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Chapter 1  Introduction

S-GATE is the USAREUR Sponsorship Gateway to Europe.  It is a three-part 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.

The three 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, 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.  Each unit 1SG or whoever normally makes the decision on who will sponsor an incoming soldier may also be given access to view incoming soldier information, sponsor information and 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:  Potential sponsors in the 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.

This manual covers only the Battalion page of the S-GATE application.  It is intended to provide a detailed look at what S-GATE is, what it does, the Battalion responsibilities and complete step by step operating instructions.

The Battalion portion of the S-GATE application is broken down into six main parts.  Only the first part, the sponsor assignment section, is required to be used.  All other sections are strictly optional.  For the details on the Battalion responsibilities under S-GATE, see Chapter 8.  All tasks are completed on the Battalion page, located at https://www.sponsor.hqusareur.army.mil .

The main parts of the Battalion application are represented by the buttons across the top of the screen.  The six main parts are:

1. Sponsor
2. Reports
3. Maintenance
4. Sub Commands (applicable only at Brigade level or higher)
5. Help
6. New (Date)
Each part of the Battalion portion of the S-GATE application will be discussed in detail in a separate chapter.  The beginning of the chapter will detail the use of the particular button.  Following this description is a separate heading for each menu selection under that button.  Under each subheading are detailed instructions as to how data is entered or what information is found under the specific menu selection.

This document is also available on-line under the Help button.

Most screens in the application have a main screen 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 specific guidance on the current screen.  Once the help has been reviewed, click on the Close button to return to the original screen.

Chapter 2  Sponsor

The Sponsor button is used to add or change information about a sponsor assigned to an incoming soldier.  It is broken down into two main parts:

1. Add

2. Edit

Following are the detailed instructions as to how data is entered or what information is found under each menu selection on the Sponsor button.

The process begins when an incoming soldier is pinpointed to one of the units in the Battalion.  The 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.  If a sponsor is not assigned within a set number of days, reminder notices will be emailed to the Battalion S1 until a sponsor is assigned.

After consulting with the unit’s 1SG or whomever 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 for trained sponsors.

Add

Sponsor Add is used to assign a sponsor to an incoming soldier.  A sponsor is added by following these steps:

1. Press the Sponsor button, select Add from the menu.

2. The SELECT SSN FOR SPONSOR ASSIGNMENT list displays.  This list includes all incoming soldiers who have a confirmed pinpoint assignment to the units listed who need to have a sponsor assigned.  The list may be sorted in any order by pressing the appropriate column heading button.  To select the soldier for sponsor assignment, click on the underlined SSN for that soldier.  If no names appear on the list, this indicates that all soldiers scheduled to arrive to the Battalion have already been assigned a sponsor.  The information on the list is as follows:

a) SSN:  The SSN of the incoming soldier.

b) Rank:  The rank of the incoming soldier.

c) Soldier Name:  The name of the incoming soldier.

d) MOS:  The MOS of the incoming soldier.

e) Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

f) Report Date:  The report date of the incoming soldier.

3. The SELECT BEST QUALIFIED SPONSOR RECORD FOR INCOMING SOLDIER list displays.  A sponsor for this incoming soldier may be selected from this list, or from the All Trained Eligible Sponsors from UIC or All Eligible Sponsors from UIC or All Eligible Sponsors from Battalion lists.  These lists are accessed by pressing the underlined title of the desired list.  All four lists may be sorted in any order by pressing the appropriate column heading button.  To choose the sponsor for the selected incoming soldier, click on the underlined SSN for that sponsor.  If no names appear on the Select Best Qualified Sponsor Record for Incoming Soldier list, this indicates that there are currently no soldiers in the UIC who are a perfect match for the incoming soldier.  In this instance, it will be necessary to select a sponsor from either the All Trained Sponsors from UIC list or the All Eligible Sponsors from UIC list or the All Eligible Sponsors from Battalion list.  The sponsor lists are defined as follows:

a) Best Qualified Sponsor – A best qualified sponsor meets all the following criteria:

· Is in the UIC to which the incoming soldier has been assigned.

· Has completed the sponsor training within the last 12 months.

· Is not scheduled to PCS within 60 days after the incoming soldier’s report date.

· Is not deployed.

· Has dependents if the incoming soldier has dependents.

· Does not have dependents if the incoming soldier does not have dependents.

· Is of the same gender as the incoming soldier.

· Has the same primary MOS as the incoming soldier.

· Is the same rank or higher than the incoming soldier.

· Is not currently serving or scheduled to serve in a contingency operation.

· Has been in country more than 60 days as of the current date.

· Is not currently sponsoring an incoming soldier.

· Does not have any of the following problems in their SIDPERS data:

· Blank record status code or a record status code of other than A through F

· Invalid or blank SSN

· Blank rank

· Blank name

· Blank arrival date 1

· Blank gender

· Blank primary MOS

· Blank DEROS or DEROS less than today’s date

· Reenlistment eligibility of 9K, 9L or 9Q

b) All Trained Eligible Sponsors from UIC – All trained eligible sponsors from this UIC meet all of the following criteria:

· Is in the UIC to which the incoming soldier has been assigned.

· Has met one of more of the above Best Qualified sponsor criteria.

· Has completed the sponsor training within the last 12 months.

· Does not have any of the following problems in their SIDPERS data:

· Blank record status code or a record status code of other than A through F

· Invalid or blank SSN

· Blank rank

· Blank name

· Blank arrival date 1

· Blank gender

· Blank primary MOS

· Blank DEROS or DEROS less than today’s date

· Reenlistment eligibility of 9K, 9L or 9Q

c) All Eligible Sponsors from UIC – All eligible sponsors from this UIC meet all the following criteria:

· Is in the UIC to which the incoming soldier has been assigned.

· Has met one or more of the above Best Qualified sponsor criteria.

· Has not completed the sponsor training within the last 12 months.

· Does not have any of the following problems in their SIDPERS data:

· Blank record status code or a record status code of other than A through F

· Invalid or blank SSN

· Blank rank

· Blank name

· Blank arrival date 1

· Blank gender

· Blank primary MOS

· Blank DEROS or DEROS less than today’s date

· Reenlistment eligibility of 9K, 9L or 9Q 

d) All Eligible Sponsors from Battalion – All eligible sponsors from the Battalion meet all of the following criteria:

· Is in the Battalion to which the incoming soldier has been assigned.

· Has met one or more of the above Best Qualified sponsor criteria.

· Does not have any of the following problems in their SIDPERS data:

· Blank record status code or a record status code of other than A through F

· Invalid or blank SSN

· Blank rank

· Blank name

· Blank arrival date 1

· Blank gender

· Blank primary MOS

· Blank DEROS or DEROS less than today’s date

· Reenlistment eligibility of 9K, 9L or 9Q 

4. The information on the selected sponsor list is as follows:

a) SSN:  The SSN of the potential sponsor.

b) Rank:  The rank of the potential sponsor.

c) Soldier Name:  The name of the potential sponsor.

d) MOS:  The MOS of the potential sponsor.

e) UIC:  The unit to which the potential sponsor is assigned.

5. The ADD SPONSOR RECORD FOR INCOMING SOLDIER screen displays.  Enter the sponsor’s current email address if it is not displayed and press Continue, or press Cancel to exit the sponsor assignment for this incoming soldier.  The field defaults to the information that is currently on file for the sponsor.  If the email address is not correct, enter the correct information.  This field is required to be entered.

6. The ADD SPONSOR RECORD screen displays.  If the sponsor was not selected from the Best Qualified Sponsor list, a series of messages will display suggesting why this sponsor is not the best match for the incoming soldier.  The messages may be overridden by pressing Yes, or the sponsor assignment process may be cancelled at any point by pressing No.  Once all the messages have displayed, enter the sponsor’s address, DSN work telephone number and civilian work telephone number if they are not displayed on the screen.  Entry of the sponsor’s home telephone number is optional.  After all information has been entered, press Update, or press Cancel to exit the sponsor assignment process for this incoming soldier.  The fields to be entered on this screen are as follows:

a) Rank:  The sponsor’s rank as recorded in SIDPERS is automatically displayed.  This field may not be changed.

b) Last Name:  The sponsor’s last name as recorded in SIDPERS is automatically displayed.  This field cannot be changed.

c) First Name:  The sponsor’s first name as recorded in SIDPERS is automatically displayed.  This field cannot be changed.

d) MI:  The sponsor’s middle initial as recorded in SIDPERS is automatically displayed.  This field cannot be changed.

e) Address:  Enter up to three address lines for the sponsor’s current unit address.  The fields default to the information that is currently on file for the sponsor.  If the address is not correct, enter the correct information.  This field is required to be entered.

f) APO:  Enter either APO or the city name for the sponsor’s current unit address.  The field defaults to the information that is currently on file for the sponsor.  If the city is not correct, enter the correct information.  This field is required to be entered.

g) State:  Enter either AE or the two character state abbreviation for the sponsor’s current unit address.  The field defaults to the information that is currently on file for the sponsor.  If the state is not correct, enter the correct abbreviation.  This field is required to be entered.

h) Zip Code:  Enter the zip code for the sponsor’s current unit address.  The field defaults to the information that is currently on file for the sponsor.  If the zip code is not correct, enter the correct information.  This field is required to be entered.

i) DSN Work Phone Number:  The DSN work telephone number for the sponsor.  The number must include the international DSN prefix displayed in the list box in front of the DSN work telephone number field.  For example, to call Germany from the US select 314- in the list box and enter the local DSN prefix and number in the DSN work telephone number field.  If the sponsor does not have a DSN work telephone number, select None in the list box and leave the DSN work telephone number field blank.  The field defaults to the information that is currently on file for the sponsor.  If the DSN work telephone number is not correct, enter the correct information.  This field is required to be entered.

j) Civilian Work Phone Number:  The civilian work telephone number for the sponsor.  The international access code and country code for the sponsor’s location are automatically displayed.  Enter the local civilian work telephone number prefix (dropping the leading zero), DSN access code and number.  The field defaults to the information that is currently on file for the sponsor.  If the civilian work telephone number is not correct, enter the correct information.  This field is required to be entered.

k) Home Phone Number:  The home telephone number for the sponsor.  The international access code and country code for the sponsor’s location are automatically displayed.  Enter the local telephone number prefix (dropping the leading zero) and number.  The field defaults to the information that is currently on file for the sponsor.  If the home telephone number is not correct, enter the correct information.  This field is not required to be entered.

l) Sponsor Email Address:  The email address for the sponsor from the previous screen displays.  If the email address is not correct, enter the correct information.  This field is required to be entered.

7. A message displays that the sponsor record has been successfully added and orders have been sent to the sponsor.  Press OK.

8. The following email messages will now be generated:

· Orders to the sponsor notifying them of their appointment and other pertinent information regarding sponsorship.

· If the incoming soldier has entered their email address into the system, an email is sent to them with the information about their sponsor.

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

9. The sponsor’s contact information and a welcome letter are immediately available to the incoming soldier on the Internet.

Edit

The Sponsor Edit menu selection is used to change information about a sponsor assigned to an incoming soldier or to change the sponsor previously assigned to a new sponsor.  It is broken down into two main parts:

1. Change Data On Current Sponsor

2. Delete The Sponsor And Add A New Sponsor

Following are the detailed instructions as to how data is entered or what information is found under each menu selection on the Sponsor Edit menu.

Change Data On Current Sponsor

Sponsor Edit Change Data On Current Sponsor is used to change the email address, unit address, duty telephone numbers or home telephone number of a sponsor already assigned to an incoming soldier.  The data on a previously assigned sponsor is changed by following these steps:

1. Press the Sponsor button, select Edit, then Change Data On Current Sponsor from the menu.

2. The SELECT SSN FOR SPONSOR INFORMATION TO EDIT list displays.  This list includes all incoming soldiers who have a sponsor assigned.  The list may be sorted in any order by pressing the appropriate column heading button.  To select the sponsor whose information is to be changed, click on the underlined SSN for that soldier/sponsor pair.  If no names appear on the list, this indicates that no soldiers scheduled to arrive to the Battalion have been assigned a sponsor.  The information on the list is as follows:

a) SSN:  The SSN of the incoming soldier.

b) Rank:  The rank of the incoming soldier.

c) Soldier Name:  The name of the incoming soldier.

d) MOS:  The MOS of the incoming soldier.

e) Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

f) Report Date:  The report date of the incoming soldier.

g) Sponsor Name:  The rank and name of the sponsor assigned to the incoming soldier.

