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How to Email a PAF & Student Application to a School Official via Global Link

Click ‘Hosted Participant’ in the left hand search column.
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Type the student’s name into the ‘English First Name’ and ‘English Last Name’ fields & click ‘Search’.
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In the Record(s) Found, click the student’s ‘Placement’.
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At the top of the Service Case: Placement Detail, click ‘PAF/App Forms’.

Service Case : Placement Detail

[Pax Info.] [ResendPlacementinfo] [Bio Sheet] [PrintPlacementInfo] [History Lol [Send Status Change Email]
[Contact Log] [Print for Hosted Pax] [Student ID Card] [»] {Medical ID Card] (2} [PAF / App Forms]jHost Family Letter]

Select the student application forms you’d like to include in your email to the school official.
5a. If you click ‘Include preselected forms’ the email will include all student application forms
that can be shared with a school. Sometimes this can be a LOT.
5b. Recommended: If you click ‘l would like to select forms’ you'll have the option to choose
which forms are included in the email. In the pop up box that appears, check the checkboxes
next to the forms you wish to include & click ‘Choose’. *Note that the form names may vary for each
country/program.

5c. If you click ‘No’ the email will not include any student application forms. *This option can be used
to access the ‘PAF Sent Log’ OR to print only a PDF of the PAF. (Refer to the guide titled ‘How to Generate PDFs of a
PAF & Student Application via Global Link’) w
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How to Email a PAF & Student Application to a School Official via Global Link

6. Recommended:. You can download a PDF of the student application forms you selected in step 5 to know
exactly what is being sent to the school. , click ‘Download Application Form" at the top of the PAF screen.

*Note that hovering your mouse over ‘Download Application Form’ will show you the names of the application forms you’ve

selected.
& Download Application Form

& Download Application Form -Personal
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-Photo
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-Authorization

7. The Generate PAF Form will automatically include the student’s name, country, month & year of
graduation, and the years of enrollment. To add the Host Family Information, Local AFS Representative
Information, and/or High School Name, click the magnifying glass icon next to each, and follow steps 7a,
7b, and/or 7¢ accordingly.

Generate PAF Form

Student Information

vame (DD Country  Noway

Student’s date of ¢raduation in his’her home country Month June Vasr ona;
Host Family Information

Name E Phone

Address City State 2ip Code
Local AFS Representative Information

Address City State 2ip Code
School Information

High School Name E Enroliment 2015 B to 2818 B

7a. To add Host Family Information after clicking the magnifying glass icon, type the family name or
Service Ref. into the Family Search, and click ‘Search’. Then, in the resulting record(s), click the radio
button to the left of the family you want to select, and click ‘Selected Host Family’.

Famity Search
Legal First Hame( Native) Last Name( Native) Last Name( English)
[nrst last
Seivice Ref. Max Results
| £0 |

Program 10C Service Native English
R R T
@ 1 SMschNH15 USA | 15-02207 Williamsville NY
Selected Host Family
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7b. To add Local AFS Representative Information after clicking the magnifying glass icon, type the
representative’s name, & click ‘Search’. Then, in the resulting record(s), click the person’s name to

highlight them, & click ‘OK’

Select AFS Representative

10C Code[USA_|

Affiliation Type Affiliation Mame

[ =l ]
First Name LastName

[jennifer | — ]

Jennifer | Person Ref. 08-02275

I |- rinifer | Person Ref 14-27065

7c. To add the High School Name after clicking the magnifying glass icon, type the school name, and click
‘Filter’. In the resulting record(s), click the school name with the correct city and state to highlight it, and
click ‘OK’ *Note that the schools which do not have any Hosting Contact email are in red text.

Select School

Nams gbordesn—Jwacresun5) =] [l
-

Aberdeen Christian School-S (City: Aberdeen, State: SD)
Aberdeen High School (City: Aberdeen, State: ID)

| Aberdeen High School (City: Aberdeen, State: MD)
Aberdeen High School (City: Aberdeen, State: MS)

Aberdeen High School (City: Aberdeen, State: WA)

*Please note thatthe schools which do not have any Hosting
Contact email are in red text.

m Cancel

8. Optional: School officials receiving the emailed PAF are given the option to complete the PAF

electronically or they can download, print, fill in, and return it via the instructions at the bottom of the
form. If you want your contact information included at the bottom of the pdf version, you can edit this

section to direct the PAF Signer to send the completed form to you instead of the NY Office.

Contact Information

Bowee R][% 1 BB @ J[@ 5 E][B 7 s 5][a @]

Styles - §| Format

Please return this form to your local AFS volunteer or submit to AFS-USA via one of the following options:

120 Wall Street 4" Floor, New York, NY 10005

Fax: 646-937-6032 / Email: hostingpaperwork@afsusa.org
For assistance call 1-800-AFS-INFO

“Contact Information will display on report footer

9. Click ‘Send Email’ at the top or bottom of the screen to begin the emailing process. *Note that the

Department of State letter to school administrators will be included along with the PAF as required for compliance purposes.

&= Send Email



10.

11.

12.

