CREATING AN AFS ACTIVITY

1. Click on “Activity USA” in the left panel.

2. Scroll down until you see “New” at bottom right, click it and a new screen will appear in which
you will insert your information

AFS Directory  AFS Calendsr | AFS Global

[AFS-USA] fan n,
@AFS Connecting Lives, Sharing Cultures Van Weelden, Floyd

Seftings  Sign out

ntercuttural
Programs.

Program Module Global Link Resources

Activity: Search

10C Activity Ref. Activity Name Activity Type Activity Mode Status
[UsA[] \ ] | e = [Tl |
e Activity Level Event Region Activity Focus Activity Sub Focus Training Code 1
Al [=][an [l (40 =l =]
Activity Location Start Date End Date
| m| = L =
Event Housing Location Responsible Name Alternate Contact Person
| & [ = | &
Host Distribution Code Arival Welcome Site Code Owner
& | B (A -
Wain Organization
Assigned Person
Native First Name Native Last Name Person Ref. Country Affiliation

I I [ J [ [ B | ®

Max Result
5 El

Record(s) found: 50+  [Click here to show total number of records matching these search criteria)

Activil Activit
No. Type X Activity Name Activity Focus | Activity Sub Focus Location ™| event Region
Ref. Level
N—

Event housing
Location

Host New York
1UsA oSt 0-00019 /SH10 DTW Hosting Distribution Detroit ewvor Open
distribution national Region
2usa . M0 00032 sH10 ACY Hasting Distribution Eureka - Los Angeles Open
distribution national  Region
susa MOt g bo0assto L Hasting Distribution Woline N, |Chicamo Open o
@ Intemnet | Protected Mode: Off 3 v ®100% v

1. Fillin all asterisked blanks (most are drop downs)

2. Title the event in this manner: “San Diego PDO-SH-2011" This will allow staff to pull the activity
easily.

3. Because students and parents often call the staff for PDO information we ask you to also, though
not asterisked, to fill in responsible person (alternate if there is one), date and times of orientation
(remember we ask that the minimum be 6-1/2 hours though smallernumbers of students can be
done more quickly). Then...



ENTER THE LOCATION

AFS Directory  AFS Calendsr | AFS Global

[AFS-USA] -
@AFS Connecting Lives, Sharing Cultures Van Weelden, Floyd

Seftings  Sign out
Intercuttural

Program Module Global Link Resources

Activity: Detail

Activity Detail

Activity (USA Activity Type * Activity Mode *
| Advityusa) |
i | [Orentaton =] in-Person []
Acivity Focus * Activity Sub-Focus * Training Code
[L-local [+] |Los Angeles Region ending [+] | Sending Pre-Departure [+] [ |
Activity Location ~ click here to see details  Clear Start Date End Date
[Riverview Evangelical Free Church B [May26,2011 B May 28, 2011 =
EventHousing Location  click here to see details Clear Start Time EndTi
| B
Name Clear Alternate Contact Person  Clear Max Registration Date
\Van weelden, Floya( @afs.0rg:612-735-00) [, | |
Material Mailing Address  click here to see details Clear
| B
Once the info is inserted, Event Description (can be merged with =-mail) Directions fcan be merged with <-mai)|_Edit |
click on the magnifying @‘
glass to enter location e
Ed with e-mail)
formation
for Arrival and EOS) Owner
@ Intemet | Protected Mode: Off v ®100% <

A NEW SCREEN WILL OPEN
Wh: Connecting Lives, Sharing Cuttures o

Program Module Global Link Resourc

I0C Location Type
.|

Click on "search" to see if your
location is already in the system since
hosting and sending often use the
same locations.




IF THE LOCATION IS THERE...

AFS Urecory AS Ualensar | AFS LI0DA
. . [AFS-USA) Van Weelden, Fi

&AFS Cmmdms Lives, .5H9\r1n3 Cultures an fovd

Settings  Sign out

Intercuttural

Progracme Program Module Global Link Resources

Activity Location

Location
10c Location Type Name

All
Redeemer Lutheran Church -
Redlands First Presbyterian Church
RIC-Richmond

Ridge Point Park

In this case the location is already
there, so highlight it, and click
"OK" and the location info will
transfer up to your activity.

€ Internet | Protected Mode: Off

IF THE LOCATION IS NOT THERE...