3. The EDIT SPONSOR RECORD FOR INCOMING SOLDIER screen displays.  Change the sponsor’s address, DSN work telephone number, civilian work telephone number, home telephone number or email address, as required.  After all information has been entered, press Update, or press Cancel to exit the sponsor information change process for this incoming soldier.  The fields to be entered on this screen are as follows:

a) Rank:  The sponsor’s rank as recorded in SIDPERS is automatically displayed.  This field cannot be changed.

b) Last Name:  The sponsor’s last name as recorded in SIDPERS is automatically displayed.  This field cannot be changed.

c) First Name:  The sponsor’s first name as recorded in SIDPERS is automatically displayed.  This field cannot be changed.

d) MI:  The sponsor’s middle initial as recorded in SIDPERS is automatically displayed.  This field cannot be changed.

e) Address:  Enter up to three address lines for the sponsor’s current unit address.  The fields default to the information that is currently on file for the sponsor.  If the address is not correct, enter the correct information.  This field is required to be entered.

f) APO:  Enter either APO or the city name for the sponsor’s current unit address.  The field defaults to the information that is currently on file for the sponsor.  If the city is not correct, enter the correct information.  This field is required to be entered.

g) State:  Enter either AE or the two character state abbreviation for the sponsor’s current unit address.  The field defaults to the information that is currently on file for the sponsor.  If the state is not correct, enter the correct abbreviation.  This field is required to be entered.

h) Zip Code:  Enter the zip code for the sponsor’s current unit address.  The field defaults to the information that is currently on file for the sponsor.  If the zip code is not correct, enter the correct information.  This field is required to be entered.

i) DSN Work Phone Number:  The DSN work telephone number for the sponsor.  The number must include the international DSN prefix displayed in the list box in front of the DSN work telephone number field.  For example, to call Germany from the US select 314- in the list box and enter the local DSN prefix and number in the DSN work telephone number field.  If the sponsor does not have a DSN work telephone number, select None in the list box and leave the DSN work telephone number field blank.  The field defaults to the information that is currently on file for the sponsor.  If the DSN work telephone number is not correct, enter the correct information.  This field is required to be entered.

j) Civilian Work Phone Number:  The civilian work telephone number for the sponsor.  The international access code and country code for the sponsor’s location are automatically displayed.  Enter the local civilian work telephone number prefix (dropping the leading zero), DSN access code and number.  The field defaults to the information that is currently on file for the sponsor.  If the civilian work telephone number is not correct, enter the correct information.  This field is required to be entered.

k) Home Phone Number:  The home telephone number for the sponsor.  The international access code and country code for the sponsor’s location are automatically displayed.  Enter the local telephone number prefix (dropping the leading zero) and number.  The field defaults to the information that is currently on file for the sponsor.  If the home telephone number is not correct, enter the correct information.  This field is not required to be entered.

l) Sponsor Email Address:  Enter the email address for the sponsor.  The field defaults to the information that is currently on file for the sponsor.  If the email address is not correct, enter the correct information.  This field is required to be entered.

m) Last User:  The user ID of the last person who updated this sponsor record is automatically displayed.  This field cannot be changed.

n) Date Last Update:  The date and time this sponsor record was last updated is automatically displayed.  This field cannot be changed.

4. A message displays that the sponsor record has been successfully updated.  Press OK.

5. The following email message will now be generated:

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

6. The sponsor’s new contact information and a welcome letter are immediately available to the incoming soldier on the Internet.

Delete The Sponsor And Add A New Sponsor

Sponsor Edit Delete The Sponsor And Add A New Sponsor is used to change a sponsor previously assigned to an incoming soldier to a different sponsor.  The current sponsor may be changed to a new sponsor following these steps:

1. Press the Sponsor button, select Edit, then Delete The Sponsor And Add A New Sponsor from the menu.

2. The SELECT SSN FOR SPONSOR INFORMATION TO DELETE list displays.  This list includes all incoming soldiers who have a sponsor assigned.  The list may be sorted in any order by pressing the appropriate column heading button.  To select the soldier whose sponsor is to be changed to someone else, click on the underlined SSN for that soldier/sponsor pair.  If no names appear on the list, this indicates that no soldiers scheduled to arrive to the Battalion have been assigned a sponsor.  The information on the list is as follows:

a) SSN:  The SSN of the incoming soldier.

b) Rank:  The rank of the incoming soldier.

c) Soldier Name:  The name of the incoming soldier.

d) MOS:  The MOS of the incoming soldier.

e) Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

f) Report Date:  The report date of the incoming soldier.

g) Sponsor Name:  The rank and name of the sponsor assigned to the incoming soldier.

3. A message displays to confirm the current sponsor is to be deleted.  Press Yes to continue assigning a new sponsor to this soldier, or press No to cancel the Delete The Sponsor And Add A New Sponsor process for this incoming soldier.

4. The SELECT BEST QUALIFIED SPONSOR RECORD FOR INCOMING SOLDIER list displays.  A new sponsor for this incoming soldier may be selected from this list, or from the All Trained Eligible Sponsors from UIC or All Eligible Sponsors from UIC or All Eligible Sponsors from Battalion lists.  These lists are accessed by pressing the underlined title of the desired list.  All three lists may be sorted in any order by pressing the appropriate column heading button.  To select the new sponsor for the selected incoming soldier, click on the underlined SSN for that sponsor.  If no names appear on the Select Best Qualified Sponsor Record for Incoming Soldier list, this indicates that there are currently no soldiers in the UIC who are a perfect match for the incoming soldier.  In this instance, it will be necessary to select a sponsor from either the All Trained Sponsors from UIC list or the All Eligible Sponsors from UIC list or the All Eligible Sponsors from Battalion list.  The sponsor lists are defined as follows:

a) Best Qualified Sponsor – A best qualified sponsor meets all the following criteria:

· Is in the UIC to which the incoming soldier has been assigned.

· Has completed the sponsor training within the last 12 months.

· Is not scheduled to PCS within 60 days after the incoming soldier’s report date.

· Is not deployed.

· Has dependents if the incoming soldier has dependents.

· Does not have dependents if the incoming soldier does not have dependents.

· Is of the same gender as the incoming soldier.

· Has the same primary MOS as the incoming soldier.

· Is the same rank or higher than the incoming soldier.

· Is not currently serving or scheduled to serve in a contingency operation.

· Has been in country more than 60 days as of the current date.

· Is not currently sponsoring an incoming soldier.

· Does not have any of the following problems in their SIDPERS data:

· Blank record status code or a record status code of other than A through F

· Invalid or blank SSN

· Blank rank

· Blank name

· Blank arrival date 1

· Blank gender

· Blank primary MOS

· Blank DEROS or DEROS less than today’s date

· Reenlistment eligibility of 9K, 9L or 9Q

b) All Trained Eligible Sponsors from UIC – All trained eligible sponsors from this UIC meet all of the following criteria:

· Is in the UIC to which the incoming soldier has been assigned.

· Has met one of more of the above Best Qualified sponsor criteria.

· Has completed the sponsor training within the last 12 months.

· Does not have any of the following problems in their SIDPERS data:

· Blank record status code or a record status code of other than A through F

· Invalid or blank SSN

· Blank rank

· Blank name

· Blank arrival date 1

· Blank gender

· Blank primary MOS

· Blank DEROS or DEROS less than today’s date

· Reenlistment eligibility of 9K, 9L or 9Q 

c) All Eligible Sponsors from UIC – All eligible sponsors from this UIC meet all the following criteria:

· Is in the UIC to which the incoming soldier has been assigned.

· Has met one or more of the above Best Qualified sponsor criteria.

· Has not completed the sponsor training within the last 12 months.

· Does not have any of the following problems in their SIDPERS data:

· Blank record status code or a record status code of other than A through F

· Invalid or blank SSN

· Blank rank

· Blank name

· Blank arrival date 1

· Blank gender

· Blank primary MOS

· Blank DEROS or DEROS less than today’s date

· Reenlistment eligibility of 9K, 9L or 9Q 

d) All Eligible Sponsors from Battalion – All eligible sponsors from the Battalion meet all of the following criteria:

· Is in the Battalion to which the incoming soldier has been assigned.

· Has met one or more of the above Best Qualified sponsor criteria.

· Does not have any of the following problems in their SIDPERS data:

· Blank record status code or a record status code of other than A through F

· Invalid or blank SSN

· Blank rank

· Blank name

· Blank arrival date 1

· Blank gender

· Blank primary MOS

· Blank DEROS or DEROS less than today’s date

· Reenlistment eligibility of 9K, 9L or 9Q 

5. The information on the selected sponsor list is as follows:

a) SSN:  The SSN of the potential sponsor.

b) Rank:  The rank of the potential sponsor.

c) Soldier Name:  The name of the potential sponsor.

d) MOS:  The MOS of the potential sponsor.

e) UIC:  The unit to which the potential sponsor is assigned.

6. The ADD NEW SPONSOR RECORD FOR INCOMING SOLDIER screen displays.  Enter the sponsor’s current email address if it is not displayed and press Continue, or press Cancel to exit the Delete the Sponsor And Add A New Sponsor process for this incoming soldier.  The field defaults to the information that is currently on file for the sponsor.  If the email address is not correct, enter the correct information.  This field is required to be entered.

7. The ADD SPONSOR RECORD screen displays.  If the sponsor was not selected from the Best Qualified Sponsor list, a series of messages will display suggesting why this sponsor is not the best match for the incoming soldier.  The messages may be overridden by pressing Yes, or the Delete The Sponsor And Add A New Sponsor process may be cancelled at any point by pressing No.  Once all the messages have displayed, enter the sponsor’s address, DSN work telephone number and civilian work telephone number if they are not displayed on the screen.  Entry of the sponsor’s home telephone number is optional.  After all information has been entered, press Update, or press Cancel to exit the Delete The Sponsor And Add A New Sponsor process for this incoming soldier.  The fields to be entered on this screen are as follows:

a) Rank:  The sponsor’s rank as recorded in SIDPERS is automatically displayed.  This field cannot be changed.

b) Last Name:  The sponsor’s last name as recorded in SIDPERS is automatically displayed.  This field cannot be changed.

c) First Name:  The sponsor’s first name as recorded in SIDPERS is automatically displayed.  This field cannot be changed.

d) MI:  The sponsor’s middle initial as recorded in SIDPERS is automatically displayed.  This field cannot be changed.

e) Address:  Enter up to three address lines for the sponsor’s current unit address.  The fields default to the information that is currently on file for the sponsor.  If the address is not correct, enter the correct information.  This field is required to be entered.

f) APO:  Enter either APO or the city name for the sponsor’s current unit address.  The field defaults to the information that is currently on file for the sponsor.  If the city is not correct, enter the correct information.  This field is required to be entered.

g) State:  Enter either AE or the two character state abbreviation for the sponsor’s current unit address.  The field defaults to the information that is currently on file for the sponsor.  If the state is not correct, enter the correct abbreviation.  This field is required to be entered.

h) Zip Code:  Enter the zip code for the sponsor’s current unit address.  The field defaults to the information that is currently on file for the sponsor.  If the zip code is not correct, enter the correct information.  This field is required to be entered.

i) DSN Work Phone Number:  The DSN work telephone number for the sponsor.  The number must include the international DSN prefix displayed in the list box in front of the DSN work telephone number field.  For example, to call Germany from the US select 314- in the list box and enter the local DSN prefix and number in the DSN work telephone number field.  If the sponsor does not have a DSN work telephone number, select None in the list box and leave the DSN work telephone number field blank.  The field defaults to the information that is currently on file for the sponsor.  If the DSN work telephone number is not correct, enter the correct information.  This field is required to be entered.

j) Civilian Work Phone Number:  The civilian work telephone number for the sponsor.  The international access code and country code for the sponsor’s location are automatically displayed.  Enter the local civilian work telephone number prefix (dropping the leading zero), DSN access code and number.  The field defaults to the information that is currently on file for the sponsor.  If the civilian work telephone number is not correct, enter the correct information.  This field is required to be entered.

k) Home Phone Number:  The home telephone number for the sponsor.  The international access code and country code for the sponsor’s location are automatically displayed.  Enter the local telephone number prefix (dropping the leading zero) and number.  The field defaults to the information that is currently on file for the sponsor.  If the home telephone number is not correct, enter the correct information.  This field is not required to be entered.

l) Sponsor Email Address:  The email address for the sponsor from the previous screen displays.  If the email address is not correct, enter the correct information.  This field is required to be entered.

8. A message displays that the sponsor record has been successfully added and orders have been sent to the sponsor.  Press OK.

9. The following email messages will now be generated:

· Orders to the new sponsor notifying them of their appointment and other pertinent information regarding sponsorship.

· 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 new sponsor.

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

10. The new sponsor’s contact information and a welcome letter are immediately available to the incoming soldier on the Internet.

Chapter 3  Reports

The Reports button is used to view various statistical information from the S-GATE program.  It is broken down into 12 main parts:

1. Arrivals Within Last 7 Days

2. Battalion Statistics Rollup

3. Current Deployed

4. Current Gains

5. Current Sponsors

6. Ineligible Sponsors

7. Quarterly Report

8. Sample Sponsor Orders

9. Serviced UICs/Sponsor Letter

10. Soldiers in SIDPERS Assigned to Replacement Battalion

11. Sponsor Training

12. Total Soldiers Sponsored by Soldier

Following are the detailed instructions as to how data is entered or what information is found under each menu selection on the Reports button.

