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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. 
 
  

http://www.mygateawycareer.com/
http://www.mygatewaycareer.com/
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Landing Page 
 

 
 

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. 
  



 Page 3 of 79 Updated 9/8/2021 

 

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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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. 

 
 
 
 
  

https://mygatewaycareer.com/admin
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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) 
 

 
 
 

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. 
 

 
 
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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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. 
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Individual Not Approved For Enrollment 

 
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 
Enrollment.”  
 
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. 
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The Required Paperwork screen below will open. You will click the “Open Form” button for the 
WIOA Application. 
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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.  
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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. 
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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. 
 

 
 
 
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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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. 
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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. 
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Completing the Youth ISS Form 

 
On the Dashboard, you will click “MPWDA Youth ISS Form” 
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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. 
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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. 
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Updating a Youth’s Status to “Approved for Enrollment” 

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

 
 
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. 
 

 
 

 
 

http://www.mygatewaycareer.com/
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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 
questions 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: 
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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.  
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Youth Completing Acknowledgement Form 
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Youth Completing Discrimination Complaint Form 
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Youth Completing Non-Discrimination Complaint Form 
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Youth Completing Youth & Case Manager Agreement 
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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” 

 
 
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.” 
 
 
 
 
 
  

Common 
Items 

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

 
 
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 

 
 
Participant will receive this message and may Logout. 

 
 
The Career Coach will receive an email when a participant submits the Enrollment 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.” 
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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: 

• Self-Attestation 

• Acknowledgement Form 

• Grievance (Discrimination Form) 

• Grievance (Non-Discrimination Form) 

• Youth & Career Coach Agreement 
 

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

 
 

 
 
 
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. 
  

1 2 

3 
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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 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. 
 
To update the status you will click “Application Status” 
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 Page 50 of 79 Updated 9/8/2021 

 

Participant will receive an Email when they moved to the “Approved for Essential Job Skills” 
status: 

 

 
 
Downloading Enrollment Packet 

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

 
 
After you complete the WIOA Coversheet you should click the check box to select all 
documents. 
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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. 
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Another window will open. You will double click the application: 

 
 
 
 
 
The file will open: 
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You can go to File – Save As and save the application to your computer so you can submit it to 
Imaging. 
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Essential Job Skills 

 
Participants may complete Essential Job Skills in one of two ways: 
 

• Individually 

• In a group 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. 
 

 
  

http://www.mygatewaycareer.com/
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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  
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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. 
 

 
 
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. 
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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” 
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Now the participant is showing “Approved for Full Access” as the Application Status.

 
 
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. 

 
 
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 

mailto:test@gateway.com
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Assigning the I-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 

 
 
You will need select yes for the forms you want the youth to complete: 
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Then scroll to the bottom and click Save & Continue 

 
 

 
 
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” 
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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.

 
 

 
 
 

http://www.mygatewaycareer.com/
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The employer should complete the short application and click the “Save” button:

 
 
The employer will receive the following message once the application is saved: 
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Reviewing an Employer Application 
 
To review an employer application you will need to click “Employer Applications” 

 
 
Note: We will ask Career Edge to add Sort By features and a button for “Pending Status” 
To review the Employer Application click “Application” 
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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: 
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Then the Career Coach needs to change the Employer Application Status to Approved. To do 
this you will click: Application Status 
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The Application Status has been changed to Approved: 
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The employer will receive an email and they will need to login www.mygatewaycareer.com and 
sign the worksite agreement: 

 
 

 
 

http://www.mygatewaycareer.com/
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The Employer is completed and may log out now.
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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. 
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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. 
 
 


