Entering Requests in Global Link
1. Retrieve the student from the ‘Hosted Participant’ search screen

2. Click on the ‘Service Ref’ link of the student
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3. Under ‘Service Case: Detail’ click on the ‘Placement Info’ tab
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4. Scroll down to application distribution section and select ‘new request’

[image: image3.png]



5. Click on the magnifying glass next to ‘Request Organization’
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6. From the options at the top of the next screen, select Area Team or Unaffiliated Chapter, highlight the appropriate name, and select ‘OK’
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7. Select the desired ‘request type’ from the drop down list and click ‘save’
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Placement Requests

1.  Update ‘request type’ to ‘placed without papers,’ choose duration, and reason for

request if appropriate
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2. Assign the host family

· In the ‘family placement’ tab, enter the requested information, or select from a list of existing family records in that AT/Unaffiliated Chapter by clicking on the magnifying glass next to ‘Family Name’
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· Enter requested information (last name, first name), or leave blank and select ‘search’ to bring up a list of all families in that AT/Unaffiliated Chapter
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· Highlight the name of the family you would like to assign to the student, and click on ‘selected host family’
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· The other fields will automatically fill with the corresponding information from the person’s existing record
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· Fill in the ‘family information’ with any additional info 

· Click on the ‘school placement tab’ before selecting ‘save’
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3. To add a new family

· If no families appear with the name you enter in the search screen, select ‘cancel’ to go back to the previous view

[image: image13.png]Legal First Name( Native Last Name( Native

‘ i b 5 Last Name( English)

[smith

Service Ref. Max Resuts

ey





· Enter all requested information, and select ‘save’
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4. Assign the host school

· Enter requested information, or to select from a list of existing school records, click on the magnifying glass next to ‘school name’ 
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· Enter ‘school name’ and hit search (or leave blank to retrieve a list of all schools)
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· Highlight the correct school and select ‘selected school’

· The other fields will automatically fill in the corresponding information 
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· Click ‘save’ at the bottom of the screen
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· You will now see the new request in the application distribution section of the student’s placement information tab
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