Arrivals Within Last 7 Days

Reports Arrivals Within Last 7 Days is used to view information about incoming soldiers who have arrived in the Battalion within the period of the last seven days.  Press the Reports button, select Arrivals Within Last 7 Days from the menu.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. Gaining SSN:  The SSN of the incoming soldier.

2. Gaining Name:  The name of the incoming solider.

3. Gaining Rank:  The rank of the incoming soldier.

4. Gaining MOS:  The MOS of the incoming soldier.

5. Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

6. Gaining Arrival Date:  The date the incoming soldier arrived in the unit.

7. Sponsor SSN:  The SSN of the sponsor of the incoming soldier.

8. Sponsor Name:  The name of the sponsor of the incoming soldier.

9. Sponsor Rank:  The rank of the sponsor of the incoming soldier.

Battalion Statistics Rollup

Reports Battalion Statistics Rollup is used to view various statistics from the S-GATE program data.  The Battalion Statistics Rollup is accessed by following these steps:

1. Press the Reports button, select Battalion Statistics Rollup from the menu.

2. The SELECT DATES OF REPORT FOR BATTALION STATISTICS ROLLUP screen displays.  Select the Begin Search Date and End Search Date and press Submit.  The default displayed is a 24-month range covering six months prior and 18 months past the current date.  The Begin Search Date can be changed from the default displayed by selecting the date part (year, month or day) to be changed, then clicking on the up and down arrows next to the box.  Each click will advance or go back one “part”, depending on which button is pressed.  For example, to change the Begin Search Date month, double click on the number representing the month in the Begin Search Date box to highlight it.  Pressing the up arrow will cause the month to advance one month.  Similarly, clicking the down arrow will cause the month to go back one month.  If a date “part” is not highlighted, clicking the up and down arrows next to the box will cause the date to advance one day or go back one day, depending on which button is pressed.  The End Search Date can be changed from the default in the same manner.  The reports will include all statistics that fall within the date range entered, as specified under the description of each report.

3. The ROLLUP STATISTICS screen displays.  It is broken down into five main parts, each with several reports:

a) Reminder Notices Sent To Battalion

· First Reminder Notice Sent To Assign Sponsor

· Second Reminder Notice Sent To Assign Sponsor

· Third Reminder Notice Sent To Assign Sponsor

· More Than 3 Reminder Notices Sent To Assign Sponsor

b) Incoming Soldier Diversions

· Diverted Before Arrival To Different Battalion

· Diverted Before Arrival To A Different UIC In This Battalion

· Diverted Before Arrival To This Battalion

c) Incoming Soldier Gains

· Dropped Before Arrival From Gains File

· New Gains Assigned

· No Longer Pinpointed And Now Assigned To Replacement Detachment

d) Incoming Soldiers Arrived

· With Sponsors

· Without Sponsors

· Diverted To Different Battalion On Arrival

· Diverted To This Battalion On Arrival

e) Sponsors

· New Gains Assigned and Their Sponsors

· New Gains Assigned With Change Of Original Sponsor

· Soldiers Who Have Completed Training

· Sponsors Assigned Who Had Not Completed Training Prior To Assignment

To select a detail report to view from the Battalion Statistics Rollup screen, click on the underlined number in the Total column for that report.  The number in the total column for each report indicates how many records are on the detail report.  Following are the detailed instructions as to what information is found under each selection on the Reports Battalion Statistics Rollup screen.

Reminder Notices Sent To Battalion

First Reminder Notice Sent To Assign Sponsor 

is used to view information about incoming soldiers who did not have sponsors assigned within a set number of days of the Battalion being notified that the incoming soldier needed a sponsor.  The report will include all records for first reminder notices sent between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Report Date:  The report date of the incoming soldier.

6. Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

7. Added Gains:  The date the incoming soldier was added to the gains file.

8. Date Sent:  The date the first reminder notice was sent to the Battalion.  The report will include all first reminder notice records with a date sent between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.

Second Reminder Notice Sent To Assign Sponsor

is used to view information about incoming soldiers who did not have sponsors assigned within a set number of days of the Battalion being notified the second time that the incoming soldier needed a sponsor.  The report will include all records for second reminder notices sent between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Report Date:  The report date of the incoming soldier.

6. Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

7. Added Gains:  The date the incoming soldier was added to the gains file.

8. Date Sent:  The date the second reminder notice was sent to the Battalion.  The report will include all second reminder notice records with a date sent between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.

Third Reminder Notice Sent To Assign Sponsor

is used to view information about incoming soldiers who did not have sponsors assigned within a set number of days of the Battalion being notified the third time that the incoming soldier needed a sponsor.  The report will include all records for third reminder notices sent between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Report Date:  The report date of the incoming soldier.

6. Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

7. Added Gains:  The date the incoming soldier was added to the gains file.

8. Date Sent:  The date the third reminder notice was sent to the Battalion.  The report will include all third reminder notice records with a date sent between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.

More Than 3 Reminder Notices Sent To Assign Sponsor

is used to view information about incoming soldiers who did not have sponsors assigned within a set number of days of the Battalion being notified the fourth or subsequent times that the incoming soldier needed a sponsor.  The report will include all records for fourth or subsequent reminder notices sent between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Report Date:  The report date of the incoming soldier.

6. Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

7. Added Gains:  The date the incoming soldier was added to the gains file.

8. Date Sent:  The date the latest reminder notice was sent to the Battalion.  The report will include all fourth or subsequent reminder notice records with a date sent between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.

Incoming Soldier Diversions

Diverted Before Arrival To Different Battalion

is used to view information about incoming soldiers whose pinpoint assignment was changed to a different Battalion (diversion) before their arrival.  The report will include all records for incoming soldiers diverted to a different Battalion between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Report Date:  The report date of the incoming soldier.

6. Previous UIC:  The pinpoint assignment of the incoming soldier before the diversion.

7. Date Diverted:  The date the incoming soldier was diverted from the previous UIC.  The report will include all incoming soldier records with diversion to a different Battalion before arrival date between the Begin Search Date and the End Search Date specified on the Select Dates of Reports for Battalion Statistics Rollup screen.

Diverted Before Arrival To A Different UIC In This Battalion

is used to view information about incoming soldiers whose pinpoint assignment was changed to a different UIC within the Battalion (diversion) before their arrival.  The report will include all records for incoming soldiers diverted to a different UIC within the Battalion between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Report Date:  The report date of the incoming soldier.

6. Gaining UIC:  The new confirmed pinpoint assignment of the incoming soldier.

7. Previous Gaining UIC:  The pinpoint assignment of the incoming soldier before the diversion.

8. Date Diverted:  The date the incoming soldier was diverted from the previous UIC.  The report will include all incoming soldier records with a diversion to a different UIC in this Battalion before arrival date between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.

Diverted Before Arrival To This Battalion

is used to view information about incoming soldiers whose pinpoint assignment was changed to this Battalion from a different Battalion (diversion) before their arrival.  The report will include all records for incoming soldiers diverted to this Battalion between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Report Date:  The report date of the incoming soldier.

6. Gaining UIC:  The new confirmed pinpoint assignment of the incoming soldier.

7. Date Diverted:  The date the incoming soldier was diverted to this Battalion.  The report will include all incoming soldier records with a diversion to this Battalion before arrival date between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.

Incoming Soldier Gains

Dropped Before Arrival From Gains File

is used to view information about incoming soldiers who were dropped from the gains file before their arrival after having a confirmed pinpoint assignment.  The report will include all records for incoming soldiers who were dropped from the gains file between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Report Date:  The previous report date of the incoming soldier.

6. Gaining UIC:  The previous confirmed pinpoint assignment of the incoming soldier.

7. Date Added:  The date the incoming soldier was added to the gains file.

8. Drop Date:  The date the incoming soldier was dropped from the gains file.  The report will include all incoming soldier records with a drop date between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.

New Gains Assigned

is used to view information about incoming soldiers who were added to the gains file with a confirmed pinpoint assignment to this Battalion.  The report will include all records for incoming soldiers who were added to the gains file between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Report Date:  The report date of the incoming soldier.

6. Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

7. Date Added:  The date the incoming soldier was added to the gains file.  The report will include all incoming soldier records with a date added between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.

No Longer Pinpointed And Now Assigned To Replacement Detachment

is used to view information about incoming soldiers who had a confirmed pinpoint assignment to this Battalion but now have no pinpoint assignment (diverted to a replacement Battalion).  The report will include all records for incoming soldiers who were added to the gains file and reassigned to a replacement Battalion between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Report Date:  The report date of the incoming soldier.

6. Gaining UIC:  The previous confirmed pinpoint assignment of the incoming soldier.

7. Added To Gains:  The date the incoming soldier was added to the gains file.  The report will include all incoming soldier records with a added to gains date between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen that were reassigned to a replacement Battalion.

Incoming Soldiers Arrived

With Sponsors

is used to view information about incoming soldiers who had a pre-arrival sponsor assigned and arrived to this Battalion.  The report will include all records for incoming soldiers who had a pre-arrival sponsor assigned and arrived between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. Gaining SSN:  The SSN of the incoming solider.

2. Gaining Name:  The name of the incoming soldier.

3. Gaining Rank:  The rank of the incoming soldier.

4. Gaining MOS:  The MOS of the incoming soldier.

5. Gaining Arrival Date:  The arrival date of the incoming soldier.  The report will include all incoming soldier records with a gaining arrival date between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen that had a pre-arrival sponsor assigned.

6. Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

7. Sponsor SSN:  The SSN of the sponsor of the incoming soldier.

8. Sponsor Name:  The name of the sponsor of the incoming soldier.

9. Sponsor Rank:  The rank of the sponsor of the incoming soldier.

Without Sponsors

is used to view information about incoming soldiers who arrived to this Battalion but did not have a sponsor assigned.  The report will include all records for incoming soldiers who did not have a sponsor assigned before arrival and arrived between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Arrival Date:  The arrival date of the incoming soldier.  The report will include all incoming soldier records with an arrival date between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen that did not have a sponsor assigned before arrival.

6. Gaining UIC:  The pinpoint assignment of the incoming soldier.

7. Added To Gains:  The date the incoming soldier was added to the gains file.

Diverted To Different Battalion On Arrival

is used to view information about incoming soldiers who arrived in country but were then diverted to a different Battalion.  The report will include all records for incoming soldiers who were diverted to a different Battalion upon arrival and arrived between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Arrival Date:  The arrival date of the incoming soldier.  The report will include all incoming soldier records with an arrival date between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen that were diverted to a different Battalion upon arrival.

6. Previous UIC:  The previous pinpoint assignment of the incoming soldier before the diversion

7. Added To Gains:  The date the incoming soldier was added to the gains file.

Diverted To This Battalion On Arrival

is used to view information about incoming soldiers who arrived in country but were then diverted to this Battalion from a different Battalion.  The report will include all records for incoming soldiers who were diverted to this Battalion upon arrival and arrived between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Arrival Date:  The arrival date of the incoming soldier.  The report will include all incoming soldier records with an arrival date between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen that were diverted to this Battalion upon arrival.

6. Gaining UIC:  The new pinpoint assignment of the incoming soldier.

7. Added To Gains:  The date the incoming soldier was added to the gains file.

Sponsors

New Gains Assigned And Their Sponsors

is used to view information about incoming soldiers who have sponsors assigned.  The report will include all records for incoming soldiers who have not yet arrived but have a sponsor assigned and were added to the gains file between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. Gaining SSN:  The SSN of the incoming solider.

2. Gaining Name:  The name of the incoming soldier.

3. Gaining Rank:  The rank of the incoming soldier.

4. Gaining MOS:  The MOS of the incoming soldier.

5. Gaining Report Date:  The report date of the incoming soldier.

6. Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

7. Sponsor SSN:  The SSN of the sponsor of the incoming soldier.

8. Sponsor Name:  The name of the sponsor of the incoming soldier.

9. Sponsor Rank:  The rank of the sponsor of the incoming soldier.

The report will include all incoming soldier records added to the gains file between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen that have a sponsor assigned.

New Gains Assigned With Change Of Original Sponsor

is used to view information about incoming soldiers whose sponsor was changed to a different sponsor after the initial sponsor was assigned.  The report will include all records for incoming soldiers whose sponsor was changed to a different sponsor and were added to the gains file between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Report Date:  The report date of the incoming soldier.

6. Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

7. Added To Gains:  The date the incoming soldier was added to the gains file.  The report will include all incoming soldier records with an added to gains date between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen that had the initial sponsor changed to a different sponsor. 

Soldiers Who Have Completed Training

is used to view information about potential sponsors in the Battalion who have completed the required sponsor training.  The report will include all records for potential sponsors who were trained between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the trained potential sponsor.

