Accessing Host Family Leads in Global Link
1. Select “Service Case” in the left yellow column after logging into GL

[image: image1.png]



2. Select “Host Family” under Service Type, “2010 NH” under Program Code, “Inquiry” under Service Stage, and “Open” under Service Status and then click on search
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3. A list of all your Area Team Leads should come up. See example:
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To contact your host family lead:
4. Click on “Service Ref” number:
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5. Under Service Case Detail click on “Person Info”[image: image6.png]Service Case : Detail
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6. You can find all contact information for your lead in the person Detail.
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7. Enter a comment in the contact Log each time you contact the family, and/or attempt to, by clicking on the “Contact Log” tab on the Person Detail page.
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8. In the Contact log you can see all comments or emails for this Lead. To leave a comment Click on “Create Contact Log”
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9. Type your comments and click save:
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If the family decides to apply to host:

10.  Contact your Staff Hosting Coordinator to send out the Host Family Application and change the status from Lead to Host Family Applicant. 
If the family decides NOT to apply to host:

11.  Contact your Staff Hosting Coordinator to close the family’s service case.
AFS USA
Page 1

