
Applying  to OSSI 
NASA’s One Stop Shopping Initiative 



Program Requirements

• Must be a US Citizen

• Must be at least 16 
years old

• Must be a student

• Must have at least a 
3.0 GPA on a 4.0 scale



Go to 

https://intern.nasa.gov

Click on the “internship 

application” link (via either 

link)

Using Google 

Chrome or 

Firefox as your 

browser works 

best with OSSI 



Click the  “Log In/ 

Register” tab and then 

“Register as a Student” if 

you do not already have an 

account, or log in with your 

credentials



From your Home page you 

can then click on “Getting 

Started” if this is your first 

time on OSSI or “Update 

Your Interest Profile” 



In the “Getting Started” tab 

you can see the deadline 

dates, read about the 

different features on OSSI 

for students, and view 

helpful videos by clicking 

on “Videos & Tutorials”



Simply click on any of the 

videos to view them



Click on “Update 

Registration Information”



Here you can update your 

contact, account, and 

education information



If you are in High School, 

type in the name of your 

High School and then click 

“Find Institution”, input the 

information for the college 

or university you are 

planning on attending, the 

discipline you want to 

study, and your planned 

graduation date from 

college



If you are in college or 

pursuing a degree higher 

than bachelors, click “Find 

Institution” and input all of 

the necessary information.  

If you have completed a 

degree previous to the 

degree you are currently 

pursuing, then input that 

information under 

Completed Degrees.



Make sure to click the save 

button on the bottom of the 

screen after you are 

finished!



After clicking on “Update 

Your Interest Profile” from 

the Home page or clicking 

“My Interest Profile” tab 

along the top, you then can 

update your information 

about the type of 

opportunity you are 

applying to, what specific 

centers you are interested in 

working at, etc.



You can also select what 

session you want to apply 

for and areas of interest.  

You can select more than 

one option by holding 

down the control button. 

For areas of interest, be 

sure to click the green 

arrow buttons to move the 

choices into the “Selected 

Areas of Interest” box to 

the right.  Make sure you 

click “Save Profile” at the 

bottom!



Click on the names of the 

different sections of the 

Internship Application to fill 

out each section.  Remember 

to click save at the end of each 

section!

Go to the “My 

Applications” tab 

along the top and then 

select what type of 

opportunity you would 

like to apply to



Letter of Recommendation

• Having 1 Letter of Recommendation is required in order for you 
to be eligible for opportunities.

• You will not be able to select your top 15 opportunities of 
interest and mentors will not be able to view your application 
from the applicant pool until your letter has been submitted.

• Once your reference submits the letter in the system, you will 
automatically be eligible (i.e. no further action is needed).



Make sure you contact your 

reference and give them 

enough of a notice so they are 

able to complete your letter of 

recommendation in time before 

the deadline.  Your application 

is not considered complete 

until you have at least one 

letter of recommendation 

submitted!



Click the “Search 

Opportunities” tab along the 

top once you complete your 

application to then search for 

potential opportunities to apply 

to.  Fill in the different fields…



…and enter in any key words 

to narrow down your search, 

and then click “Search” at the 

bottom.  You can also select to 

save the search to your Interest 

Profile (you will notice the 

fields are the same and already 

populate from what you have 

in your Interest Profile) and 

that way your search criteria 

will stay the same for your 

next search.



Once your search is complete 

you can see the list of 

opportunities that matched 

your search and a brief idea of 

the areas of interest that the 

internship involves, the 

session of the internship, and 

the location.  You can also 

click View/Apply to read 

more about a specific 

internship.



You can read more about the 

opportunity here and 

determine if you would like to 

apply to it or not.  Remember, 

you can apply to up to 15 

different opportunities!



If you wish to apply to the 

opportunity you are viewing, 

scroll to the bottom of the page 

and type an optional short essay 

about why you are a good 

candidate for the position, click 

“Save Statement” and then 

“Apply for Opportunity 

Consideration.”  If you aren’t 

ready to apply or aren’t quite sure 

if you want to apply to the 

opportunity, you can save the 

opportunity by clicking “Add to 

Saved Opportunities List.”



Click the “My Opportunities” tab 

along the top to view 

opportunities you have applied to 

and ones you have saved.  OSSI 

will also save opportunities from 

past sessions.  You can also 

quickly view and apply to 

opportunities you have saved by 

going here instead of conducting 

another search in the future.



Click on “My Offers” to view 

any offers you have received.  

You have a specified amount 

of time to accept an offer or 

else it will expire.  Simply 

click “View” and read the 

offer letter, and click either 

“Accept Offer” or “Decline 

Offer” at the bottom of the 

page.