2. Name:  The name of the trained potential sponsor.

3. Rank:  The rank of the trained potential sponsor.

4. UIC:  The unit to which the trained potential sponsor is assigned.

5. Unit Name:  The plain language name of the unit of the trained potential sponsor.

6. Trained:  The date the potential sponsor completed training.  The report will include all sponsor training records with a trained date between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.

7. Expires:  The date the trained potential sponsor’s training expires.

Sponsors Assigned Who Had Not Completed Training Prior To Assignment

is used to view information about sponsors who did not complete the sponsor training but were assigned to sponsor incoming soldiers.  The report will include all records for incoming soldiers assigned an untrained sponsor with a gains file last update date between the Begin Search Date and End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. Gaining SSN:  The SSN of the incoming soldier.

2. Gaining Name:  The name of the incoming soldier.

3. Gaining Rank:  The rank of the incoming soldier.

4. Gaining Report Date:  The report date of the incoming soldier.

5. Sponsor SSN:  The SSN of the sponsor of the incoming soldier.

6. Sponsor Name:  The name of the sponsor of the incoming soldier.

7. Sponsor Rank:  The rank of the sponsor of the incoming soldier.

8. Sponsor UIC:  The unit to which the sponsor of the incoming soldier is assigned.

The report will include all incoming soldier records last updated in the gains file between the Begin Search Date and the End Search Date specified on the Select Dates of Report for Battalion Statistics Rollup screen that have a sponsor assigned who did not complete training.

Current Deployed

The Reports Current Deployed menu selection is used to view information about soldiers deployed within the Battalion.  It is broken down into two main parts:

1. All

2. Greater Than 1 Year

Following are the detailed instructions as to how data is entered or what information is found under each menu selection on the Reports Current Deployed menu.

All

Reports Current Deployed All is used to view information about soldiers currently shown in SIDPERS as being deployed from the Battalion.  Press the Reports button, select Current Deployed, then All from the menu.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the soldier deployed from the unit.

2. Name:  The name of the soldier deployed from the unit.

3. Rank:  The rank of the soldier deployed from the unit.

4. MOS:  The MOS of the soldier deployed from the unit.

5. UIC:  The unit to which the deployed soldier is assigned.

6. Deploy Date:  The date the soldier was deployed from the unit.

7. Country:  The code of the country to which the soldier is deployed.

8. Name:  The name of the country to which the soldier is deployed.

Greater Than 1 Year

Reports Current Deployed Greater Than 1 Year is used to view information about soldiers currently shown in SIDPERS as being deployed who have been deployed more than one year from the Battalion.  Press the Reports button, select Current Deployed, then Greater Than 1 Year from the menu.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the soldier deployed from the unit.

2. Name:  The name of the soldier deployed from the unit.

3. Rank:  The rank of the soldier deployed from the unit.

4. MOS:  The MOS of the soldier deployed from the unit.

5. UIC:  The unit to which the deployed soldier is assigned.

6. Deploy Date:  The date the soldier was deployed from the unit.

7. Country:  The code of the country to which the soldier is deployed.

8. Name:  The name of the country to which the soldier is deployed.

Current Gains

Reports Current Gains is used to view information about incoming soldiers currently in the gains file for the Battalion.  Press the Reports button, select Current Gains from the menu.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming soldier.  If the SSN of the incoming soldier is underlined, it may be clicked on to view the following information about the assigned sponsor:

a) SSN:  The SSN of the sponsor assigned to the incoming soldier.

b) Name:  The name of the sponsor assigned to the incoming soldier.

c) Rank:  The rank of the sponsor assigned to the incoming soldier.

d) UIC:  The unit to which the sponsor of the incoming soldier is assigned.

e) Unit Name:  The plain language name of the unit to which the sponsor of the incoming soldier is assigned.

2. Name:  The name of the incoming solider.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Report Date:  The report date of the incoming soldier.

6. Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

7. Date Added:  The date the incoming soldier was added to the gains file.

Current Sponsors

Reports Current Sponsors is used to view information about soldiers in the unit who are currently assigned to sponsor an incoming soldier.  Press the Reports button, select Current Sponsors from the menu.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the currently assigned sponsor.  If the SSN of the currently assigned sponsor is underlined, it may be clicked on to view the following information about incoming soldier(s) currently assigned to this sponsor:

a) SSN:  The SSN of the incoming soldier.

b) Name:  The name of the incoming soldier.

c) Rank:  The rank of the incoming soldier.

d) MOS:  The MOS of the incoming soldier.

e) Report Date:  The report date of the incoming soldier.

f) Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

g) Date Added:  The date the incoming soldier was added to the gains file.

2. Name:  The name of the currently assigned sponsor.

3. Rank:  The rank of the currently assigned sponsor.

4. MOS:  The MOS of the currently assigned sponsor.

5. UIC:  The unit to which the sponsor is assigned.

Ineligible Sponsors

Reports Ineligible Sponsors is used to view information about soldiers in the unit who are not eligible to sponsor an incoming soldier.  In some cases, these soldiers are excluded because critical SIDPERS data is missing or incorrect.  In some instances, if the information in SIDPERS is corrected, these soldiers will then become eligible to be assigned to sponsor an incoming soldier.  Press the Reports button, select Ineligible Sponsors from the menu.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the ineligible sponsor.

2. Name:  The name of the ineligible sponsor.

3. Rank:  The rank of the ineligible sponsor.

4. Problem Description:  The reason this soldier is ineligible to be a sponsor.  If the reason given indicates critical SIDPERS data is missing or incorrect, correct the information in SIDPERS, then the soldier will become eligible to be assigned to sponsor an incoming soldier.  If the soldier’s record status code is not A through F, the soldier is not eligible to sponsor an incoming soldier.  The possible problem descriptions that appear on the report and each potential solution is as follows:

· SSN IS BLANK IN SIDPERS – Correct the SSN in SIDPERS.

· SSN IS INVALID IN SIDPERS – Correct the SSN in SIDPERS.

· NAME IS BLANK IN SIDPERS – Correct the name in SIDPERS.

· ARRIVAL_DATE_1 IS BLANK IN SIDPERS – Correct the arrival date in SIDPERS.

· SEX IS BLANK IN SIDPERS – Correct the sex in SIDPERS.

· PRIMARY_MOS IS BLANK IN SIDPERS – Correct the primary MOS in SIDPERS.

· DEROS IS BLANK IN SIDPERS – Correct the DEROS in SIDPERS.

· DEROS IS EXPIRED IN SIDPERS – Correct the DEROS in SIDPERS.

· RECORD_STATUS_CODE IS BLANK IN SIDPERS – Correct the record status code in SIDPERS.

· RANK IS BLANK IN SIDPERS – Correct the rank in SIDPERS.

· REENLISTMENT ELIGIBILITY EXCLUDES SPONSORSHIP – If the reenlistment eligibility code is 9K, 9L or 9Q, this soldier is not eligible to be a sponsor.  If the code is incorrect, correct the reenlistment eligibility code in SIDPERS.

5. Data:  If the data in SIDPERS is invalid, the current contents of the field indicated in the problem description column will be shown in the data column.  Nothing will display in this column for fields that indicate the SIDPERS data is blank.

Quarterly Report

Reports Quarterly Report is used to view statistics that may be requested during IG inspections.  The Quarterly Report is accessed by following these steps:

1. Press the Reports button, select Quarterly Report from the menu.

2. The SELECT QUARTER OF REPORT FOR BATTALION QUARTERLY ROLLUP screen displays.  Select the Begin Search Date (quarter begin date) and press Submit.  The default displayed is the current quarter.  The Begin Search Date can be changed from the default displayed by clicking on the up and down arrows next to the box.  Each click will advance or go back one quarter, depending on which button is pressed.  The End Search Date is automatically set to the end of the quarter for the Begin Search Date selected.  The reports will include all statistics that fall within the quarter date range entered, as specified under the description of each report.

3. The ROLLUP BATTALION STATISTICS FOR QUARTER screen displays.  It is broken down into two reports:

· Incoming Soldiers Arrived

· With Sponsors

· Without Sponsors

To select a detail report to view from the Rollup Battalion Statistics For Quarter screen, click on the underlined number in the total column for that report.  The number in the total column for each report indicates how many records are on the detail report.  Following are the detailed instructions as to what information is found under each selection on the Reports Quarterly Report screen.

Incoming Soldiers Arrived

With Sponsors

is used to view information about incoming soldiers who had a sponsor assigned and arrived to this Battalion.  The report will include all records for incoming soldiers who had a sponsor assigned and arrived between the Begin Search Date and End Search Date specified on the Select Quarter of Report For Battalion Quarterly Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. Gaining SSN:  The SSN of the incoming solider.

2. Gaining Name:  The name of the incoming soldier.

3. Gaining Rank:  The rank of the incoming soldier.

4. Gaining MOS:  The MOS of the incoming soldier.

5. Gaining Arrival Date:  The arrival date of the incoming soldier.  The report will include all incoming soldier records with a gaining arrival date between the Begin Search Date and the End Search Date specified on the Select Quarter of Report for Battalion Quarterly Rollup screen that had a sponsor assigned.

6. Gaining UIC:  The unit to which the incoming soldier is assigned.

7. Sponsor SSN:  The SSN of the sponsor of the incoming soldier.

8. Sponsor Name:  The name of the sponsor of the incoming soldier.

9. Sponsor Rank:  The rank of the sponsor of the incoming soldier.

Without Sponsors

is used to view information about incoming soldiers who arrived to this Battalion but did not have a sponsor assigned.  The report will include all records for incoming soldiers who did not have a sponsor assigned and arrived between the Begin Search Date and End Search Date specified on the Select Quarter of Report for Battalion Quarterly Rollup screen.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the incoming solider.

2. Name:  The name of the incoming soldier.

3. Rank:  The rank of the incoming soldier.

4. MOS:  The MOS of the incoming soldier.

5. Arrival Date:  The arrival date of the incoming soldier.  The report will include all incoming soldier records with an arrival date between the Begin Search Date and the End Search Date specified on the Select Quarter of Report for Battalion Quarterly Rollup screen that did not have a sponsor assigned.

6. Gaining UIC:  The unit to which the incoming soldier is assigned.

7. Added To Gains:  The date the incoming soldier was added to the gains file.

Sample Sponsor Orders

Reports Sample Sponsor Orders is used to view a sample of the orders that are emailed to the sponsor when they are assigned to an incoming solider.  The orders will display exactly as the assigned sponsor will see them, with the exception of the originating office address, soldier names, date, assignment information and sponsor contact information, which is all fictitious.  Press the Reports button, select Sample Sponsor Orders from the menu.  The report will then display.

Serviced UICs/Sponsor Letter

Reports Serviced UICs/Sponsor Letter is used to view all the UICs that are currently shown as belonging to the Battalion and the welcome letter as it will be displayed on the Internet for the incoming soldier for each unit within the Battalion.  Press the Reports button, select Serviced UICs/Sponsor Letter from the menu.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. UIC:  The UIC shown as belonging to the Battalion.

2. MACOM:  The MACOM under which the UIC falls.

3. Command Name:  The plain language name of the MACOM.

4. Unit Name:  The plain language name of the unit.

5. Area Support Group:  The area support group under which the unit falls.

If there are UICs listed that do not belong to the Battalion, there are UICs missing that belong to the Battalion or any of the area support groups listed are incorrect, click on the email address at the bottom of the report.  Explain what is wrong in the email to have the problem corrected.

To view a generic sample of how the welcome letter for an enlisted incoming soldier will display on the Internet, click on the underlined UIC for the desired unit.  The welcome letter will display exactly as an incoming soldier would see it, with the exception of the name of the incoming soldier and all of the sponsor information, which is fictitious.  There are several items that will only be displayed in the letter if they have been customized to the individual unit.  The welcome letter for an incoming officer will display exactly the same as the enlisted letter, with the exception of the secondary point of contact information.  The following items may be customized to the individual units:

1. Unit Patch information – See Maintenance, Update Unit Patch for instructions on changing the Unit Patch information for each individual unit within the Battalion.

2. Secondary Point of Contact Name and Email Address information – See Maintenance, Update Enlisted Secondary Point Of Contact Email Address or Update Officer Secondary Point Of Contact Email Address for instructions on changing the Secondary Point of Contact Name and Email Address information for each individual unit within the Battalion.  The officer secondary point of contact information will not be visible on the sample welcome letter.  However, it will be displayed on the Internet in place of the secondary enlisted point of contact information for incoming officers.

3. Web Page of your New Duty Location information – See Maintenance, Update Unit Web Address for instructions on changing the Unit Web Address information for each individual unit within the Battalion.

4. Web Page of the Family Readiness Group – See Maintenance, Update Family Readiness Group Web Address for instructions on changing the Family Readiness Group Web Address information for each individual unit within the Battalion.