AFS Directory  AFS Galenoar | AFS Global

[AFS-USA] Van Weelden, FI
@AFS Connecting Lives, Sharing Cultures - - Flove
Seftings  Sign out
Intercuttural
vograms. Program Module Global Link Resources

Location
I0C  Location Type Name

New Locatior

Hit the New Location button to
open a new screen to enter the info
about your new location.

€D Internet | Protected Mode: Off & v ®100%



ENTER YOUR LOCATION INFORMATION

il fsglobal.

~ 8 [ &4 | x [|[= concord 0n Ne Map P~
File Edit View Favorites Tools Help
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) . [AFS-USA] Van Weelden, Floyd
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Program Module Global Link Resources
Travel: Location Detail

Location Ref.

3 [

Location Name. Location Type

[ | [orentation

Adaress1 Address2

[ I |

city State Zip Code

Phone Number 1 Phone Number 2

Location Contact Name Location Contact Email Location Contact Phone - cell

Gateway City (for use by travel staf ONLY ) Related Airport

Location Comment

Last Updated:

@ Internet | Protected Mode: Off

€ Internet | Protected Mode: Off




AND THEN...

e Untitled Page - Windows Internet Explorer ‘ o | = P |

|E https://usa.afsglobal.org/AFSGlobal/Globallink/NewTravel/OrientationDetail. aspx?module= popup&btn=btnOrienFilt 5 | %) |

Program Modu

Travel: Location Detail

Location Detail

1oC Location Ref.

[Usa [&] ] L 1
Location Mame Location Type
|Riverview E Free Church || Orientation E|

Address Address2
|7890 Sweetgrass Lane |
City Zip Code

Phone Mumber 1

Location Contact Mame Location Contact Er Location Contact Phone - cell

Gateway City (for use bytravel staff ONLY )~ Related Airport

Location Comment

Once your info is in
the location detail,
click on"save"

-

Lost Ut

Done ° Internet | Protected Mode: Off ‘fﬂ - H100% - e

SINCE THIS IS THE FIRST TIME THIS LOCATION IS PUT INTO THE SYSTEM,
IT IS NECESSARY TO SAVE IT ONE MORE TIME



[AF5-USA]
@AFS Connec,ﬁns Lives, bharins Culures
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Programs Program

Activity (USA

Location

Location

Ioc Location Type MName
USA :| All : RiveMewEFd

Riverview E Free Church

Highlight the location

name and then click on
“OK" oK

ITIS NOW TIME TO SAVE THE ENTIRE ACTIVITY. GO BACK TO THE
MAIN SCREEN

Responsible Name  Clear Alternate Contact Person  Clear Max Registration Date
Van Weelden, 1@afs.org:612-735-00| [, | |

laterial Mailing Address  click here to see details Clear

Scroll down until you see

Weals Event Description (can be merged with &-mail) th e n SaVe" b utton a nd
. . . g
3 click on it. Now the entire B
COMMeNt fcan be merged with e-mail} activity iS saved! .
Program Related
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Activity. ization Information  New Activity Oi i
No. Year Cycle Content Duration Organization Name Status Auto Link
1 201 NH * - AFS Area Team: San DISQDNEETSEM View
For Travel Staff Only
HostDist Site Code Go Arrival Welcome Site Code  Go
= [

Created: Van Weelden, Floyd, 2772011 ~ 5
save || Deleie ancel
Last Updated : Van Weelden, Floyd, 10/13/2011 save Cancel



FINDING YOUR ACTIVITY ONCE IT IS CREATED

AFS Directory  AFS Galencar | AFS Global
[AFS-USA] Van Weelden, FI
Connecting Lives, Sharing Cultures :Flovdt

Seftings  Sign out

Program Module Global Link Resources
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=1 ] o]
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. .. . | [ =l &
Usually you can find the activity with
fewer words than used here, but if you
H . . . . . N eria]
title it with actual title it will only pull up — -
ctivi ’ TT—
b N A
I your activity. Then click on "search.” _- Location
ibution Detroit - New York Open
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N-— Los Angeles
N i s national  Region Open
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Intemet | Protected Mode: Off v B100% -




