S-GATE

(SPONSORSHIP GATEWAY TO EUROPE)

STEP-BY-STEP GUIDE 

Using this simple step-by-step guide, you will be able to set up and maintain the S-GATE program for your unit.  Remember that S-GATE is a tool to use to manage your sponsorship program.  It cannot replace the human element in ensuring each inbound soldier is sponsored properly.  This guide is directed to the user at the S1 level.

1.  PREPARING YOUR UNIT TO USE S-GATE.

STEP 1:  PASSWORDS.  (figure 1) Request a password for each Battalion Sponsorship Manager (these are the people who will actually assign the sponsor in S-GATE).  Enter the S-GATE web page at http://www.1perscom.army.mil/PSSD/S-Gate/S-Gate%20Web%20Page/Default.htm and click on Password Request Page and follow instructions.  Fax completed form to DSN 379-6476/6475.  You will receive your password via email.

FIGURE 1
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STEP 2.  SPONSOR TRAINING.  In order to have a successful sponsorship program through S-GATE, you will need to build and maintain your pool of trained sponsors.  Notify all soldiers to enter web site https://www.sponsor-training.hqusareur.army.mil and take the on-line training.  A 2-week suspense for all soldiers to take the training should be sufficient.  To maintain your pool of qualified sponsors, local procedures should be put in place; i.e., arriving soldiers take the on-line sponsorship training as part of their company inprocessing.

2.  ASSIGNING SPONSORS.  (figure 2)  When an inbound soldier shows on your S-GATE gains listing, you have 15 days to assign a sponsor in order to maintain a “Green” status (successful usage).

Tip:  You may want to consider setting up procedures with your company first sergeants.  One example is to have the 1SG’s check their company gains listing each Monday.  They provide you the name of a trained sponsor by Thursday for each of their inbounds on the listing.  If no sponsor’s name is provided, you assign the 1SG as the sponsor until a permanent one is assigned.  You will probably find this to be a good motivation for the 1SG to meet your suspense to provide a sponsor’s name.

STEP 1.  APPOINTING A SPONSOR.  Enter the Battalion Page through https://www.sponsor.hqusareur.army.mil and enter your user name and password.

Click on SPONSOR/ADD (this is a listing of inbound soldiers who need sponsors).

FIGURE 2
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Click on the SSN of the inbound soldier you want to assign a sponsor to.

S-GATE will try to match the inbound soldier to a preferred sponsor (a soldier of the same MOS, marital status, gender, etc.).  If there is no preferred sponsor, then you may click on any of the headings to choose a sponsor.

Click on a heading (All Trained Eligible Sponsors for UIC, All Eligible Sponsors from UIC or All Eligible Sponsors from Battalion) and then click on an SSN to select sponsor.

After clicking on the sponsor’s SSN, you will see a screen that shows the sponsor’s email address.  This is just to indicate that the soldier has taken the sponsorship training. 

Click “continue”.  You will now see additional information about the sponsor.  S-GATE will also notify you if there is any mismatched criteria between the inbound soldier and the sponsor (all of these may be overridden).  You should check all information to look for any obvious errors since this is the information that will be put on the web site welcome letter.  Click “update” and the sponsor is assigned.  

At this point an email is sent to the sponsor notifying them of their responsibilities and the inbound soldier will now see the sponsor’s information in S-GATE on the welcome letter.
3.  S-GATE MANAGEMENT AND MAINTENANCE.  (figure 3)  These are additional devices you can use to ensure maximum efficiency of your S-GATE program.

STEP 1.  ARRIVALS NOTIFICATION.  Click on “reports” “arrivals notification” to see soldiers who will be on the S-Bus and arriving in your community today.  If you click on the block to the left of the SSN, you are automatically notifying the CPF that you are aware the soldiers is arriving today and that someone will be sent to the CPF to meet the soldier.

STEP 2.  EDIT.  Use this tab to change data on a sponsor (i.e., duty phone number, email address, etc.) or to change the sponsor who is assigned to an inbound soldier.  

FIGURE 3
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YOU HAVE NOW MET THE MINIMUM REQUIREMENTS FOR SUCCESSFUL USE OF S-GATE.
4.  REPORTS  (figure 4)  Here at the “reports” tab S-GATE provides a variety of information about the way your sponsorship program is working for your unit.  Most reports are self-explanatory.  Below are the ones that may need further explanation:

“64th Arrivals Today”  Soldiers who have arrived and are currently on the ground and processing through the 64th Replacement Company.

“Incoming Soldier Information”  Information input into S-GATE from inbound soldier.

“Sponsor Training”  Important to keep your ‘Non-Trained Potential Sponsors’ to a minimum.  Get the word out to untrained soldiers to get on a computer, go to https://www.sponsor-training.hqusareur.army.mil and complete the training.  When done, the soldiers name will automatically move from non-trained listing to your trained listing.

“User Accounts”  This lists all persons who have password access to your battalion.  Notify 1st PERSCOM at sponsorship@hq.1perscom.army.mil when users leave so that access could be terminated.
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FIGURE 4

5.  MAINTENANCE  (figure 5)  All of these (except Sponsor Training & Unit 1SG) will add information to your welcome letter.  If you supply this information, then it will show on the welcome letter.  Most are self-explanatory.  Some which many require further explanation are listed below.

“Update Sponsor Training”  Use when a soldier meets the sponsorship training requirements through any means other than S-GATE.  You will need to input soldier’s data; i.e., duty phone, email address, etc. which will appear on the welcome letter.

“Update Unit 1SG”  Use this tab to assign viewing capability to company level.  Assigning a password will give someone at the company access to company info (gains, sponsors, trained/non-trained soldiers, etc.).

“Update Unit Welcome Letter”  This will allow you to personalize the S-GATE welcome letter with unit-specific information.  Any information you type in here will appear on the welcome letter.
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FIGURE 5

6.  UNIT USAGE REPORT.  The use of S-GATE is mandatory in USAREUR, and your unit will be reported either ‘GREEN’ (go) or ‘RED’ (no-go) to HQ USAREUR depending on the use of S-GATE.  To remain “green” you only must ensure that no inbound soldier remains on your S-GATE gains listing for more than 15 days.
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