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NASA STEM Gateway

Gateway Team Lead Application Instructions

The following instructions need to be completed by the Student Team Lead of your NASA
SUITS Team. Only ONE Gateway Team Lead Application should be created for each SUITS
Team.

1. Gateway Team leads should follow the instructions found in “NASA STEM Gateway
Account Set-Up and Log In Instructions” document to either create or verify an existing
account before proceeding.

2. Clickin the link provided below:

https://stemgateway.nasa.gov/s/course-offering/a0BSJO00007dNLh/2027-suits-challenge

3. Click “Apply.” 8 2027 SUITS Challenge
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https://stemgateway.nasa.gov/s/course-offering/a0BSJ000007dNLh/2027-suits-challenge

4. Click“LoglIn.”

PLEASE NOTE: DO NOT CLICK “Not a Member? Sign Up.” If you have not created a NASA
STEM Gateway Account as referenced in Step 1 of this document, please complete the
instructions outlined in “NASA STEM Gateway Account Set-Up and Log In Instructions”
document to create a new account before proceeding.

5. Enteryour username and password and click “Log
In.”

PLEASE NOTE: DO NOT CLICK “Not a
Member? Sign Up.” If you have not created a
NASA STEM Gateway Account as referenced
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6. Once you have logged in, you may be directed back to the 2027 SUITS Challenge
Application Page. If you are, click “Apply” in the upper right-hand corner.

7. By clicking “Apply” you have created a Gateway Team Lead Application for your SUITS
Team. Note the status bar at the top. When an application is created, the status bar will
be on “Incomplete.”
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Enter your team’s Institutional Information.

e Lead institution: This is the institution that your team is a part of - your
college/university name

e Search for institution in “Lead Institution” field and select.

e [funable to find “Lead Institution” in list, check “Can’t Find My Institution.” Enter
institution name and address.

e “Doyou have any Participating Institutions to add?” — select “No”

e Click “Next”
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Enter your team’s Team Information.

e Team Name - enter your college/university team name here again

e Faculty/Advisor — enter all known/required information for your faculty advisor

e Student Team Lead Name - enter all known/required information for your student
team lead

e DO NOT enter information for a different advisor or student team lead

e Click “Next”
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10. Add your Team Members and Advisor(s)

e Enterthe Real ID First Name, Last name, and Email address of each team member
associated with your team

e C(Click the “+” after each entry to add another team member

e Enterthe First Name, Last name, and Email address of each faculty advisor (if you
have more than one)

e Clickthe “+” after each entry to add another faculty advisor

PLEASE NOTE:

e DO NOTADD YOURSELF

e ALL Email Addresses added must be the email address each individual uses for
their NASA STEM Gateway account. All team members should have completed the
instructions found in “NASA STEM Gateway Account Set-Up and Log In Instructions”
document to either create or verify an existing account.

e Enter all information carefully! The system will not let you change or delete
entries. Consider having ateam member or faculty watch you enter the information
and help verify all information is correct.

e When ALL team members, advisor(s), and others associated with your team have
been entered, click “Send Invites”

e Click “Next”
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Gateway Team Leads can add team

members to the application anytime before
the registration deadline by opening the
Application and using the Box on the right- #FIRSTNANE HASTHAVE
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11. Upload your team’s Proposal.

PLEASE NOTE: A proposalis required to submit an application.
To upload a proposal, check “Yes” and click “Next”

Invite Participant or Team Member(s)

EMAIL
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Click the “Upload Files” button or drag file to the “Drop Files Area” to upload

proposal file(s).
Click “Done” when file has finished uploading.

If there are more proposal files to add, check “Yes” and click the “Next.” Repeat

process as needed. When all files are uploaded, select “No” and then click “Next.”
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12. Supporting Documents

Skip
Click “Next”
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13. How Did You Hear About Us
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Click “Next”
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14. Review and Submit Application
e Review application and make any necessary edits.
e Additional team members, files, etc. can be added to the application by clicking on
the appropriate buttons on the right-hand side of the screen.
e \Verify that all information listed is correct.
e Click “Next”
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15. When you receive the message seen below: “Thank you for your submission” your
Gateway Team Lead Application is complete.

PLEASE NOTE: the progress bar status is now “Submitted.”

B e ot | U Appion | Prcai Vi

Thank you for your submission, Invite Participant or Team Member(s)
You may now navigate away from this page. .




16. After you have completed the Gateway Team Lead Application:

Notify your team members and advisors that you added in Step 10 to check their email
(the email associated with their NASA STEM Gateway account that you had entered when
you added them to your application) for an email from the NASA STEM Gateway System
inviting them to register/apply for their 2027 NASA SUITS Engagement Opening.

e They will need to open the email and follow the link and directions in the email. They
may need to search JUNK or SPAM if the email is not in their inbox.

e Theywill be prompted to log in and go through the Team Member Application
process in Gateway.

e They have completed the first phase of registration when they have submitted their
Team Member Application, and their application progress bar is in the “Submitted”
status.

If you experience any technical difficulties with your Gateway Team Lead Application,
return to https://stemgateway.nasa.gov/s/, go to top right corner, click “Help,” and then on
the right-hand side click “Submit an issue,” for help.

If your team members or advisors do not receive an invitation email after you have added
them to your Gateway Team Lead Application, have them return to
https://stemgateway.nasa.gov/s/, go to top right corner, click “Help,” and then on the right-
hand side click “Submit an issue,” for help.

Congratulations on submitting your
NASA SUITS Application!
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