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What is S-GATE?

S-GATE is the USAREUR Sponsorship Gateway to Europe.  It is an Internet application intended to simplify the administration of the sponsorship program and to ensure that every soldier is assigned a sponsor prior to their arrival in USAREUR.

S-GATE GOAL:  Assign a sponsor for every inbound soldier as early as possible.

The parts to the program are:

1. SOLDIER PAGE:  An incoming soldier can find out who their sponsor is and how to contact them from this page.  The page includes their pinpoint assignment, sponsor information, a welcome letter, family travel information, 

       a needs assessment checklist and links to other useful        

       USAREUR web sites and regulatory information.

2. BATTALION PAGE:  The Battalion S1 uses this page to make sponsor assignments, view reports and maintain system information.  There is also a page that each unit 1SG or whoever normally makes the decision on who will sponsor an incoming soldier may use to assist in sponsor assignment and to view selected reports.

NOTE:  The remainder of this document will refer to “Battalion S1” when discussing specific tasks and duties.  However, in some cases you may be a company or separate unit.

3. SPONSOR TRAINING SITE:  Soldiers in your Battalion may use this site to complete the required sponsor training, change their contact information and view links to other useful USAREUR web sites and regulatory information that will help them be better sponsors.

All information entered into the system is encrypted.  This means that no one who does not have the proper permission to access the information will be able to see it.

What is my role in S-GATE?

This pamphlet is intended to give you a brief overview of your responsibilities to ensure the success of the sponsor program.  The program is easy to use and will eliminate a great deal of the cumbersome manual tasks that are required under past  sponsorship programs.

Your role in the success of S-GATE is very important and can be summarized as follows:

1. Ensure that every incoming soldier is assigned a sponsor within ten days of notification of an incoming gain.

2. Ensure that every soldier in your Battalion completes the on-line sponsor training.

That’s all there is to it.  Once a sponsor is assigned, the S-GATE requirement is met.  Now it is up to the sponsor and inbound soldier to initiate contact and develop a communication link for information.

How does S-GATE really work?

Sounds too easy?  Believe it or not, it really is that simple.  The process works as follows:

When an incoming soldier is pinpointed to one of your units, your Battalion S1 will receive an email notifying them of the incoming gain.  The email will include a link that may be clicked on to access the Battalion page.

After consulting with the unit’s 1SG or whoever normally makes the decision on who will sponsor an incoming soldier, the S1 staff will enter the information into the system.  Normally, this will require six clicks of the mouse button.  We’ve eliminated the required information gathering (address, telephone numbers and email address) for trained sponsors, the processing of the DA Form 5434, plus the manual typing and mailing of sponsor information to the incoming soldier.

Once the S1 has entered the sponsor assignment into the system, the sponsor’s contact information and a welcome letter are immediately available to the incoming soldier on the Internet.  If the incoming soldier has entered their email address into the system, an email is also sent to them with the information about their sponsor.  A second email is sent to the Battalion S1 and the sponsor with the email address and the needs assessment checklist information from the incoming soldier.

In addition, orders are emailed to the sponsor notifying them of their appointment.  A sponsor checklist is also included.

A sponsor may be changed to a different person with only a few clicks of the mouse button, when situations arise that call for changing the sponsor to someone else from the Battalion.

Still too easy.  Tell me more.

The remainder of this document is divided into three sections, which outline your responsibilities to ensure the success of the S-GATE program.  Each section is divided into both an overview list and a detail list:

· What you must do.

Things that are required to be done.

· What you should do.

Things you should do to make S-GATE provide the maximum benefit to incoming soldiers and their sponsors.

· What you can do.

Things you may want to do to simplify the management of your Battalion’s sponsorship program.

All tasks are completed on the Battalion page, located at https://www.sponsor.hqusareur.army.mil .

As you read on, keep in mind that all lists and reports in the

S-GATE program may be viewed in any order desired by simply pressing the column heading button for the order in which you wish to view the list or report.

What you must do – the overview.
Daily

· Check the TRACS Arrivals to see if you have any inbound soldiers who have arrived at the 64th Replacement Company.

· Check the Bus Manifest to see if you have any inbound soldiers enroute by the S-Bus to your unit.  Check the acknowledgement to automatically notify your community CPF that you are aware of the soldier’s pending arrival and that the unit will ensure the soldier is taken care of upon arrival.

