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Working with School Data in Global Link 
 
Step 1: Select “Organization” from Global Link Menu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Specify Organization type of School 
 
 
 
 
 
 
 
 
 
 
Step 3: Choose how to filter to find what you wish 
 
You can filter on school name, zip code, state, Area Team, Chapter, etc. 
Here I am using a chapter name (note use of Max Results), then click on “Search” button 
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Step 4: Select the school you want from the list returned from the search: 
 
Note that the right hand side shows how many service cases are identified with the school – both 
sending and hosting) 

 
Step 5: Here is what a typical school record looks like.  In addition to information about the 
school (name, address, website, etc.), you can summarize other information about the school in 
the “Additional Detail” field (this is free form). 
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Also, note the buttons on the top of the screen.  The key ones for a school are: 

 Sent Pax – a list of the students sent on AFS programs 

 

 Hosted Pax – a list of the students previously hosted 

 

 Affiliated Persons – Contact information (teachers, etc.) 

 

 Contact log – where you can keep track of what contacts you have had and what the 
results were 
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 School Description 

The School Description screen is where much of the information that can be used for the Form E 
is located.  Here are some of the fields contained on this extensive screen: 
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Besides the obvious advantages of keeping all your school data in one central place where it can 
be accessed by all your Area Team/Chapter volunteers as well as the staff, here are some key 
uses for the school data: 

 Everything you need for the Form E is available (and the form will eventually go away as 
we use Global Link for the source of this data) 

 There is an automatic record of all hosting and sending information available – a good 
technique in writing the cover letter for a PAF is to reference students who have been 
hosted or gone on AFS programs in the past to show that AFS is an agency with a history 
of association with the school. 

 All the information about school deadlines, acceptance of graduates, etc. can be used to 
help guide placement decisions. 

 

What else can you do? 

 Check the list of schools assigned to your Area Team/Chapter (we used some rules to 
help clean up the data as it came from OPUS – the AT assignments should be correct, but 
the assignment to chapters is something that we need your help with). 

 Help clean up the data regarding school address, website, contact person, etc.  YOU are 
the ones who know your schools the best. 

 Populate the field on the School Description page.  Most of these are blank right now – 
but they are there for both your use and to help AFS to make better placement decisions 
in the future. 

 

Questions? 

 


