








Use the email on record with the HUB for username, the first time you will need to click “Forgot
Password”, you will then reset your password, it needs to have a capital, numbers and letters at least 8
in length. Your username for the Web Portal is the same as you would use on the HUB.
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After logging in, you can select one of four categories to go into. Inbound Students, Outbound Students,
Host Families and Directory and Library.
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S i This is a Current Inbound student. Notice the three ways to see
Ayi Effiom . , g
St Ifotmaten or view reports at the bottom of the student’s file:
. Submit Host Family Change Report
e . Submit Monthly Counselor Report
e e AT . View Most Recent Counselor Report
e Before the student arrived there was one more possible report:
b the Arrival Confirmation. This is how you report that your

Hose District

student has arrived. It should never be done until you see their
cheery smile off of the plane!

‘Counselor Home Phone: 763-473-5304

C lor E-mail: jikohl Lcom
/ | Assign Host Family to Student |
—
Arrival Confirmation
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1. Current, Future, Past Inbound Student

e Student Information

e Flight information

e Current Host family information

e Insurance Information

e Current Inbound: Assign or Submit Host Family Change Report (if your HF has not
been vetted they will not show up on the list of possible HFs If they have not been
approved, they will show up as being in -or Incomplete. Violation means
the student is soon to live with them (first HFs) or is living with them and this will
put us in jeopardy with the DOS.

e Inbound Student Monthly Counselor Reports

e View past Monthly Counselor Report

e Current, Future, Past Outbound Student
e Student Information
e State side family information
e Host Family
e Family Information
e Hosted Student link
e Home visit/ interview report
e Follow up (60 day) visit report

North Star Youth Exchange
YEO Portal

Host Families

= This is Host Family File. Notice the two reports on the
bottom:
Submit Host Family/ Visit Report
Submit Follow up Visit Report (60 day). The YEO will
receive a notice when this is due
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Each Club has a personalized dashboard with links to Students, Host Families and Volunteers they
are responsible for

1. Student information
2. Documentation

e Application

e Insurance information

e Guarantee forms

e Immunizations

e Passport

e Photo

e Special Notes/ Alerts

e Confidential information only viewable by a few

e Flight information

e Contracts/ Agreements

e Everything the DOS wants to know
Email and instant messaging capabilities
Document Library for all NS Volunteers
Capability for running reports
And MORE
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X Rotary Youth Exchange Administration Hub via JWS = | B s

Outbound Students - Future

B+ Lo Lo [elelalwl [o[xleluliolrlalals]r] \
Holman, Katelyn (Kate) F 201415 |5960 Indonesia [Northfield
[Taylor, Steven (Steve) M_|2014-15  |5960 Czech Republic _ |Northfieid
[Tiaden, Amelia (Milie) F 201415 |S960 Faroe islands [Northfield
|Weaver, Lia F 201415  |5960 Brazi [Northfield

To view a student’s file either double click on their name or click on their name and click ‘detail’ at the
bottom of the page.

The picture of the ‘key’ on the upper right tells you what each initial in the little block (some are green)

tells you what the initial means. If you forget a name and you remember a part or something about

them you can use the ‘funnel’ to do that search.

li'- Inbound Students - Current

X Rotary Youth Exchange Administration Hub via JWS | &

Inbound Student Options

lnbuundDetailT Host Families T Documents T Notes/Alerts T Travel Info T Processing

Lecaros, Marcelo (Chelo)
2014-15 Inbound from Peru

LastName(s) Lecaros Suffix
FirstName Marcelo Middle Name(s} Roy
Mickname Chelo Sex |M
E-mail Address | reynodelmar 31@hotmail.com
Date of Birth 01/31/1987
Country of Bith  Peru
USCellPhone 507 491 4282 |
Insurance Co. CISI

Arival Age: 17 yrs, 6 mos

Gity of Bith Arequipa

SEVIS D No. N0011589533
Policy# 14 NO106096A, Plan B

Country of Citizenship  Peruano
IDNo. 1359751

Natural Parents

Name |Juana Socorro Zegarra Barrios
Name  Jose Marcelino Lecaros Chavez
Host Information
District 5960 Rich Capp, YE Chair
DCnslr Dilley Vicki 5960

