
Instructions for mentors to post opportunities in the NASA Interns, Fellows 
& Scholars (NIFS) through the One Stop Shopping Initiative (OSSI)  

 
 

Steps:  
 
1)  Go to the OSSI website: https://intern.nasa.gov/ossi/web/public/main/. 
     Note: OSSI Internships are only for US citizens. 
     Important: It is not necessary to have your funds ready for the student in order to 
create an opportunity. 
    You can “save without submitting” at the bottom of the page, but it 
seems that only works if you have filled all the required sections (marked with a red 
asterisk). You have to click on “submit for approval” to officially send the opportunity to 
NASA.  
 
2) Click on "NASA User Login (Mentors)" at the top of the webpage. 
3) Login to Launchpad.  
4) "Create your mentor profile". Complete your mentor profile. 
 
Example: 

 
 
 
 
 



 
5) Create an opportunity in "My opportunities" 
 
 5.1) Click on “Create New Opportunity.” 
 5.2) Important: Write "SESI" as the first word of your title, so it goes to the right 
program.  
 5.3) Important: Choose "Internship". 
 5.4) Fill the required sections of the “Opportunity Info”. 
   
Example:   

 
 
 
 
 5.5) Fill all the required sections of the “Session and Student Info”. 
 5.6) For summer internships, choose “Summer [year]”, do not choose “year long”. 
 5.7) If you do not have funds for the student yet, choose “TBD” for “Mentor 
Funding Options”.  
 5.8) Choose the relevant academic levels and disciplines for students. Note that in 
order for a student to be paired to your project, at least one discipline has to match the 
student’s major. Use the hold key to choose more than one option. 
 
 
 
Exaple: 



 
 
 5.9) Fill the “Work Site Location”. 
 5.10) For Alternate Mentor or Co-Mentor, you can list your NASA supervisor. 
 5.11) For “Approval Staff”, fill your NASA supervisor’s info. If you are a 
contractor or a cooperative agreement employee you should input the branch chief for the 
branch in-which your civil servant contactor works. This approval is required so that 
branches can plan for the space and other facilities that the students will require. 
 
6) To search for students, click on “Student Search”. You must have a posted opportunity 
in the current session to be able to search for students. 
       

 


