
Congratulations on taking your first big step toward becoming a
Patt Grace Smith Fellow! Our application is now live and available

until October 20th, 2023!

Here is a guide on how to apply and access the application. If you run into any
problems with your application please contact Survey Monkey or join our

discord(link here)!

Step 1: Use this link to open the application portal:
https://aerospacefellowships.smapply.us/
This link will take you to a homepage that looks just like this!

Step 2a: Using the ‘Register’ or ‘Log in’ button on the top right-hand corner of the
webpage (shown highlighted in red above), log in or create a Survey Monkey Apply
account. If you already have an account, you will be prompted to this message where
you can log in or reset your password if needed.

https://discord.gg/HKb6Jq6t
https://aerospacefellowships.smapply.us/


Step 3: Before continuing, let’s verify your email address by pressing the ‘Send
Verification Link’.

This is needed in order to submit your application. You will receive a verification email to
the email you registered with. Follow the instructions prompted in the email to complete
the verification.



Step 4: To continue to the application, press the ‘View Programs’
button on the bottom of the page.

Step 5: Verify your eligibility by pressing the ‘Fill out eligibility profile’ shown below.



Step 6: Click ‘More’ on the Patti Grace Smith Fellowship-Class of 2024 Box.



This will take you to the application portal shown below. Here you will
be able to access and check on the progress of your application.

Step 5: Start working on your application by pressing the ‘APPLY’ button shown above.
Begin selecting each task on the application. Once you see all of the 8 tasks with a
green checkmark, you are ready to submit your application!



BEFORE SUBMITTING YOUR APPLICATION PLEASE
DOUBLE-CHECK ALL OF YOUR ATTACHMENTS! You are able to

edit your application until it closes on October 15th or until you submit it.

Step 6: Once your application is submitted with letters of recommendation, check your
inbox for a confirmation email from Survey Monkey. You CANNOT submit an
application until both of your letters of recommendation have been submitted.The
email confirming your submission will have vital information regarding the next steps of
the application process. Please bookmark that email.

We look forward to getting to know you through your application!

To Andromeda & Back,
The Patti Grace Smith Fellowship Team

FAQs
● How long is the application open?

○ September 12, 2023 - October 20, 2023 11:59:59 PT
● Why am I not receiving any emails from Survey Monkey about my

application?
○ Ensure that noreply@mail.smapply.io is added to your safe sender list

within your email account.
○ Ensure that your email is verified within the site. If you're receiving this

notification at the top of your page, then it's possible that you won't receive
other emails from the site.

○ Ensure that you're subscribed to receive emails from the site.
○ Check your Spam Folder to verify whether the email was sent to your

Spam/Junk folder.

● How do I preview my application?
○ From Within the Application

i. Click on the More Options icon in the top right corner of the
application.

ii. Select Preview

https://help.smapply.io/hc/en-us/articles/360032514674-General-Account-FAQ#h_4088e04f-d0ed-4e2f-8810-58b10c29f076


○ From the “My Applications” Page
i. Click on the More Options icon in the top right corner of

the tile of the application you wish to Preview
ii. Select Preview

● Why can’t I submit my application?
○ Double-check to make sure that all of your tasks are complete! There

should be 8 completed tasks and every task should be showing a green
circle with a white check mark. If you are still unable to submit your
application after ensuring that it is complete, please email
info@pgsfellowship.org

● Can I print or download my application?
○ From Within the Application

i. Click on the More Options icon in the top right corner of the
application.

ii. Click Download
○ From the “My Applications” Page

i. Click on the More Options icon in the top right corner of the tile of
the application you wish to download

ii. Click Download
○ From the Preview

i. Within the Preview, click Download in the top right corner.

● How do I edit a completed task?
○ Enter your application
○ Click on the task you wish to edit
○ Click on the More Options icon in the top right corner of the task
○ Click Edit
○ Click Previous/ Next to navigate between the pages and make your

changes
○ When done, navigate to the last page and press Mark as Complete



● I get an error when uploading a file…
○ The file isn't in an available format.

i. Check to ensure that the file type you're trying to upload matches
the requested formats.

○ The file doesn't meet size restrictions.
i. Check to ensure that the file type you're trying to upload does not

exceed the maximum file size of the upload task.
○ You're attempting to Upload more files than allowed

i. Confirm that the number of files you're uploading is within the range
of the minimum and the maximum number of files required.

○ The file is encrypted
i. SurveyMonkey Apply won't accept encrypted files. To upload your

file, it will need to be unencrypted.
○ The file is corrupted

i. It is possible that the file you're trying to upload is a corrupted file.
To resolve the issue, re-save the file to a new folder on your
computer and attempt to upload the file again.

○ A task-related issue.
i. Depending on the issue, it's also possible that the error is related to

another Setting on the task.

● The deadline has passed, what can I do?
○ We get it, life happens! Email info@pgsfellowship.org with a completed

application explaining why you are requesting a deadline extension. All
late submissions are considered on a case-by-case basis.



● My recommender hasn’t received their email, what do I do?
○ Check to ensure that the email you entered is correct and there are no

spelling mistakes. If the email is incorrect you can change this information
and resend the invite.

○ If the information is correct
i. Have the recommender check their Spam/Junk Folder.

○ If they aren't able to locate the email in any inbox
i. Resend the Invitation. Click to edit the Get a Recommendation task

and Resend the Invitation to them. Repeat step 2 if necessary.
○ If both options don't work

i. Have the recommender contact the Survey Monkey support team
for Login Assistance. It is important that they contact Survey
Monkey themselves with no CC's on the email. Once they receive
that email they will be able to assist them with logging into the site.

ii. OR email info@pgsfellowship.org

● My recommendation task says “In Progress”
○ Click to enter the task within your application
○ This will tell you the status of the recommendations. For example, you can

see if it's Requested/Not Started, In Progress, or Received.
○ If it's marked as Received click on Mark as Complete, to complete the

task.
○ If the task states Requested or Not Started, it means that the

recommender hasn't started their recommendation. We would recommend
reaching out to them to ensure they have received the invite to log in to
the site.

● What if someone declines to submit a Letter of Recommendation?
○ You will be notified via email if your request has been declined. If that is

the case, you can submit another request for a different person to write
you a Letter of Recommendation via the portal.

● How do I change the information of my recommender?
○ To change the information of your recommender, you will need to Delete

your request. This will allow you to Start a new request.
i. WARNING! Deleting the request will rescind the invitation and

delete any progress the recommender may have made on their
task. Once you send them another request they will be able to start
a new recommendation form.

https://help.smapply.io/hc/en-us/articles/115001445354-Completing-an-Application-FAQ#h_be9293b8-53af-46ce-8e19-2891696386b8
https://help.smapply.io/hc/en-us/articles/360000921094-How-to-Request-Login-Assistance