5. Web Page of the Child Development Center – See Maintenance, Update Child Development Center Web Address for instructions on changing the Child Development Center Web Address Information for each individual unit within the Battalion.

6. Email the Family Readiness Group information – See Maintenance, Update Family Readiness Group Email Address for instructions on changing the Family Readiness Group Email Address information for each individual unit within the Battalion.

7. Email the Child Development Center information – See Maintenance, Update Child Development Center Email Address for instructions on changing the Child Development Center Email Address information for each individual unit within the Battalion.

Soldiers in SIDPERS Assigned to Replacement Battalion

Reports Soldiers in SIDPERS Assigned to Replacement Battalion is used to view information about soldiers in the Battalion who are currently assigned to a replacement Battalion according to SIDPERS records.  Press the Reports button, select Soldiers in SIDPERS Assigned to Replacement Battalion from the menu.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of soldier currently assigned to a replacement Battalion.

2. Name:  The name of the soldier currently assigned to a replacement Battalion.

3. Rank:  The rank of the soldier currently assigned to a replacement Battalion.

4. UIC:  The replacement Battalion to which the soldier is currently assigned.

5. Unit Name:  The plain language name of the replacement Battalion to which the soldier is currently assigned.

Sponsor Training

The Reports Sponsor Training menu selection is used to view information about sponsor training status within the Battalion.  It is broken down into three main parts:

1. Training Expiration Dates For Trained Potential Sponsors

2. Trained Potential Sponsors

3. Non-Trained Potential Sponsors

Following are the detailed instructions as to how data is entered or what information is found under each menu selection on the Reports Sponsor Training menu.

Training Expiration Dates For Trained Potential Sponsors

Reports Sponsor Training Expiration Dates For Trained Potential Sponsors is used to view information about when training will expire for trained potential sponsors in the Battalion.  The Training Expiration Dates For Trained Potential Sponsors report is accessed by following these steps:

1. Press the Reports button, select Sponsor Training, then Training Expiration Dates For Trained Potential Sponsors.

2. The SELECT TRAINING EXPIRATION DATE RANGE screen displays.  Select the Begin Search Date and End Search Date and press Submit.  The default displayed is a 12-month range covering 12 months past the current date.  The Begin Search Date can be changed from the default displayed by selecting the date part (year, month or day) to be changed, then clicking on the up and down arrows next to the box.  Each click will advance or go back one “part”, depending on which button is pressed.  For example, to change the Begin Search Date month, double click on the number representing the month in the Begin Search Date box to highlight it.  Pressing the up arrow will cause the month to advance one month.  Similarly, clicking the down arrow will cause the month to go back one month.  If a date “part” is not highlighted, clicking the up and down arrows next to the box will cause the date to advance one day or go back one day, depending on which button is pressed.  The End Search Date can be changed from the default in the same manner.

3. The report will then display.  The report will include all records for trained potential sponsors whose training expires between the Begin Search Date and End Search Date specified on the Select Training Expiration Date Range screen.  Sponsor training is valid for 12 months from the training date.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

a) SSN:  The SSN of the trained potential sponsor.

b) Name:  The name of the trained potential sponsor.

c) Rank:  The rank of the trained potential sponsor.

d) UIC:  The unit to which the trained potential sponsor is assigned.

e) Unit Name:  The plain language name of the unit to which the trained potential sponsor is assigned.

f) Trained:  The date the potential sponsor completed the training program.

g) Expires:  The date the potential sponsor’s training expires.  Training is valid for 12 months from the training date.  The report will included all trained potential sponsor records with an expiration date between the Begin Search Date and the End Search Date specified on the Select Training Expiration Date Range screen.

Trained Potential Sponsors

Reports Sponsor Training Trained Potential Sponsors is used to view information about soldiers in the Battalion who have completed the sponsor program training and their training is valid as of the current date.  Press the Reports button, select Sponsor Training, then Trained Potential Sponsors from the menu.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the trained potential sponsor.

2. Name:  The name of the trained potential sponsor.

3. Rank:  The rank of the trained potential sponsor.

4. UIC:  The unit to which the trained potential sponsor is assigned.

5. Unit Name:  The plain language name of the unit to which the trained potential sponsor is assigned.

6. Trained:  The date the potential sponsor completed the training program.

7. Expires:  The date the potential sponsor’s training expires.  Training is valid for 12 months from the training date.

8. Type:  The method by which the sponsor received training.  WEB indicates the training program was completed on the USAREUR Sponsor Training Site (https://www.sponsor-training.hqusareur.army.mil).  GROUP indicates the training program was received at a unit group training session.

Non-Trained Potential Sponsors

Reports Sponsor Training Non-Trained Potential Sponsors is used to view information about soldiers in the Battalion who have not completed the sponsor program training, or their training is expired as of the current date.  Press the Reports button, select Sponsor Training, then Non-Trained Potential Sponsors from the menu.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the non-trained potential sponsor.

2. Name:  The name of the non-trained potential sponsor.

3. Rank:  The rank of the non-trained potential sponsor.

4. UIC:  The unit to which the non-trained potential sponsor is assigned.

5. Unit Name:  The plain language name of the unit to which the non-trained potential sponsor is assigned.

Total Soldiers Sponsored by Soldier

Reports Total Soldiers Sponsored by Soldier is used to view information about how many times a soldier in the Battalion has been a sponsor to an incoming soldier.  Press the Reports button, select Total Soldiers Sponsored by Soldier from the menu.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

1. SSN:  The SSN of the soldier who has sponsored an incoming soldier.

2. Name:  The name of the soldier who has sponsored an incoming soldier.

3. Rank:  The rank of the soldier who has sponsored an incoming soldier.

4. UIC:  The unit to which the soldier who has sponsored an incoming soldier is assigned.

5. Unit Name:  The plain language name of the unit to which the soldier who has sponsored an incoming soldier is assigned.

6. Sponsored:  The number of incoming soldiers the soldier has sponsored.

Chapter 4  Maintenance

The Maintenance button is used to add or change information about sponsor training, 1SG access to the S-GATE system, originating office address for sponsor orders and all messages sent to the sponsor and incoming soldier, and customized unit information and links to display in the soldier welcome letter.  It is broken down into 11 main parts:

1. Update Child Development Center Email Address

2. Update Child Development Center Web Address

3. Update Enlisted Secondary Point Of Contact Email Address

4. Update Family Readiness Group Email Address

5. Update Family Readiness Group Web Address

6. Update Officer Secondary Point Of Contact Email Address

7. Update Originating Office Address

8. Update Sponsor Training

9. Update Unit 1SG

10. Update Unit Patch

11. Update Unit Web Address

Following are the detailed instructions as to how data is entered or what information is found under each menu selection on the Maintenance button.

Update Child Development Center Email Address

Maintenance Update Child Development Center Email Address is used to record the Child Development Center Email Address for each individual unit within the Battalion.  If entered, this information will display in the welcome letter the incoming soldier will see on the Internet.  The data for the Child Development Center Email Address is entered by following these steps:

1. Press the Maintenance button, select Update Child Development Center Email Address from the menu.

2. The CURRENT CHILD DEVELOPMENT CENTER EMAIL ADDRESSES screen will then display listing every unit in the Battalion and the current Child Development Center email address information.  The information on the report is as follows:

a) UIC:  The UIC of the unit.

b) Unit Name:  The plain language name of the unit.

c) Email Address:  The email address of the Child Development Center for the unit.

d) Last User:  The user ID of the last user who updated the Child Development Center email address for the unit.

e) Last Update:  The date the Child Development Center email address for the unit was last updated.

3. To select the unit to edit the Child Development Center email address, click on the underlined UIC for that unit.  The EDIT CHILD DEVELOPMENT CENTER EMAIL ADDRESS screen displays.  Enter the information and press Submit, or press Cancel to exit the Update Child Development Center Email Address process for this unit.  To remove the Child Development Center email address, delete the information from the field and press Submit.  The field to be entered on this screen is as follows:

· New Email Address:  The email address of the Child Development Center for this unit.

4. A message displays that the Child Development Center email address has been updated.  Press OK.

5. To view a generic sample of how the welcome letter for an incoming soldier will display on the Internet with the customized Child Development Center email address, press the Reports button and select Serviced UICs/Sponsor Letter from the menu.  Click on the underlined UIC for the desired unit.  The welcome letter will display exactly as an incoming soldier would see it, with the exception of the name of the incoming soldier and all of the sponsor information, which is fictitious.  The Child Development Center email address, if entered, will display in the Links to Additional Sources of Information at your New Duty Location section at the bottom of the letter.

Update Child Development Center Web Address

Maintenance Update Child Development Center Web Address is used to record the Child Development Center Web  Address for each individual unit within the Battalion.  If entered, this information will display in the welcome letter the incoming soldier will see on the Internet.  The data for the Child Development Center Web Address is entered by following these steps:

1. Press the Maintenance button, select Update Child Development Center Web Address from the menu.

2. The CURRENT CHILD DEVELOPMENT CENTER WEB PAGES screen will then display listing every unit in the Battalion and the current Child Development Center web address information.  The information on the report is as follows:

a) UIC:  The UIC of the unit.

b) Unit Name:  The plain language name of the unit.

c) Web Address:  The web address of the Child Development Center for the unit.

d) Last User:  The user ID of the last user who updated the Child Development Center web address for the unit.

e) Last Update:  The date the Child Development Center web address for the unit was last updated.

3. To select the unit to edit the Child Development Center web address, click on the underlined UIC for that unit.  The EDIT CHILD DEVELOPMENT CENTER WEV ADDRESS screen displays.  Enter the information and press Submit, or press Cancel to exit the Update Child Development Center Web Address process for this unit.  To remove the Child Development Center web address, delete the information from the field and press Submit.  The field to be entered on this screen is as follows:

· New Web Address:  The web address of the Child Development Center for this unit.

4. A message displays that the Child Development Center web address has been updated.  Press OK.

5. To view a generic sample of how the welcome letter for an incoming soldier will display on the Internet with the customized Child Development Center web address, press the Reports button and select Serviced UICs/Sponsor Letter from the menu.  Click on the underlined UIC for the desired unit.  The welcome letter will display exactly as an incoming soldier would see it, with the exception of the name of the incoming soldier and all of the sponsor information, which is fictitious.  The Child Development Center web address, if entered, will display in the Links to Additional Sources of Information at your New Duty Location section at the bottom of the letter.

Update Enlisted Secondary Point Of Contact Email Address

Maintenance Update Enlisted Secondary Point of Contact Email Address is used to record the secondary point of contact information for each individual unit within the Battalion for incoming enlisted soldiers.  If entered, this information will display in the welcome letter the incoming soldier will see on the Internet.  The data for the enlisted secondary point of contact email address is entered by following these steps:

1. Press the Maintenance button, select Update Enlisted Secondary Point Of Contact Email Address from the menu.

2. The CURRENT ADDITIONAL ENLISTED POC EMAIL ADDRESSES screen will then display listing every unit in the Battalion and the current enlisted secondary point of contact information.  The information on the report is as follows:

a) UIC:  The UIC of the unit.

b) Unit Name:  The plain language name of the unit.

c) Rank:  The rank of the enlisted secondary point of contact for the unit.

d) Name:  The name of the enlisted secondary point of contact for the unit.

e) Email Address:  The email address of the enlisted secondary point of contact for the unit.

f) Last User:  The user ID of the last user who updated the enlisted secondary point of contact information for the unit.

g) Last Update:  The date the enlisted secondary point of contact information was last updated for the unit.

3. To select the unit to edit the enlisted secondary point of contact information, click on the underlined UIC for that unit.  The EDIT ADDITIONAL ENLISTED POC EMAIL ADDRESS screen displays.  Enter the information and press Submit, or press Cancel to exit the Update Enlisted Secondary Point Of Contact Email Address process for this unit.  If entered, all fields must be completed.  To remove the enlisted secondary point of contact information, delete the information from all fields and press Submit.  The fields to be entered on this screen are as follows:

a) New Rank:  The rank of the enlisted secondary point of contact for this unit.

b) New Name:  The name of the enlisted secondary point of contact for this unit.

c) New Email Address:  The email address of the enlisted secondary point of contact for this unit.

4. A message displays that the enlisted secondary point of contact information has been updated.  Press OK.

5. To view a generic sample of how the welcome letter for an enlisted incoming soldier will display on the Internet with the customized enlisted secondary point of contact information, press the Reports button and select Serviced UICs/Sponsor Letter from the menu.  Click on the underlined UIC for the desired unit.  The welcome letter will display exactly as an incoming soldier would see it, with the exception of the name of the incoming soldier and all of the sponsor information, which is fictitious.  The enlisted secondary point of contact information, if entered, will display in the second paragraph of the letter after the sponsor information.