AFS GLOBAL [AFS-USA] -

indows Intemnet Explorer

VOILA! HERE IS YOUR ACTIVITY
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Chapter Matrix Management
Chapter Matrix - Hosting
Travel Module
Travel Plan
Travel ltem
Travel Natification
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Local Settings
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Help
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EventHousing Location  Go Start Time End Time
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FINDING AND ASSIGNING YOUR STUDENTS TO THE ACTIVITY

AFS Directory  AFS Galenoar | AFS Global
[AFS-USA] Van Weelden, FI

@AFS Connecting Lives, Sharing Cultures - Flove

Seftings  Sign out

Program Module Global Link Resources

HNo. Year Cycle Content Duration Organization Name Status Auto Link B
1 2011 NH * * AFS Area Team: San Diego Area Team View

For Travel Staff Only
Host Dist. Site Code  Go Arrival Welcome Site Code  Go
& [ =

Activity (USA]

Created: Van Weelden, Floyd, 2/7/2011 SCROLL DOWN UNTIL YOU SEE "
Last Updated : Van Weelden, Floyd, 1011312011

ASSIGN PERSONS TO THIS
 Remarks | Add Remark ACTIVITY" CLICK ON IT

Cancel

Upload New File

Note: The supported file types are
~ Image file (gif,jpg,if,omp,png)
+ Wicrosoft Word Document (doc, docx)
+ Microsoft Excell Document (xls, xlsx)
+ Portable Document Format (pdf)
+ Rich Text File (rif)

d Persons | assign Persons To This Activity \ Attendance Update || Send E-mail \ Activity Detail Report

Participant | Hosted Participant | Host Family || Staff and Volunteer

@ Internet | Protected Mode: Off v R00% v
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A NEW SCREEN APPEARS FROM WHICH YOU CAN CHOOSE YOUR
STUDENTS

Program Module Global Link Resources

Activities: Assign Participant

Search [USA]

Activity (USA] Yourloc Program Code ’ Pariner I0C Responsible Org.
usa  [+] NH1Z EXTH £ sl
Service Type Senvice Stage Senvice Status Owner
patcpant =] Propasion [=] dmm— o 5] -~
Selection Status Selection Stage Placement Status Placement Progress
I L | L. . =
Service Ref. Perzon Ref. Main Organization
[— — anDisao rea Tearm @
English First Name English Last Name English Maiden Name State
Native First Name Native Last Name Native Maiden Name Zip Code

== ——ET T
"PARTICIPANT" WILL ALREADY BE CHOSEN, DROP DOWNS
FOR PROGRAM CODE (PROGRAM AND YEAR), SERVICE
STAGE (PREPARATION), STATUS (OPEN), AND MAIN ORG
(YOUR AFS TEAM). THEN CLICK "SEARCH."

If you have only one student, merely put his/her first and last name in the correct
boxes and hit “Search.”



THIS SCREEN WILL APPEAR

AFS Directory  AFS Galendar | AFS Global
Van Weelden, Floyd

[AFs-USA]
@AFS Connecting Lives, Sharing Cultures
Intercuttural
Programs:

Seftings  Sign out

Program Module Global Link Resources
e —

>

Search [USA]

Your I0C Program Code Partner I0C Responsible Org.

usa  [] sH12 i} =] Fs[x] u
ACtivity (USA] Service Type Senvice Stage Senvice Status Owner

paticpant[<] Preparaion [2] W ]

Selection Status Selection Stage Placement Status Placement Progress

W = =]

Senice Ref. Person Ref. Wain Organization

Massachusetis Bay Area Team
English First Name Englis| State

Select the top box to select all
students, then select "Assign
Selection" at the bottom.

Native First Name

Zip Code

Max Result
(50 [=]

Records Ff

r Nicole Parkhurst Female 11-13009 Preparation Open ShMscSH12 Pariner Guaranteed Massachuselis Bay Area Team
I~ FRA |Malia Erickson Female 11-05777 Preparation Open SMscSH12 Haost Family Assigned Massachusetts Bay Area Team
[T FRA Moe Clements Female 11-05292 Preparation Open ShscSH12 Hast Family Assigned Massachusetis Bay Area Team
™ mA  |Aexandra Asnes Female 11-10324 Preparation Open SMscSH1Z Hast Family Assigned Massachusetts Bay Area Team
" | JPN |Emily Franklin Female 11-03679 Preparation Open YPscSH12 Pariner Guaranteed Massachusefts Bay Area Team
r JPN Marina Frayre Female 11-12280 Preparation Open YPscSH12 Pariner Review Massachusetts Bay Area Team
r NZL  Carolina Clements Female 11-06018 Preparation Open SMscSH12 Host Family Assigned Massachusetts Bay Area Team
| assion selection
Dene @ Intemet | Protected Mode: Off v |w0% - .