Weekly

· Assign every incoming soldier a sponsor to each soldier on your gains listing.

· Change the sponsor of an incoming soldier to someone else if the assigned sponsor is unable to complete his or her duties as a sponsor.

Monthly
· Ensure that every soldier in your Battalion who is eligible to be a sponsor has completed the on-line sponsor training.

· Promptly notify 1st PERSCOM at sponsorship@hq.1perscom.army.mil when there is a change in the Unit Sponsorship Manager, so that new login IDs and passwords need to be generated.

What you must do – the details.
Weekly

· Assign every incoming soldier a sponsor within ten days of notification of an incoming gain.  From the Battalion page, press the Sponsor button, then the Add selection.  Follow the prompts as displayed on the screen.  Once added, the sponsor’s contact information and a welcome letter are immediately available to the incoming soldier on the Internet.  The following emails will also be generated:

· Orders to the sponsor notifying them of their appointment and a sponsor checklist.

· If the incoming soldier has entered their email address into the system, they will receive the contact information for their sponsor.

· If the incoming soldier has entered their email address and completed the needs assessment checklist, this information is also sent to the Battalion S1 and the sponsor.

· Record any changes to the contact information for assigned sponsors.  This includes address, telephone numbers and email address.  From the Battalion page, press the Sponsor button, then the Edit selection, then the Change Data On Current Sponsor selection.  Follow the prompts on the screen as displayed.  Once changed, the sponsor’s new contact information is immediately available to the incoming soldier on the Internet. (this information can be updated by the individual soldier by having the soldier enter the S-GATE Training Site at https://www.sponsor-training.hqusareur.army.mil, then click on “change information.”)  The following email will also be generated:
· If the incoming soldier has entered their email address into the system, they will receive the new contact information for their sponsor. 

· Change the sponsor of an incoming soldier to someone else if the assigned sponsor is unable to complete their duties as a sponsor.  If a sponsor is unable to fulfil their duties for any reason, it is necessary to assign a new sponsor.  From the Battalion page, press the Sponsor button, then the Edit selection, then the Delete The Sponsor And Add A New Sponsor selection.  Follow the prompts on the screen as displayed.  Once changed, the new sponsor’s contact information is immediately available to the incoming soldier on the Internet.  The following emails will also be generated:
· Orders to the new sponsor notifying them of their appointment and a sponsor checklist.

· If the incoming soldier has entered their email address into the system, they will receive the contact information for their new sponsor.

· If the incoming soldier has entered their email address and completed the needs assessment checklist, this information is also sent to the Battalion S1 and the new sponsor.

· The old sponsor is notified that they are no longer sponsoring the incoming soldier.

Monthly
· Ensure that every soldier in your Battalion who is eligible to be a sponsor has completed the on-line sponsor training.  The USAREUR sponsor training site is located at https://www.sponsor-training.hqusareur.army.mil.  From the site, select the Training button.  After viewing the slide show, entering the appropriate contact information and completing a brief quiz, a record of the sponsor training will be entered into the system

· Promptly notify 1st PERSCOM when S1 personnel arrive or depart, so that new login IDs and passwords may be generated.  All personnel who access S-GATE must have a login ID and password.  Contact 1st PERSCOM at sponsorship@hq.1perscom.army.mil  to add or remove personnel from your unit S-GATE system.

What you should do – the overview.
Initially

· Review the Serviced UICs/Sponsor Letter report to be sure the list accurately shows all the units in your Battalion.

· Enter the Family Readiness Group email address and web site for each unit in your Battalion.

· Enter the Child Development Center email address and web address for community in your Battalion Area of Operation.

· Enter the unit patch information for each unit in your Battalion.

· Enter the officer and enlisted secondary point of contact email address for each unit in your Battalion.

· Enter the unit web site for each unit in your Battalion.

· View the sample welcome letter for each unit in your Battalion.

· Enter the information to allow system access by each unit 1SG or whoever normally makes the decision on who will sponsor an incoming soldier.

Monthly

· Review the Ineligible Sponsors report and correct SIDPERS data as necessary.  Remember, all personal information used within S-GATE (i.e., date of birth, DEROS, MOS, etc.) is verified by SIDPERS.  

· Update Sponsor Training for unit group training sessions monthly or as necessary.

· View the New (Date) button for announcements of important changes to the S-GATE program.