Update Family Readiness Group Email Address

Maintenance Update Family Readiness Group Email Address is used to record the Family Readiness Group Email Address for each individual unit within the Battalion.  If entered, this information will display in the welcome letter the incoming soldier will see on the Internet.  The data for the Family Readiness Group Email Address is entered by following these steps:

1. Press the Maintenance button, select Update Family Readiness Group Email Address from the menu.

2. The CURRENT FAMILY READINESS GROUP EMAIL ADDRESSES screen will then display listing every unit in the Battalion and the current Family Readiness Group email address information.  The information on the report is as follows:

a) UIC:  The UIC of the unit.

b) Unit Name:  The plain language name of the unit.

c) Email Address:  The email address of the Family Readiness Group for the unit.

d) Last User:  The user ID of the last user who updated the Family Readiness Group email address for the unit.

e) Last Update:  The date the Family Readiness Group email address for the unit was last updated.

3. To select the unit to edit the Family Readiness Group email address, click on the underlined UIC for that unit.  The EDIT FAMILY READINESS GROUP EMAIL ADDRESS screen displays.  Enter the information and press Submit, or press Cancel to exit the Update Family Readiness Group Email Address process for this unit.  To remove the Family Readiness Group email address, delete the information from the field and press Submit.  The field to be entered on this screen is as follows:

· New Email Address:  The email address of the Family Readiness Group for this unit.

4. A message displays that the Family Readiness Group email address has been updated.  Press OK.

5. To view a generic sample of how the welcome letter for an incoming soldier will display on the Internet with the customized Family Readiness Group email address, press the Reports button and select Serviced UICs/Sponsor Letter from the menu.  Click on the underlined UIC for the desired unit.  The welcome letter will display exactly as an incoming soldier would see it, with the exception of the name of the incoming soldier and all of the sponsor information, which is fictitious.  The Family Readiness Group email address, if entered, will display in the Links to Additional Sources of Information at your New Duty Location section at the bottom of the letter.

Update Family Readiness Group Web Address

Maintenance Update Family Readiness Group Web Address is used to record the Family Readiness Group Web Address for each individual unit within the Battalion.  If entered, this information will display in the welcome letter the incoming soldier will see on the Internet.  The data for the Family Readiness Group Web Address is entered by following these steps:

1. Press the Maintenance button, select Update Family Readiness Group Web Address from the menu.

2. The CURRENT FAMILY READINESS GROUP WEB PAGES screen will then display listing every unit in the Battalion and the current Family Readiness Group web address information.  The information on the report is as follows:

a) UIC:  The UIC of the unit.

b) Unit Name:  The plain language name of the unit.

c) Web Address:  The web address of the Family Readiness Group for the unit.

d) Last User:  The user ID of the last user who updated the Family Readiness Group web address for the unit.

e) Last Update:  The date the Family Readiness Group web address for the unit was last updated.

3. To select the unit to edit the Family Readiness Group web address, click on the underlined UIC for that unit.  The EDIT FAMILY READINESS GROUP WEB ADDRESS screen displays.  Enter the information and press Submit, or press Cancel to exit the Update Family Readiness Group Web Address process for this unit.  To remove the Family Readiness Group web address, delete the information from the field and press Submit.  The field to be entered on this screen is as follows:

· New Web Address:  The web address of the Family Readiness Group for this unit.

4. A message displays that the Family Readiness Group web address has been updated.  Press OK.

5. To view a generic sample of how the welcome letter for an incoming soldier will display on the Internet with the customized Family Readiness Group web address, press the Reports button and select Serviced UICs/Sponsor Letter from the menu.  Click on the underlined UIC for the desired unit.  The welcome letter will display exactly as an incoming soldier would see it, with the exception of the name of the incoming soldier and all of the sponsor information, which is fictitious.  The Family Readiness Group web address, if entered, will display in the Links to Additional Sources of Information at your New Duty Location section at the bottom of the letter.

Update Officer Secondary Point Of Contact Email Address

Maintenance Update Officer Secondary Point Of Contact Email Address is used to record the secondary point of contact information for each individual unit within the Battalion for incoming officers.  If entered, this information will display in the welcome letter the incoming soldier will see on the Internet.  The data for the officer secondary point of contact email address is entered by following these steps:

1. Press the Maintenance button, select Update Officer Secondary Point Of Contact Email Address from the menu.

2. The CURRENT ADDITIONAL OFFICER POC EMAIL ADDRESSES screen will then display listing every unit in the Battalion and the current officer secondary point of contact information.  The information on the report is as follows:

a) UIC:  The UIC of the unit.

b) Unit Name:  The plain language name of the unit.

c) Rank:  The rank of the officer secondary point of contact for the unit.

d) Name:  The name of the officer secondary point of contact for the unit.

e) Email Address:  The email address of the officer secondary point of contact for the unit.

f) Last User:  The user ID of the last user who updated the officer secondary point of contact information for the unit.

g) Last Update:  The date the officer secondary point of contact information for the unit was last updated.

3. To select the unit to edit the officer secondary point of contact information, click on the underlined UIC for that unit.  The EDIT ADDITIONAL OFFICER POC EMAIL ADDRESS screen displays.  Enter the information and press Submit, or press Cancel to exit the Update Officer Secondary Point Of Contact Email Address process for this unit.  If entered, all fields must be completed.  To remove the officer secondary point of contact information, delete the information from all fields and press Submit.  The fields to be entered on this screen are as follows:

a) New Rank:  The rank of the officer secondary point of contact for this unit.

b) New Name:  The name of the officer secondary point of contact for this unit.

c) New Email Address:  The email address of the officer secondary point of contact for this unit.

4. A message displays that the officer secondary point of contact information has been updated.  Press OK.

5. To view a generic sample of how the welcome letter for an incoming officer will display on the Internet with the customized secondary point of contact information, press the Reports button and select Serviced UICs/Sponsor Letter from the menu.  Click on the underlined UIC for the desired unit.  The welcome letter will display exactly as an incoming soldier would see it, with the exception of the name of the incoming soldier and all of the sponsor information, which is fictitious.  The officer secondary point of contact information, if entered, will display in the second paragraph of the letter after the sponsor information.  Although the officer secondary point of contact information does not display in the sample welcome letter, it will display exactly the same as the enlisted letter that is shown.

Update Originating Office Address

Maintenance Update Originating Office Address is used to record the originating office address to be used on the orders appointing the sponsor and all messages sent by the S-GATE system to the sponsor and the incoming soldier for each individual unit within the Battalion.  If entered, this information will display on the top two lines of the sponsor orders and all messages to the sponsor and incoming soldier.  The data for the originating office address is entered by following these steps:

1. Press the Maintenance button, select Update Originating Office Address from the menu.

2. The CURRENT ORIGINATING OFFICE ADDRESSES screen will then display listing every unit in the Battalion and the current originating office address information.  The information on the report is as follows:

a) UIC:  The UIC of the unit.

b) Unit Name:  The plain language name of the unit.

c) Office Symbol:  The office symbol for the unit.

d) Originating Address:  The originating address for the unit.

e) Last User:  The user ID of the last user who updated the originating office address for the unit.

f) Last Update:  The date the originating office address for the unit was last updated.

3. To select the unit to edit the originating office address information, click on the underlined UIC for that unit.  The EDIT ORIGINATING OFFICE ADDRESS screen displays.  Enter the information and press Submit, or press Cancel to exit the Update Originating Office Address process for this unit.  If entered, all fields must be completed.  To remove the originating office address information, delete the information from all fields and press Submit.  The fields to be entered on this screen are as follows:

a) New Originating Office Symbol:  The originating office symbol for this unit.  If nothing is entered, the sponsor appointment orders and all messages sent by the system to the sponsor and incoming soldier will use the following originating office symbol:  AEUPE-PSSD-PAD-PMB

If a different originating office symbol is entered for a unit, the above format should be followed.

b) New Originating Office Address:  The originating office address or this unit.  If nothing is entered, the sponsor appointment orders and all messages sent by the system to the sponsor and incoming soldier will use the following originating office address:  Commander, 1st PERSCOM, Unit 29058, APO AE 09056

If a different originating office address is entered for a unit, the above format should be followed.

4. A message displays that the originating office address information has been updated.  Press OK.

Update Sponsor Training

Maintenance Update Sponsor Training is used to record sponsor training information when a unit gives a group sponsor training program.  The data for group sponsor training is entered by following these steps:

1. Press the Maintenance button, select Update Sponsor Training from the menu.

2. The SELECT TRAINING DATE FOR THE SPONSOR TRAINING screen will then display.  Select the Training Date and press Submit.  The default displayed is the current date.  The Training Date can be changed from the default displayed by selecting the date part (year, month or day) to be changed, then clicking on the up and down arrows next to the box.  Each click will advance or go back one “part”, depending on which button is pressed.  For example, to change the Training Date month, double click on the number representing the month in the Training Date box to highlight it.  Pressing the up arrow will cause the month to advance one month.  Similarly, clicking the down arrow will cause the month to go back one month.  If a date “part” is not highlighted, clicking the up and down arrows next to the box will cause the date to advance one day or go back one day, depending on which button is pressed.

3. The SOLDIER SPONSOR TRAINING DATE screen displays.  Enter the SSN for each soldier in the unit who took part in the group training session and press Submit, or press Cancel to exit the Update Sponsor Training process.

4. A message displays that the sponsor training for the SSN entered has been updated.  Press OK.

Update Unit 1SG

Maintenance Update Unit 1SG is used to record the unit 1SG information or whoever normally makes the decision on who will sponsor an incoming soldier for each individual unit within the Battalion.  If entered, this person will be  allowed to view incoming soldier information, sponsor information and selected reports for their unit.  The data for the unit 1SG is entered by following these steps:

1. Press the Maintenance button, select Update Unit 1SG from the menu.

2. The CURRENT 1SG PERMISSIONS LIST screen will then display listing every unit in the Battalion and the unit 1SG information.  The information on the report is as follows:

a) UIC:  The UIC of the unit.

b) Unit Name:  The plain language name of the unit.

c) Name:  The name of the 1SG or whoever normally makes the decision on who will sponsor an incoming soldier for the unit.

d) Email Address:  The email address of the 1SG or whoever normally makes the decision on who will sponsor an incoming soldier for the unit.

e) Last User:  The user ID of the last user who updated the unit 1SG information for the unit.

f) Last Update:  The date the unit 1SG information for the unit was last updated.

3. To select the unit to edit the unit 1SG information, click on the underlined UIC for that unit.  The EDIT UNIT 1SG INFORMATION screen displays.  Enter the information and press Submit, or press Cancel to exit the Update Unit 1SG process for this unit.  If entered, all fields must be completed.  To remove the unit 1SG information, delete the information from all fields and press Submit.  The fields to be entered on this screen are as follows:

a) SSN:  The SSN of the unit 1SG or whoever normally makes the decision on who will sponsor an incoming soldier for this unit.

b) Email Address:  The email address of the unit 1SG or whoever normally makes the decision on who will sponsor an incoming soldier for this unit.

c) Password:  The password for the unit 1SG or whoever normally makes the decision on who will sponsor an incoming soldier.  The password must be eight characters in length.  It should contain both letters and numbers.  It should not form words or contain information that is easily guessed.

d) Re-Type Password:  The password for the unit 1SG or whoever normally makes the decision on who will sponsor an incoming soldier.  The password must be entered exactly as it was entered in the password field.

4. A message displays that the unit 1SG information has been updated.  Press OK.

5. To access the S-GATE program information, the unit 1SG or whoever normally makes the decision on who will sponsor an incoming soldier may go to https://www.unitsponsor.hqusareur.army.mil .  They will be required to enter their SSN and the password entered in the Update Unit 1SG Information screen in order to view incoming soldier information, sponsor information and selected reports.  They will not be allowed to change any information.  

Update Unit Patch

Maintenance Update Unit Patch is used to record the unit patch description for each individual unit within the Battalion.  If entered, this information will display in the welcome letter the incoming soldier will see on the Internet.  The data for the unit patch is entered by following these steps:

1. Press the Maintenance button, select Update Unit Patch from the menu.

2. The CURRENT UNIT PATCHES screen will then display listing every unit in the Battalion and the current unit patch description.  The information on the report is as follows:

a) UIC:  The UIC of the unit.

b) Unit Name:  The plain language name of the unit.

c) Unit Patch:  The description of the unit patch description for the unit.

d) Last User:  The user ID of the last user who updated the unit patch description for the unit.

e) Last Update:  The date the unit patch description for the unit was last updated.

3. To select the UIC to edit the unit patch description, click on the underlined UIC for that unit.  The EDIT UNIT PATCH screen displays.  Enter the unit patch description and press Submit, or press Cancel to exit the Update Unit Patch process for this unit.  To remove the unit patch description, delete the information from the field and press Submit.  The field to be entered on this screen is as follows:

· New Unit Patch:  The unit patch description for this unit.  The description should be entered so that it makes sense in the blank in the following sentence:

Welcome to your new assignment at Headquarters, Heidelberg, Germany, where we proudly wear the ______________________________________________________________________ patch. 