Club |Northfield
CCnslr |0'Neil Patrick 5360

Sponsor Information
Country Peru Pariner

District 4455 Club Rotary Club Ila

E-mail flordelmar 102@hotmail.com
E-mail flordelmarperufhotmail.com
Schools

Northfield High School

Status: Active

PERU D4455 ID No. 14038
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This is an Inbound student’s file. Explore the tabs to see what is there. You can upload documents on

the document’s page . Maybe you would like to upload an email from the student that is telling about a

trip, permission or special needs. First create a document with the email and then upload.



Once you know their cell number in country, please enter it under cell phone.

Notes/ Alerts.... you might want to leave a note that such as “she is feeling homesick, she is feeling
better, she is going to go to Tahiti over Christmas with her host family”. Leave notes that would be of

value to others or something that needs to be remembered.

The Travel Information is the page to put in their flights, in and out. The important thing here is to put
the ‘locator number’ as well as the other information. Make sure you are putting the Departure and

Return information under the correct tab.

X Rotary Youth Exchange Administration Hub via JWS
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Help

1nbeundDeta|IT Host Families T Documents T Notes/Alerts T Travel Info

Processing

Flight #1
Airine:
Depart
Artive

Fiight #2
Airine:
Depart
Artive

Flight #3
Ailine:

Lecaros, Marcelo (Chelo)

Arrival ltinerary

oL FlightNo. |150 | Defta
08/22/14  |01:20 M From: L
08/22/14  |09:18 AM Arport |ATL

DL FlightNo. 1230 Deita
08/22/14  |10:54 M From: [Ty

08/28/14  |12:33 M Aiport usp

Flight No.

Return Iltinerary

RecLocator: |ZYSIYL
Lima, Peru
Atlants, Georgia

RecLocator: |ZYSIYL
Atlarts, Georgia
Minneapolis/St. Paul, Minnesota

Rec Locator

Sending an email or text message right from a student’s file:

Click on Inbound Student Options and choose messages and then click if you want to send an email or

text. Generally you will want to select a Local email, the others are more templates. You can also send

a text message that you type right from your computer and if you like, you can select the date and time

you want it to go out (maybe you want to wake up a student for a particularly early departure). They

cannot reply to the email, but hopefully they have your cell number or you can include it in the text.
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Inbound Student Options

Inbound Detail

Host Families ] Documents

] Notes/Alerts ] Travel Info ] Processing

Lecaros. Marcelo (Chelo)
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Data Entry responsibilities:

1. Outbound Applicants

Outbound applicants link to the application:

2. Outbounds

When an applicant is accepted they become future Outbounds

Insurance information: Country Officer will upload

Flight information: The YEO, CC or CO should do this, whoever receives the data
first. Note: In the future, this will be automatically uploaded by travel agency
Cell phones in their host Country should be entered by the Country Officer

3. Inbounds

Initial information added by District Admin and a Welcome letter sent inviting them
to fill in their other information.

Additional data entered by the student: photos, addresses, phone numbers
Insurance information: Country Officer will upload

Guarantee Forms will be uploaded by the YEO or the Club Counselor, original kept
for safe keeping

Cell phone numbers should be added by the YEO or CC when the student gets their
phone. This should always be kept up to date as those using the HUB text
messaging need current information.

Flight information: The YEO, CC or CO should do this, whoever receives the data
first.

Student ID Cards. The first one will be generated by the District Admin office, the
second and third (to reflect new HF information) will be done by the YEO or CC.
Student move: Club Counselor should report via the Web Portal the move
Monthly report: Club Counselor and/ or the YEO, one from each is good too.

Once they have a cell phone, the YEO or CC should enter that number

4. Host Family

All of their information is entered at the time they submit their application
YEO or CC should make sure that their information is current during the year their
application is valid, especially emails and phone numbers

5. Volunteer

Each volunteer is responsible for keeping their data current, especially emails and
phone numbers

The YEO is overall responsible for seeing that their committee members are current
with their vetting, along with the ANS (Automatic Nagging System)