How to Email a PAF & Student Application to a School Official via Global Link

In the pop up box, ‘Select School Official to receive email’, select one of four school contacts to receive

the email; Principal, School Hosting Contact, PAF Signer, or PAF Receiver. Click the radio button next to

the person you want to receive the email, & click ‘Choose’. *Note that red text indicates no email exists in Global
Link for a given contact. To edit school contacts in GL refer to ‘How to Add & Edit School Officials Names & Emails in Global

P
Link’. .
Select School Official to receive email:
(O Principal:

Jana Cervantes
jeervantes@scuc.txed.net

) School Hosting Contact:
Rubi Sanchez

rsanchez@scuc.txed.net

(O PAF Signer:
Jana Cervantes
joervantes@scuc.txed.net
() PAF Receiver: ¥

*Red text indicates no email

‘ Cancel ‘

An email template will be generated addressing the recipient by name, explaining the purpose of the
email, and will include a link to the student application forms you selected, a link for the recipient to
complete the PAF online, and a link to download a PDF version of the PAF form. At the end of the email
include your name and contact information.

AFS Email Composer

Send | Parameter Information | Cancel

From: |Sarah Radermacher < | sradermacher @  afsusaorg v >

Reply To: |Sarah Radermacher < |sradermacher @ |afsusa.org =[7
rsanchez@scuc.txed.net
sradermacher@afsusa.org
BCC

Subject: |Request for Approval of AFS Exchange Student Ana from Argentina

[ source [@ @B E @ Q by E B I § I, A-BO
™ B PR Styles ~ | Format - || Font =l Size - N = 8= g = n ] 99

Dear Rubi Sanchez,
Thank you for all you do to support your students and community!

We are writing to request approval for the placement of AFS international exchange student Ana from Argentina. AFS is required by
the Department of State to obtain a signed Placement Acceptance Form to confirm your intent to enroll this J1 visa public diplomacy
student upon their arrival. The signed form enables the host family to finalize the required screening to host and the student to secure
travel and visa arrangements.

We invite you to learn more about Ana using the link below so you can join the Sara Shannon family in preparing to welcome this
student to the U.S.

» Student Information: Click Here

a Wact Eamihs Infarmatinn: Cara Channnn Addrace: R4 Qaddla \fieta

Recommended: Before sending, you could add email recipients to the CC or BCC lines. Also, you could
edit the Subject and Body of the email, but BE CAREFUL not to delete the links. We personalizing the
introduction and re-formating the host family's address.

13. When you’re ready to send the email, click ‘Send’ at the top left-hand corner.

AFS Email Composer

| Parameter Information | Cancel
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ADDITIONAL INFORMATION

- The email recipient(s) will receive your email, which will automatically be stored in the student’s contact log.

Service Case : Placement Detail

[Pax Info]) [Resend PlacementInfo] [Bio Sheell [Print Placementinfo) iHistay Log] [Send Status Change Errjn‘I]

[Contact Log?] [Print for Hosted Paxj [Student 10 Card] (71 iMedical ID Card) 17 [PAF / App Ferms)

Host Fariy Letter]

Hosted Participant Contact Log : Contact Log

Host Participant Contact Log
Placoment info.

Create ContactLog

o.Ml | ContactMame | Contact Type | Coinct Subtype | Means of Contact |_ | Contact Status
| 1| ] Anderson, Jennifer Email Email [Test Email) Requesst for AFS exdiange sludent accepiance Completed Past 2512015

Remove Contact Log

- The online PAF & Student Application you sent to the school official will be stored in the ‘PAF Sent Log’.
Related Service:  14-04843 & Download Application Form & Reset Form & Print PAF Form & Send Email

Generate PAF Form

PAF Sent Log

No. | Sent Date | Sent Te(School) Sent By

Signed Date 1 Signed By |

- | | =

Online Form Signed?

1 ‘ 2015-02-05 05:42PN Aperdeen BICh School Anagersen, Jennter

N Back

- When the online PAF is signed and submitted by a school official, they’ll receive a thank you email from AFS and
a link to a PDF version of the electronically signed PAF (also logged in the student’s contact log).

Hosted Participant Contact Log : Contact Log

reeate Fan‘ae (e 9\* i o
[vo. I Contact ] ContactType | CoslactSublype | MesnsofComecl ______________________ublec] dac statwp  Cheact@d  cdotacifate  Fobowu pate |
1 Angerson Jenniter Email Email [Tes! Email] Thank yeu fos 8igning the +FS Placement Assepiance Ferm 7 Compittea Past 252015
2 Anderson Senaifer Email Emall [Test Emall] Requesi for AFS exctange 3bi6ant 3coeptanc: Compitted Past 252015
mE
- The Signed Date and Signed By fields in the ‘PAF Sent Log’ will be populated.
& Back
PAF Sent Log
No. Sent Date | Sent To(School) ' Sent By | Online Form Signed? | Signed Date l Signed By |
1 2015-02-05 05 42 PN | Aberdeen High SChoo! l Anderson, Jennifer I v | 2015-02-05 0653 PN 1 lilke OBrien | Open

- The name & email of the PAF Signer will automatically update in the School Description, along with the date the
most recent online PAF was signed.

PAF Signer: John King (john.king@argyleisd.com) Date Signed: |May 26, 2022 |E|

- Hosting Operations staff will review submitted online PAFs as they would an uploaded PAF, and accept or give
back the form accordingly.