4. A message displays that the unit patch information has been updated.  Press OK.

5. To view a generic sample of how the welcome letter will display on the Internet with the customized unit patch description, press the Reports button and select Serviced UICs/Sponsor Letter from the menu.  Click on the underlined UIC for the desired unit.  The welcome letter will display exactly as an incoming soldier would see it, with the exception of the name of the incoming soldier and all of the sponsor information, which is fictitious.  The unit patch description, if entered, will display in the first paragraph of the letter at the end of the first sentence.

Update Unit Web Address

Maintenance Update Unit Web Address is used to record the Unit Web Address for each individual unit within the Battalion.  If entered, this information will display in the welcome letter the incoming soldier will see on the Internet.  The data for the Unit Web Address is entered by following these steps:

1. Press the Maintenance button, select Update Unit Web Address from the menu.

2. The CURRENT UNIT WEB PAGES screen will then display listing every unit in the Battalion and the current unit web address information.  The information on the report is as follows:

a) UIC:  The UIC of the unit.

b) Unit Name:  The plain language name of the unit.

c) Web Address:  The web address for the unit.

d) Last User:  The user ID of the last user who updated the unit web address information for the unit.

e) Last Update:  The date the unit web address for the unit was last updated.

3. To select the UIC to edit the unit web address, click on the underlined UIC for that unit.  The EDIT WEB ADDRESS screen displays.  Enter the information and press Submit, or press Cancel to exit the Update Unit Web Address process for this unit.  To remove the unit web address, delete the information from the field and press Submit.  The field to be entered on this screen is as follows:

· New Web Address:  The unit web address for this unit.

4. A message displays that the unit web address has been updated.  Press OK.

5. To view a generic sample of how the welcome letter for an incoming soldier will display on the Internet with the customized unit web address, press the Reports button and select Serviced UICs/Sponsor Letter from the menu.  Click on the underlined UIC for the desired unit.  The welcome letter will display exactly as an incoming soldier would see it, with the exception of the name of the incoming soldier and all of the sponsor information, which is fictitious.  The unit web address, if entered, will display in the Links to Additional Sources of Information at your New Duty Location section at the bottom of the letter.

Chapter 5 Sub Commands

The Sub Commands button is used to view various statistical information from the S-GATE program above the Battalion level.  The Sub Commands button only displays on the menu at Brigade level or higher.  It is broken down into 7 main parts:

1. Arrivals Within Last 7 Days

2. Current Deployed

3. Current Gains

4. Current Sponsors

5. Ineligible Sponsors

6. Soldiers in SIDPERS Assigned to Replacement Battalion

7. Trained Potential Sponsors

Following are the detailed instructions as to how data is entered or what information is found under each menu selection on the Sub Commands button.

Arrivals Within Last 7 Days

Sub Commands Arrivals Within Last 7 Days is used to view information about incoming soldiers who have arrived in the Sub Commands within the period of the last seven days.  The Arrivals Within Last 7 Days report is accessed by following these steps:

1. Press the Sub Commands button, select Arrivals Within Last 7 Days from the menu.

2. The report will then display listing every Sub Command and the total arrivals within the last seven days for each Sub Command.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

a) Battalion:  The UIC of the sub command.

b) Unit Name:  The plain language name of the sub command.

c) Arrivals:  The number of incoming soldiers who arrived to the sub command within the last seven days.  This number also indicates how many records will appear on the detail report for the sub command.

3. To select a detail report from the Arrivals Within Last 7 Days report, click on the underlined UIC for the desired Battalion.  To view the detail report for all Battalions, click on the underlined word Total in the Battalion column.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the detail report is as follows:

a) Gaining SSN:  The SSN of the incoming soldier.

b) Gaining Name:  The name of the incoming soldier.

c) Gaining Rank:  The rank of the incoming soldier.

d) Gaining MOS:  The MOS of the incoming soldier.

e) Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

f) Gaining Arrival Date:  The date the incoming soldier arrived in the unit.

g) Sponsor SSN:  The SSN of the sponsor of the incoming soldier.

h) Sponsor Name:  The name of the sponsor of the incoming soldier.

i) Sponsor Rank:  The rank of the sponsor of the incoming soldier.

Current Deployed

The Sub Commands Current Deployed menu selection is used to view information about soldiers deployed within the Sub Commands.  It is broken down into two main parts:

1. All

2. Greater Than 1 Year

Following are the detailed instructions as to how data is entered or what information is found under each menu selection on the Sub Commands Current Deployed menu.

All

Sub Commands Current Deployed All is used to view information about soldiers currently shown in SIDPERS as being deployed from the Sub Commands.  The Current Deployed report is accessed by following these steps:

1. Press the Sub Commands button, select Current Deployed, then All from the menu.

2. The report will then display listing every Sub Command and the total number of soldiers currently deployed for each Sub Command.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

a) Battalion:  The UIC of the sub command.

b) Unit Name:  The plain language name of the sub command.

c) Deployed:  The number of soldiers currently deployed from each sub command.  This number also indicates how many records will appear on the detail report for the sub command.

3. To select a detail report from the Current Deployed All report, click on the underlined UIC for the desired Battalion.  To view the detail report for all Battalions, click on the underlined word Total in the Battalion column.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the detail report is as follows: 

a) SSN:  The SSN of the soldier deployed from the Battalion.

b) Name:  The name of the soldier deployed from the Battalion.

c) Rank:  The rank of the soldier deployed from the Battalion.

d) MOS:  The MOS of the soldier deployed from the Battalion.

e) UIC:  The unit to which the deployed soldier is assigned.

f) Deploy Date:  The date the soldier was deployed from the Battalion.

g) Country:  The code of the country to which the soldier is deployed.

h) Name:  The name of the country to which the soldier is deployed.

Greater Than 1 Year

Sub Commands Current Deployed Greater Than 1 Year is used to view information about soldiers currently shown in SIDPERS as being deployed who have been deployed more than one year from each Sub Command.  The Current Deployed Greater Than 1 Year report is accessed by following these steps:

1. Press the Sub Commands button, select Current Deployed, then Greater Than 1 Year from the menu.

2. The report will then display listing every Sub Command and the total number of soldiers who have been deployed for more than one year for each Sub Command.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

a) Battalion:  The UIC of the sub command.

b) Unit Name:  The plain language name of the sub command.

c) Deployed:  The number of soldiers who have been deployed for more than one year from each sub command.

3. To select a detail report to view from the Current Deployed Greater Than 1 Year report, click on the underlined UIC for the desired Battalion.  To view the detail report for all Battalions, click on the underlined word Total in the Battalion column.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the detail report is as follows:

a) SSN:  The SSN of the soldier deployed from the Battalion.

b) Name:  The name of the soldier deployed from the Battalion.

c) Rank:  The rank of the soldier deployed from the Battalion.

d) MOS:  The MOS of the soldier deployed from the Battalion.

e) UIC:  The unit to which the deployed soldier is assigned.

f) Deploy Date:  The date the soldier was deployed from the Battalion.

g) Country:  The code of the country to which the soldier is deployed.

h) Name:  The name of the country to which the soldier is deployed.

Current Gains

Sub Commands Current Gains is used to view information about incoming soldiers currently in the gains file for each Sub Command.  The Current Gains report is accessed by following these steps:

1. Press the Sub Commands button, select Current Gains from the menu.

2. The report will then display listing every Sub Command and the total number of gains for each Sub Command.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

a) Battalion:  The UIC of the sub command.

b) Unit Name:  The plain language name of the sub command.

c) Gains:  The number of soldiers in the gains file for each sub command.  This number also indicates how many records will appear on the detail report for the sub command.

3. To select a detail report to view from the Current Gains report, click on the underlined UIC for the desired Battalion.  To view the detail report for all Battalions, click on the underlined word Total in the Battalion column.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the detail report is as follows:

a) SSN:  The SSN of the incoming soldier.

b) Name:  The name of the incoming solider.

c) Rank:  The rank of the incoming soldier.

d) MOS:  The MOS of the incoming soldier.

e) Report Date:  The report date of the incoming soldier.

f) Gaining UIC:  The confirmed pinpoint assignment of the incoming soldier.

g) Date Added:  The date the incoming soldier was added to the gains file.

Current Sponsors

Sub Commands Current Sponsors is used to view information about soldiers in each Sub Command who are currently assigned to sponsor an incoming soldier.  The Current Sponsors report is accessed by following these steps:

1. Press the Sub Commands button, select Current Sponsors from the menu.

2. The report will then display listing every Sub Command and the total number of current sponsors for each Sub Command.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

a) Battalion:  The UIC of the sub command.

b) Unit Name:  The plain language name of the sub command.

c) Sponsors:  The number of currently assigned sponsors for each sub command.  This number also indicates how many records will appear on the detail report for the sub command.

3. To select a detail report to view from the Current Sponsors report, click on the underlined UIC for the desired Battalion.  To view the detail report for all Battalions, click on the underlined word Total in the Battalion column.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the detail report is as follows:

a) SSN:  The SSN of the currently assigned sponsor.

b) Name:  The name of the currently assigned sponsor.

c) Rank:  The rank of the currently assigned sponsor.

d) MOS:  The MOS of the currently assigned sponsor.

e) UIC:  The unit to which the sponsor is assigned.

Ineligible Sponsors

Sub Commands Ineligible Sponsors is used to view information about soldiers in the Sub Commands who are not eligible to sponsor an incoming soldier.  In some cases, these soldiers are excluded because critical SIDPERS data is missing or incorrect.  In some instances, if the information in SIDPERS is corrected, these soldiers will then become eligible to be assigned to sponsor an incoming soldier.  The Ineligible Sponsors report is accessed by following these steps:

1. Press the Sub Commands button, select Ineligible Sponsors from the menu.

2. The report will then display listing every Sub Command and the total number of ineligible sponsors for each Sub Command.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

a) Battalion:  The UIC of the sub command.

b) Unit Name:  The plain language name of the sub command.

c) Ineligible Sponsors:  The number of soldiers who are ineligible to be sponsors for each sub command.  This number also indicates how many records will appear on the detail report for the sub command.

3. To select a detail report to view from the Ineligible Sponsors report, click on the underlined UIC for the desired Battalion.  To view the detail report for all Battalions, click on the underlined word Total in the Battalion column.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the detail report is as follows:

a) SSN:  The SSN of the ineligible sponsor.

b) Name:  The name of the ineligible sponsor.

c) Rank:  The rank of the ineligible sponsor.

d) Problem Description:  The reason this soldier is ineligible to be a sponsor.  If the reason given indicates critical SIDPERS data is missing or incorrect, correct the information in SIDPERS, then the soldier will become eligible to be assigned to sponsor an incoming soldier.  If the soldier’s record status code is not A through F, the soldier is not eligible to sponsor an incoming soldier.  The possible problem descriptions that appear on the report and each potential solution is as follows:

· SSN IS BLANK IN SIDPERS – Correct the SSN in SIDPERS.

· SSN IS INVALID IN SIDPERS – Correct the SSN in SIDPERS.

· NAME IS BLANK IN SIDPERS – Correct the name in SIDPERS.

· ARRIVAL_DATE_1 IS BLANK IN SIDPERS – Correct the arrival date in SIDPERS.

· SEX IS BLANK IN SIDPERS – Correct the sex in SIDPERS.

· PRIMARY_MOS IS BLANK IN SIDPERS – Correct the primary MOS in SIDPERS.

· DEROS IS BLANK IN SIDPERS – Correct the DEROS in SIDPERS.

· DEROS IS EXPIRED IN SIDPERS – Correct the DEROS in SIDPERS.

· RECORD_STATUS_CODE IS BLANK IN SIDPERS – Correct the record status code in SIDPERS.

· RANK IS BLANK IN SIDPERS – Correct the rank in SIDPERS.

· REENLISTMENT ELIGIBILITY EXCLUDES SPONSORSHIP – If the reenlistment eligibility code is 9K, 9L or 9Q, this soldier is not eligible to be a sponsor.  If the code is incorrect, correct the reenlistment eligibility code in SIDPERS.

e) Data:  If the data in SIDPERS is invalid, the current contents of the field indicated in the problem description column will be shown in the data column.  Nothing will display in this column for fields that indicate the SIDPERS data is blank.

Soldiers in SIDPERS Assigned to Replacement Battalion

Sub Commands Soldiers in SIDPERS Assigned to Replacement Battalion is used to view information about soldiers in the Sub Commands who are currently assigned to a replacement Battalion according to SIDPERS records.  The Soldiers in SIDPERS Assigned to Replacement Battalion report is accessed by following these steps:

1. Press the Sub Commands button, select Soldiers in SIDPERS Assigned to Replacement Battalion from the menu.

2. The report will then display listing every Sub Command and the total number of soldiers in SIDPERS currently assigned to a replacement Battalion.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

a) Battalion:  The UIC of the sub command.

b) Unit Name:  The plain language name of the sub command.

c) Assigned:  The number of soldiers in the sub command who are currently assigned to a replacement Battalion in SIDPERS.  This number also indicates how many records will appear on the detail report for the sub command.

