:): r Worksite Agreement
stanabtest@amail com 06-09-2021 07-28-2021 _Esptams Appication

Al d Worksite A¢ it
careerteamhqTEST APFIWO'{E r lorksite Agreemen
careerieamhq@careerteam.com 07-14-2021 07-23-2021 Application Agplication
Great & Fun Times :FI‘-:PO'(EG r Waorksite Agreement
crackiey@greatfuntimes.com 09-08-2021 NA Application

3 hplid=42

4 =
m  %56PM
S 21
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The employer will receive an email and they will need to login www.mygatewaycareer.com and

sign the worksite agreement:
l [ | BB My Gateway Career

< C M () https://mygatewaycareer.com/documents/index_emp.php 6 1= signin (&
—— 2
~

Help  Logout

i N
‘GATEWAY"

WORKFORCE SERVICES

DOCUMENTS

WORKSITE AGREEMENT

Documents | Supervisors/Timesheet Approvers

o OS0PM
*® omoom

' [ B2 wyGateway Career

< C m@ 8 httpsy//mygatewaycareer.com/documents/index_emp.php

WORKSITE AGREEMENT

This worksite agreement is between [tawamba Comm College |, @ Gateway Workforce Services Programs and |Great & Fun Times . the Worksite

Agency. The purpose of this agreement is to set forth the guidelines to provide eligible individuals with basic work skills and career exploration in
order that they will be better able to compete for available jobs in the local labor market.

The Gateway Workforce Services Programs are provided in The Mississippi Partnership Workforce Area and are funded with various federal and

state funding streams including but not limited to:
« Workforce Innovation & Opportunity Act (WIOA) Funds for Adult, Dislocated Workers, Youth, & National Dislocated Worker Grant

The Gateway
Workforce Services Program Providers for county are:

Program Gateway Workspace Service Provider Contact Person Phone Number

WIOA Adult [tawamba Comm College. |Tammy Roberts |86274(17—1228
WIOA In-School Youth Pontotoe Co Schools [amanda wood fe2-ese-1426
WIOAQut-Sehool Youth [tawamba Comm College [fammy Raberts [pe2-s07-1228

Section |. Worksite Agency Information

Worksite Agency Name ™ |Great & Fun Times

Address: 575 Roberts Loop | Cty: pontotoc | State: [us | 210 faases |

Contact Person Contact Email* [ 2 ey @greatiuntimes con| CoNtact Phone™ kgs 555 5e57

Click here to open WIOA Application

E FE g roi_@ Xg wi L M F
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[ [ | B My Gatewsy Career

< C @ () https//mygatewaycareer.com/documents/index_emp.php 8 1= Signin (&) -+

This Worksite Employer and the Gateway Workforce Service Providers will adhere to the above criteria and all guidelines of the Rules and
Regulations governing the internship program. This agreement shall become effective when signed by the Worksite Agency and Gateway Services
Provider and shall remain in effect June 30, 2022, unless terminated by one of the two parties.

Worksite Agency:

[Courtney Rackley los /28 / 2021

Signature Date

Name: [Courtney Rackley
Tte

. a Gatewa rce Services Provider and agent of Three Rivers PDD Division of Workforce Development:

\ | sty
Signature Date

By selecting the "I Accept" button, you are agreeing to signing this Agreement electronically. You agree your electronic signature is the legal
equivalent of your manual signature on this Agreement

Click here to open WIOA Application

1 9:52 PM
i

- ER My Gateway Career
.e

C @ (3 https//mygatewaycareer.com/documents/index_emp.php

WORKSITE AGREEMENT

Form Submitted Successfully.

This worksite agreement is between |tawamba Comm College |, a Gateway Workforce Services Programs and (Great & Fun Times . the Worksite

Agency. The purpose of this agreement is te set forth the guidelines to provide eligible individuals with basic work skills and career exploration in
order that they will be better able to compete for available jobs in the local labor market

The Gateway Workforce Services Programs are provided in The Mississippi Partnership Workforce Area and are funded with various federal and

state funding streams including but not limited to:
« Workforce Innovation & Opportunity Act (WIOA) Funds for Adult, Dislocated Workers, Youth, & National Dislocated Worker Grant

The Gateway
Workforce Services Program Providers for county are.