e You can also assign individual students by checking the boxes by that student’s name

e Should a student be accepted after your activity was created, you can assign them individually
by following the directions above for entering one student at a time.

e THE STUDENTS ARE NOW ASSIGNED TO YOUR PDO...BUT HAVE NOT YET ATTENDED
e AFTER THE PDO HAS OCCURRED YOU NEED TO MARK THE ATTENDANCE OF YOUR STUDENTS.

e PULLYOUR ACTIVITY AS YOU DID WHEN YOU ASSIGNED YOUR STUDENTS TO THE
ACTIVITY.

e SCROLL DOWN UNTIL YOU REACH YOUR STUDENT LIST



Note: The supported file types are:
~ Image file (gif,jpg it bmp,png)

e e o Check the box indicated by the arrow. The
e students’names will be highlighted. If any did not
attend, uncheck their names and mark them later.
The "Attendance Update" will then appear in black
and you merely click on it to batch update all your
students.

Service Ref Selection Stage Main Organization Role |Has Received ID Card |Attended Date

Service Stage |Status |Program Code

r Zoe Gould 11-11042  Preparation  |Open SMscSH12  |Partner Guaranteed  AFS Area Team: Calum Edit
2| crc Talon Gerken 11-02058 Preparation  |Open YPscSH12  Parner Guaranteed  AFS Area Team: Colum. Edit
I~ ima Wichaela Eastham | 10-11947 Preparation  Open SMscSH12  |HostFamily Assigned AFS Area Team: Colum Edit
I~ JPN Rachel Cornish 11-13969 |Application Closed YPsc3H12  In Progress AFS Area Team: Colum. Edit
™ JPN Sarah Cummins 11-13323  Preparation Open YPsc3H12  Partner Guaranteed  AFS Area Team: Colum. Edit
I~ JPN Kailey Groat 11-13276  Preparation Open YPsc3H12  Partner Guaranteed  AFS Area Team: Colum. Edit
I~ JPN Melney Kemper 11-07888 | Preparation Open YPsc3H12  Partner Guaranteed  AFS Area Team: Colum. Edit
I~ JPN Tabitha Mueller 11-14028  Application Closed YPscSH12  InProgress AFS Area Team: Colum.. Edit
I~ JPN Elizabeth Weaver 11-01682 |Preparation Open YPscSH12  Pariner Review AFS Area Team: Colum.. Edit

A NEW SCREEN WILL APPEAR

AFS Directory  AFS Calendar | AFS Global

[AFS-USA] -
SBAFS Connacting Lives, Sharing Cultures Van Weelden, Foyd

Seftings  Sign out
Interutural
Programs: Program Module Global Link Resources

Activity (USA]

For Participat
W, | [
Has Received ID Card: | [ =]

From the Role at Activity choose
"attendee" and then choose your date
from the calendar. Click "Save." All
students you checked will be marked as
attendees!

€ Intemet | Protected Mode: Off 45 - ®|10% -

e WHEN YOU ARE FINISHED YOU MAY CLOSE OUT OF THE ACTIVITY.

e  THIS ENTRY WILL GIVE US VERIFICATION FOR COMPLIANCE PURPOSES.

e IFASTUDENT DID NOT ATTEND THE ORIGINAL PDO AND MADE IT UP LATER, GO BACK
IN AND PULL YOUR ACTIVITY



CLICK THE EDIT BUTTON TO THE RIGHT SIDE OF THE SCREEN AND WHEN THE
ATTENDANCE SCREEN APPEARS, PUT IN THE REQUIRED INFORMATION AS WE DID
WITH THE BATCH UPDATE. THIS TIME YOU WILL CHOOSE THE DATE THE STUDENT
ACTUALLY HAD THEIR ORIENTATION RATHER THAN THE ONE YOU ENTERED FOR THE
BATCH UPDATE.