3. To select a detail report to view from the Soldiers in SIDPERS Assigned to Replacement Battalion report, click on the underlined UIC for the desired Battalion.  To view the detail report for all Battalions, click on the underlined word Total in the Battalion column.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the detail report is as follows:

a) SSN:  The SSN of soldier currently assigned to a replacement Battalion.

b) Name:  The name of the soldier currently assigned to a replacement Battalion.

c) Rank:  The rank of the soldier currently assigned to a replacement Battalion.

d) UIC:  The replacement Battalion to which the soldier is currently assigned.

e) Unit Name:  The plain language name of the replacement Battalion to which the soldier is currently assigned.

Trained Potential Sponsors

The Sub Commands Trained Potential Sponsors menu selection is used to view information about training status within the Sub Commands.  It is broken down into two main parts:

1. Trained Potential Sponsors

2. Non-Trained Potential Sponsors

Following are the detailed instructions as to how data is entered or what information is found under each menu selection on the Sub Commands Sponsor Training menu.

Trained Potential Sponsors

Sub Commands Sponsor Training Trained Potential Sponsors is used to view information about soldiers in the Sub Commands who have completed the sponsor program training and their training is valid as of the current date.  The Trained Potential Sponsors report is accessed by following these steps:

1. Press the Sub Commands button, select Sponsor Training, then Trained Potential Sponsors from the menu.

2. The report will then display listing every Sub Command and the total number of trained sponsors for each Sub Command.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

a) Battalion:  The UIC of the sub command.

b) Unit Name:  The plain language name of the sub command.

c) Sponsors:  The number of soldiers trained in each sub command.  This number also indicates how many records will appear on the detail report for the sub command.

3. To select a detail report to view from the Trained Potential Sponsors report, click on the underlined UIC for the desired Battalion.  To view the detail report for all Battalions, click on the underlined word Total in the Battalion column.  The report may be printed in any order by pressing the appropriate column heading button.  The information on the detail report is as follows:

a) SSN:  The SSN of the trained potential sponsor.

b) Name:  The name of the trained potential sponsor.

c) Rank:  The rank of the trained potential sponsor.

d) UIC:  The unit to which the trained potential sponsor is assigned.

e) Unit Name:  The plain language name of the unit to which the trained potential sponsor is assigned.

f) Trained:  The date the potential sponsor completed training program.

g) Expires:  The date the potential sponsor’s training expires.  Training is valid for 12 months from the training date.

h) Type:  The method by which the sponsor received training.  WEB indicates the training program was completed on the USAREUR Sponsor Training Site (https://www.sponsor-training.hqusareur.army.mil).  GROUP indicates the training program was received at a unit group training session.

Non-Trained Potential Sponsors

Sub Commands Sponsor Training Non-Trained Potential Sponsors is used to view information about soldiers in the Sub Commands who have not completed the sponsor program training, or their training is expired as of the current date.  The Sponsor Training Non-Trained Potential Sponsors report is accessed by following these steps:

1. Press the Sub Commands button, select Sponsor Training, then Non-Trained Potential Sponsors from the menu.

2. The report will then display listing every Sub Command and the total number of soldiers who have not completed the sponsor program training for each Sub Command.  The report may be sorted in any order by pressing the appropriate column heading button.  The information on the report is as follows:

a) Battalion:  The UIC of the sub command.

b) Unit Name:  The plain language name of the sub command.

c) Non-Trained:  The number of soldiers in each sub command who have not completed the sponsor  program training.  This number also indicates how many records will appear on the detail report for the sub command.

3. To select a detail report to view from the Non-Trained Potential Sponsors report, click on the underlined UIC for the desired Battalion.  To view the detail report for all Battalions, click on the underlined word Total in the Battalion column.  The report may be printed in any order by pressing the appropriate column heading button.  The information on the detail report is as follows:

a) SSN:  The SSN of the non-trained potential sponsor.

b) Name:  The name of the non-trained potential sponsor.

c) Rank:  The rank of the non-trained potential sponsor.

d) UIC:  The unit to which the non-trained potential sponsor is assigned.

e) Unit Name:  The plain language unit name of the unit to which the non-trained potential sponsor is assigned.

Chapter 6  Help

The Help button is used to view various help documents.  It is broken down into four main parts:

1. S-GATE in a Nut Shell Manual

2. S-GATE User’s Manual

3. Installation Instructions For Internet Explorer 4.0

4. Installation Instructions For Internet Explorer 5.0

Following are the detailed instructions as to what information is found under each menu selection on the Help button.

S-GATE in a Nut Shell Manual

Help S-GATE in a Nut Shell Manual is a condensed easy to read manual that explains what S-GATE is and how it can be used to simplify administration of the Battalion’s sponsorship program.  Press the Help button, then select S-GATE in a Nut Shell from the menu.  The S-GATE in a Nut Shell manual will then display.  The manual may be printed by pressing the Print button on the browser.

S-GATE User’s Manual

Help S-GATE User’s Manual (this manual) is a comprehensive user’s manual that details every process in the S-GATE Battalion page.  It is intended to provide a detailed look at what S-GATE is, what it does, the Battalion responsibilities and step by step operating instructions.  Press the Help button, then select S-GATE User’s Manual from the menu.  The S-GATE User’s Manual will then display.  The manual may be printed by pressing the Print button on the browser.

Installation Instructions For Internet Explorer 4.0

Help Installation Instructions For Internet Explorer 4.0 is a detailed manual for configuring Internet Explorer 4.0 to allow for access to the S-GATE Battalion page.  Press the Help button, then select Installation Instructions For Internet Explorer 4.0 from the menu.  The Installation Instructions For Internet Explorer 4.0 will then display.  The instructions may be printed by pressing the Print button on the browser.

Installation Instructions For Internet Explorer 5.0

Help Installation Instructions For Internet Explorer 5.0 is a detailed manual for configuring Internet Explorer 5.0 to allow for access to the S-GATE Battalion page.  Press the Help button, then select Installation Instructions For Internet Explorer 5.0 from the menu.  The Installation Instructions For Internet Explorer 5.0 will then display.  The instructions may be printed by pressing the Print button on the browser.

Chapter 7  New (Date)

The New (Date) button is used to announce changes or additions to the S-GATE Battalion page.  It should be viewed periodically to learn more about changes and additions being made to S-GATE.  Press the New (Date) button.  The text will then display, listing all changes and additions to the S-GATE system by date.  The text may be printed by pressing the Print button on the browser.

Chapter 8  Battalion Responsibilities under S-GATE

This chapter is intended to give an overview of the Battalion’s responsibilities to ensure the success of the S-GATE sponsor program.  The program is easy to use and will eliminate a great deal of the cumbersome manual tasks that are required under the current sponsorship program.

The Battalion’s 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 potential sponsor in the Battalion completes the on-line sponsor training every twelve months.

How S-GATE really works

The process is very simple and works as follows:

When an incoming soldier is pinpointed to one of the units in the Battalion, the 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 and other pertinent information regarding sponsorship.

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.

Specific Responsibilities

The remainder of this chapter is divided into three sections, which outline the Battalion’s responsibilities to ensure the success of the S-GATE program.  For specific details on how to complete each function, refer to the table of contents to locate the specific chapter where the procedures are discussed in detail:

1. What must be done.

2. What should be done.

3. What can be done.

What must be done

This section outlines things that are required to be done in the S-GATE system.

Weekly

· Assign every incoming soldier a sponsor within ten days of notification of an incoming gain.  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 other pertinent information regarding sponsorship.

· 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 into the system 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.  Once changed, the sponsor’s new contact information is immediately available to the incoming soldier on the Internet.  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.  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 other pertinent information regarding sponsorship.

· 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 new sponsor.

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

Monthly

· Ensure that every soldier in the 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 sponsor training will be entered into the system.  Training is valid for 12 months.

· 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 to add or remove personnel from the S-GATE system.

What should be done

This section outlines things that should be done to make S-GATE provide the maximum benefit to incoming soldiers and their sponsors.

Initially

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

· Enter the Child Development Center email address and web site for each unit in the Battalion.  If entered, this information will appear on the web site for the incoming soldier.

· Enter the Family Readiness Group email address and web site for each unit in the Battalion.  If entered, this information will appear on the web site for the incoming soldier.

· Enter the unit patch information for each unit in the Battalion.  If entered, this information will appear in the welcome letter for the incoming soldier.

· Enter the officer and enlisted secondary point of contact email address for each unit in the Battalion.  If entered, this information will appear in the welcome letter for the incoming soldier.

· Enter the unit web site for each unit in the Battalion.  If entered, this information will appear on the web site for the incoming soldier.

· Enter the originating office address for each unit in the Battalion.  If entered, this information will be used on the orders appointing the sponsor and all messages sent by the S-GATE system to the sponsor and the incoming soldier for each individual unit within the Battalion.

· View the Serviced UICs/Sponsor Letter report to view the sample Welcome letter for each unit in the Battalion.  Once all the desired information is entered, view how this information will appear in the welcome letter for the incoming soldier.

· 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.

Monthly

· Review the Ineligible Sponsors report and correct SIDPERS data as necessary.  In some instances, soldiers in the 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.

· Review the Training Expiration Dates For Trained Potential Sponsors and the Non-Trained Potential Sponsors reports.  Notify personnel who need to complete the on-line sponsor training.  Sponsor training is valid for 12 months.  By monitoring these reports and notifying personnel when they need to take the training, the Battalion will ensure the units always have a large pool of qualified sponsors available.

· Update Sponsor Training for unit group training sessions.  If the units give a group sponsor training program, the training information should be entered into the system.   

· 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.

As Necessary

· Change the Child Development Center email address and web site for each unit in the Battalion.  It is important that this information be kept current.  If entered, this information will appear on the web site for the incoming soldier.

· Change the Family Readiness Group email address and web site for each unit in the Battalion.  It is important that this information be kept current.  If entered, this information will appear on the web site for the incoming soldier.

· Change the officer and enlisted secondary point of contact email address for each unit in the Battalion.  It is important that this information be kept current.  If entered, this information will appear in the welcome letter for the incoming soldier.

· Change the unit web site for each unit in the Battalion.  It is important that this information be kept current.  If entered, this information will appear on the web site for the incoming soldier.

· Change the originating office address for each unit in the Battalion.  It is important that this information be kept current.  If entered, this information will be used on the orders appointing the sponsor and all messages sent by the S-GATE system to the sponsor and the incoming soldier for each individual unit within the Battalion.

· View the Serviced UICs/Sponsor Letter report to view the sample Welcome letter for each unit in the Battalion.  Once all the desired information has been changed, view how this information will appear in the Welcome letter for the incoming soldier.

· 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 from the units.  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.

What can be done

This section outlines things that can be done to simplify the management of the Battalion’s sponsorship program.

Weekly

· Review the Arrivals Within Last 7 Days report.  This report shows every soldier who arrived in the 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.

Monthly

· Review the Battalion Statistics Rollup reports.  The Battalion Statistics Rollup reports provide a wealth of information to help better manage the 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.

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.

Chapter 9  Automated Processes Performed by S-GATE

The following list outlines the automated processes that the S-GATE system performs:

· 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.

Chapter 10  Passwords

All personnel who access the S-GATE Battalion page must have a login ID and password.  Request forms may be found at http://www.1perscom.army.mil .  Click on S-GATE.  Locate the password request form and follow the instructions for completing and submitting the form to 1st PERSCOM.

Passwords are required to be changed the first time a new user logs on to the system and every six months thereafter.  Passwords are changed by following these steps:

1. Go to the Battalion page at https://www.sponsor.hqusareur.army.mil .  When prompted, enter the current User Name/ID and Password, then press OK.

2. Internet Service Manager will display to allow the password to be changed.  Enter the information as follows:

a) Account:  Your user name/ID.

b) Old Password:  Your old password.

c) New Password:  Your new password.  Passwords must be a minimum of eight characters in length.  They should contain both letters and numbers.  They should not form words or contain information that is easily guessed.  Your new password must be different from your old password.

d) Confirm New Password:  Your new password exactly as entered in the previous field.

3. Press Cancel to exit, Reset to clear the information entered or OK to submit the new password information.  If the information is not accepted by the system, follow the instructions on the screen to correct the problem.  If the information is accepted by the system, a message will display saying the password was successfully changed.  Click on the link below the message to access the Battalion page.  When the log on screen displays, enter your User Name/ID and new password, then press OK.

Chapter 11  Where to Find 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, the S-GATE in a Nut Shell Manual, and instructions on how to configure Internet Explorer to run the S-GATE program.

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 program coordinator at:  sponsorship@hq.1perscom.army.mil .
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