Program Gateway Workspace Service Provider Contact Person Phone Number

WIOA Adult [tawamba Comm College [Fammy Roberts [ps2-207-1228
WIOAIn-School Youth Pontotec Co Schools [smanda wood [pea-sse-1426
WIOA Out-School Youth tawamba Comm College [Fammy Raberts [ps2-207-1228

Section |. Worksite Agency Information

‘ Worksite Agency Name * - |Great & Fun Times

Click here to open WIOA Application

E FE g FOE_@G Xg WE i i R @ g‘szwl
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The Employer is completed and may log out now.
m B My Goteway Career X
<_

C @ & hp com/d: _emp.php

DOCUMENTS

WORKSITE AGREEMENT

2@ @ [ %: Folry 1 S
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Staff signs the Worksite Agreement

NOTE: We are working with Career Edge to add a button or other type of feature so you can
easily see applications the employer has signed.

J = .

& C & mygatewaycareer.com/admin/employer-applications.php h*d
A OUN MBLOY A

EMPLOYER APPLICATIONS

e I

Date Submitted Last Updated Date Status Worksite Agreement
Pending Warksite Agreement

ey 06-18-2021 NA Application -
diitchens07@yahoo.com BRREED  ppplcation
ABC Warehouse, Inc Pending r Worksite Agreement
T 18- Application g
dkitchens@irpdd com 06-18-2021 NA —ESPET Appilcation
ABCD Company Approved r Worksite Agreement
-09- 98- Application g
stanavtesi@gmalcom 06-09-2021 07-28-2021 ,ggtams AT
careerteamhqTEST Approved r Worksite Agreement
careerteamhq@careerteam.com (I ] Agg:;itslon Application
Great & Fun Times Approved r Worksite Agreement
crackley@oreatfuntimes.com 09-08-2021 NA E‘Eg:;i‘s"’“ Application
Initial Application comp Pending r Worksite A Werksite_agreement |
09-03-2021 NA Application g
compemp@gmail.com ST Application
e 4 P - 1 ___ Pending ____ ____\WorksiteAgreement

l B8 Admin

&« C @ mygatewaycareer.com/admin/employer-applications.php
Worksite Agency -
‘Caunney Rackley ‘ ‘99/&3/2:&21 [m]
Signature Date
Name: [Courtney Rackley
Tit]

ltawamba Comm College |, @ Gateway rce Services Provider and agent of Three

Rivers PDD Division of Workforce Developm

[rammy Roberts | [porees200t =)

Signature Date

T
@By selecting the "1 Accept” button, you are agreeing to signing this Agreement

electronically. You agree your electronic signature is the legal equivalent of your manual
signature on this Agreement

= G L[| Mo G 3 o8/
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l BR Admin

&« C & mygatewaycareer.com/admin/employer-applications.php

WORKSITE AGREEMENT

Form Submitted Successfully.

This worksite agreement is between , a Gateway Workforce
Services Programs and , the Worksite Agency. The purpose of this

agreement is to set forth the guidelines to provide eligible individuals with basic work skills
and career exploration in order that they will be better able to compete for available jobs in
the local labor market

The Gateway Workforce Services Programs are provided in The Mississippi Partnership
Workforce Area and are funded with various federal and state funding streams including but
not limited to:

« Workforce Innovation & Opportunity Act (WIQA) Funds for Adult, Dislocated Workers,
Youth, & National Dislocated Worker Grant

The Gateway Workforce Services Program Providers for county

are.

Gateway Workspace

Program Service Provider Contact Person Phone Number

WiOAAdult | [tawamba Gomm College | | [Tammy Roberts pe2-207-1228

WIOAIn- | [Pontotoc Co Schools | |amanda wood f62-289-1426

Worksite_agreement

2 'W @ [0 "= Egry .2 N

NOTE: We are working with Career Edge to add a feature to download the worksite
agreement so you can submit it to imaging.
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<<<<Timesheet Feature>>>>
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Employers Not Approved to be Worksite Agreement

Employers that are not approved to be a Work Experience Worksite, you will change their
Application Status to “Not Approved” and enter a Note explaining why the worksite was not

approved.
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