As Necessary
· Change the Family Readiness Group email address and web site for each unit in your Battalion.

· Change the officer and enlisted secondary point of contact email address for each unit in your Battalion.

· Change the unit web site for each unit in your Battalion.

· View the sample welcome letter for each unit in your Battalion.

· Change the information to allow system access by the unit 1SG or whoever normally makes the decision on who will sponsor an incoming soldier.

What you should do – the details.
Initially

· Review the Serviced UICs/Sponsor Letter report to be sure the list accurately shows all the units in your Battalion.  This list should accurately reflect all the units serviced by your Battalion S1.  From the Battalion page, press the Reports button, then the Serviced UICs/Sponsor Letter selection.  If there are units missing or units that do not belong to your Battalion, follow the instructions on the screen to contact 1st PERSCOM to have the information corrected.

· Enter the Family Readiness Group email address and web site for each unit in your Battalion.  If entered, this information will appear in the links to additional sources of information section for the incoming soldier.  From the Battalion page, press the Maintenance button, then the Update Family Readiness Group Email Address or the Update Family Readiness Group Web Address selection.  Follow the prompts as displayed on the screen.

· Enter the Child Development Center email address and web site in your Battalion Area of Operation.  If entered, this information will appear in the links to additional sources of information section for the incoming soldier.  From the Battalion page, press the Maintenance button, then the Update Child Development Center Email Address or the Update Child Development Center Web Address selection.  Follow the prompts as displayed on the screen.

· Enter the unit patch information for each unit in your Battalion.  If entered, this information will appear in the welcome letter for the incoming soldier.  From the Battalion page, press the Maintenance button, then the Update Unit Patch selection.  Follow the prompts as displayed on the screen.

· Enter the officer and enlisted secondary point of contact email address for each unit in your Battalion.  If entered, this information will appear in the welcome letter for the incoming soldier.  From the Battalion page, press the Maintenance button, then the Update Officer Secondary Point Of Contact Email Address or the Update Enlisted Secondary Point Of Contact Email Address selection.  Follow the prompts as displayed on the screen.

· Enter the unit web site for each unit in your Battalion.  If entered, this information will appear in the links to additional sources of information section for the incoming soldier.  From the Battalion page, press the Maintenance button, then the Update Unit Web Address selection.  Follow the prompts as displayed on the screen.
· View the sample welcome letter for each unit in your Battalion.  Once all the desired information is entered, you can view how this information will appear in the Welcome letter for the incoming soldier.  From the Battalion page, press the Reports button, then the Serviced UICs/Sponsor Letter selection.  Click on the underlined UIC for the sample Welcome letter for that unit.
· Enter the information to allow system access by each unit 1SG or whoever normally makes the decision on who will sponsor an incoming soldier.  If entered, this person will be allowed to view information to assist in selection of a sponsor for an incoming soldier and to view selected reports for their unit.  From the Battalion page, press the Maintenance button, then the Update Unit 1SG selection.  Follow the prompts as displayed on the screen.
Monthly

· Review the Ineligible Sponsors report and correct SIDPERS data as necessary.  In some instances, soldiers in your Battalion who would otherwise be eligible to sponsor an incoming soldier are excluded because critical SIDPERS data is missing or incorrect.  In most cases, if the information in SIDPERS is corrected, these soldiers then become eligible to be assigned to sponsor an incoming soldier.  From the Battalion page, press the Reports button, then the Ineligible Sponsors selection.

· Update Sponsor Training for unit group training sessions.  If your units give a group sponsor training program, the training information should be entered into the system.  From the Battalion page, press the Maintenance button, then the Update Sponsor Training selection.  Follow the prompts as displayed on the screen.   

· View the New (Date) button for announcements of important changes to the S-GATE program.  This section is used to announce important new changes to the

S-GATE application.  From the Battalion page, press the New (Date) button.

As Necessary
· Change the Family Readiness Group email address and web site for each unit in your Battalion.  It is important that this information be kept current.  If entered, this information will appear in the links to additional sources of information section for the incoming soldier.  From the Battalion page, press the Maintenance button, then the Update Family Readiness Group Email Address or the Update Family Readiness Group Web Address selection.  Follow the prompts as displayed on the screen.

