
 

OA Production Tracking 
 

MyJobCorps and CIS allows us to extract, compile, and present performance data that helps 

increase student outcomes. This data, accompanied by strong staff management, will 

impact the number of students that go through your Applicant Funnel and ultimately arrive 

on your campus.     

 

Applicant Funnel Tool 
 

Acknowledging your quantifiable goals for your funnel is important. These benchmarks allow you to monitor 

the health of your Applicant Funnel. Each goal is based on contracted NEAP arrival goals. Once these 

benchmarks are set for the contract, the contract’s productivity can be weighed against them. Description 

on calculating these goals are below. 

 

In this fictitious example below, Treasure Lake’s annual NEAP arrival goal is 565 and is contracted with 6 

Admission Counselors. 565 annual / 12 months = 47 monthly arrivals.  

 

 
 

1. Staffing: This is a critical part of the funnel. If staff are not producing outcomes (servicing students), 

goals in the funnel are not likely attainable. OA Management must fill vacancies and quickly train 

staff to assist in funnel production.  

2. Prospects: The very top end of your funnel starts with Prospects. Prospects are all possible 

applicants that start a profile in MJC. This benchmark is set at 5 times your arrival goal. Not all 

prospects complete the application process, so this is set high because we strive for a 20% 

conversion rate.  

• 47 monthly arrivals x 5 = 235 monthly prospects are needed to achieve goals in the rest of the 

funnel. Total monthly prospects data is available in MJC.  

3. Background Checks: This data point signifies a prospect has begun their application and is actively 

working with an Admission Counselor. Not all applicants that submit a Background Check will 

become an arrival, so this benchmark is set at 1.4 times your arrival goals.  

• 47 monthly arrivals x 1.4 = 66 monthly BC submission are needed to achieve goals in the rest 

of the funnel. BC submission data is available in MJC.  

4. File Production: Completed applicant files are those that have completed the student admission 

process, completed all required documentation, passed a quality assurance check, and assigned it 

to your center. Not all applicants that complete a file will become an arrival, so the benchmark is set 

at 1.2 times your arrival goal.  

• 47 monthly arrivals x 1.2 = 56 monthly files are needed to achieve your NEAP arrival goals. 

File Production data is available in MJC but must be compiled using excel template report. 

This is available and described below. 

5. File Inventory / Arrivals: At this point in the funnel, you are monitoring baseline levels and are no 

longer calculating at multiples of your arrival goal. A healthy file inventory is one month of arrivals. 

In this example it is 47 monthly arrivals. These data points are available in CIS or MJC.  

6. OBS: The bottom end of your funnel is your OBS. The data displayed here is your Planned OBS, 

Current OBS, and % of OBS.      
 

All these quantifiable data points are available in MJC and CIS. The usefulness of your Applicant Funnel is 

dependent on accurate and up-to-date information. If this information is not extracted from these source 

databases, then you are flying blind. 

 



 

 

File Production Tracker 
 

Unfortunately, MJC does not provide a File Production report, so we have developed one for you. These 

exports allow you to cut and paste the information into the report that compiles the data in a useful format. 

It tracks the contracts’ monthly goal and shows individual Admission Counselor’s productivity.  

 

 
 

 
 

It is imperative that these statistics are reviewed and verified because there are instances where files 

should be increased or decreased depending on the circumstances described below. This method is 

accurate but there are intricacies in the data that leave it open to variances.  

• Possible Increase: Files are credited on “Routed for QA Review Date” on the data table. This 

means if an AC submits a file to QA on the last day of the month, but the file is not QA approved 

until the following month it will not be visible credited in the calculation.  

• Possible Decrease: A file was submitted to center, but it is returned to the OA Contract. Admission 

Counselor resubmits the file, which should not be credited in a subsequent month.  

 

How to Pull MJC Folder Data 

Login to the MyJobCorps website and click the "Search" item on the navigation bar, then modify the 

parameters: 

• Center Status = Include ALL center statuses: Pending Center Review, Pending Arrival Date 

Assignment, Pending Travel Arrangement, Pending Arrival, Arrived at Center, Returned by Center, 

Under Regional Review, Rejected by Region, No Show, Delayed, Incomplete File  

o Note: Do not select any workflow milestones 

• Admissions Provider = Select the first contract you operate 

• Click the "Download" icon. Only 4k line items are downloaded at a time 

• Repeat for each contract you operate (pulling all contracts at once may time-out).  

• This data gets copy-pasted into the attached Blank template's "Data" worksheet / tab. 

• Do not delete or paste data into column R “Production Month”. Other tabs use this formula to 

generate reports 

 

How to use the Excel Template (instructions are also inside the excel file) 

• Fill out your contract list, NEAP Goal, and FTE levels 

• Copy and Paste in the MJC data 

• Done! Formulas take care of the rest 

 

 


