Checklist for Accessing Paperwork Report in Global Link

1. Sign into Global Link with user name and Password
Select “Report” in the left hand column:

Miscellaneous
mManthly Contact
School fCPO

3. Enter the program year and cycle in the report filters, your area team or unaffiliated chapter will

already be visible:

Report View

Host Family - Missing HFam Forms and BC

Parameters:

Progyear:
Progicyele:

Area Team: | Alaska Area Team |« |

Dutput: \iew Report
View Report

4. Click on

5. You will receive a pop up asking you to open this document, click OK:

Opening 20110103-032317.xls

¥ou have chosen ko open

@ 20110103-032317.x8ls

which is i Microsoft Office Excel 97-2003 Workshest
from: https:/fusa.afsglobal,arg

What should Firefox do with this file?

(%) Open with | Microsoft Qffice Excel (default)

() Save File

[ ] D this automatically For Files like this Fram now on.

Ik

Cancel

6. Your paperwork report will open in an Excel spread sheet showing which forms are in GL:
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