· Change the officer and enlisted secondary point of contact email address for each unit in your Battalion.  It is important that this information be kept current.  If entered, this information will appear in the welcome letter for the incoming soldier.  From the Battalion page, press the Maintenance button, then the Update Officer Secondary Point Of Contact Email Address or the Update Enlisted Secondary Point Of Contact Email Address selection.  Follow the prompts as displayed on the screen.

· Change the unit web site for each unit in your Battalion.  It is important that this information be kept current.  If entered, this information will appear in the links to additional sources of information section for the incoming soldier.  From the Battalion page, press the Maintenance button, then the Update Unit Web Address selection.  Follow the prompts as displayed on the screen.

· View the sample welcome letter for each unit in your Battalion.  Once all the desired information has been changed, you can view how this information will appear in the Welcome letter for the incoming soldier.  From the Battalion page, press the Reports button, then the Serviced UICs/Sponsor Letter selection.  Click on the underlined UIC for the sample Welcome letter for that unit.
· Change the information to allow system access by each unit 1SG or whoever normally makes the decision on who will sponsor an incoming soldier.  It is important that this information be kept current as personnel arrive and depart.  If entered, this person will be allowed to view information to assist in selection of a sponsor for an incoming soldier and to view selected reports for their unit.  From the Battalion page, press the Maintenance button, then the Update Unit 1SG selection.  Follow the prompts as displayed on the screen.
What you can do – the overview.
Weekly
· Review the Arrivals Within Last 7 Days report.

Monthly
· Review the Battalion Statistics Rollup reports.

Quarterly
· Review the Quarterly Report.

What you can do – the details.
Weekly
· Review the Arrivals Within Last 7 Days report.  This report shows every soldier who arrived in your Battalion for the last seven days and their assigned sponsor.  It can be a useful tool for following up on each newcomer’s sponsorship experience and for recognizing sponsors who did an outstanding job.  From the Battalion page, press the Reports button, then the Arrivals Within Last 7 Days selection.

Monthly
· Review the Battalion Statistics Rollup reports.  The Battalion Statistics Rollup reports provide a wealth of information to help you better manage your Battalion’s sponsor program.  The first screen of the report gives total numbers by categories.  Each number may be clicked on to reveal the details for that particular report.  From the Battalion page, press the Reports button, then the Battalion Statistics Rollup selection.  Follow the prompts as displayed on the screen.

Quarterly
· Review the Quarterly Report.  The Quarterly report provides statistics that may be requested during IG inspections.  The first screen of the report gives total numbers by categories.  Each number may be clicked on to reveal the details for that particular report.  From the Battalion page, press the Reports button, then the Quarterly Report selection.  Follow the prompts as displayed on the screen.

Does S-GATE do anything else?
Yes it does!  Automated processes carried out by the S-GATE system do the following:

· Notifies the appropriate Battalion of new incoming gains.

· Notifies the appropriate Battalions of diversions of incoming personnel.

· Notifies the appropriate Battalion of incoming personnel dropped from the gains file.

· Notifies the appropriate Battalion if a previously assigned sponsor is deployed, shows as having departed USAREUR or is otherwise no longer eligible to be a sponsor.

· Notifies incoming personnel of any changes in their sponsor’s information.

· Notifies the Battalion S1 and all newly assigned sponsors of any information entered into the system by the incoming soldier.

· Keeps records of all trained sponsors and their contact information.

· Keeps records of which incoming soldiers have entered information into the system and requested specific help from their sponsors.

· Keeps records of all statistics related to sponsorship and the S-GATE program.

What if I ever need assistance?
The S-GATE system was designed to be easy to use and learn.  However, we realize that even with the best designed systems that sometimes you may need a little extra help.

The following links direct you to sources of information to handle any questions or concerns you might have about

S-GATE.

On-Line Help Documents
On the Battalion page, press the Help button.  Here you will find the comprehensive S-GATE User’s Manual, instructions on how to configure Internet Explorer to run the S-GATE program and other useful documentation.

Most screens also have a title that is underlined.  Any time help specific to a particular screen is needed, click on the underlined title.  A separate help screen will display offering guidance on the current screen or report.

1st PERSCOM Web Page

Go to http://www.1perscom.army.mil .  
Click on S-GATE.  Here you will find all the help documents from the Battalion page, plus updates and status reports for the S-GATE program, and links to other useful USAREUR web sites and regulatory information.

When all else fails…
If you can’t find what you are looking for, contact the

S-GATE office at:  sponsorship@hq.1perscom.army.mil 
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