The District 5010 YE HUB

The 24 Hour Office

Definitions

HUB: http://yehub.net/W01.html The District 5010 HUB, also known as the 24 Hour
Office. The HUB stores information about our Volunteers, Host Families, Inbound Students and

Outbound Students (Current, Future and Past), along with Documentation pertinent to each of
these groups that keeps us safe and compliant with the US Department of State (DOS). The HUB
can only be accessed on a computer.

Web Portal: http://yehub.net/WO01-portal A more portable and smaller version of
the HUB. The web portal can be accessed on a cell phone, tablet and computer. Data is

available but not documents, except those in the HUB Library. Phone numbers, addresses,
insurance numbers are available on the web portal. The Portal also provides the ability to file
reports: Student Arrival report, Monthly Counselor reports, Student Move report, Host Family
Interview Report and 60 day report.

Vet: To fulfill requirements of Rl and (in the US) the Department of State: Application,
Background check and Department of State Certification and Reports from References (2 for
Host Family, 3 for a Volunteer). Someone who is not Fully Vetted , expect in special
circumstances, will only have access to the Web Portal, not the HUB. Vetting is done annually.

Volunteer application (VA): http://yehub.net/WO01-volapp The application
that a YEO, Country Officer, Club Counselor or any other Volunteer working with Youth
Exchange. This needs to be renewed annually.

Host Family application (HF) : http://yehub.net/W01-hfapp The application

that a Host Family fills out to be considered to host an inbound student. A Host family
application is valid for one year. Host families need to renew their application each year they

want to host again.

Department of State (DOS): The US Department of State regulates our program
and issues Visas to inbound students coming into our program. We must be compliant with the
DOS and we are audited annually for re-certification. Any time that we are not compliant we



run the risk of WESSEX not being recertified. We need everyone’s cooperation to fulfill this
obligation.

Reports to File by the Club Counselor or the YEO:

e Host Family In Home Visit/ Interview Report (Web Portal or
the HUB)

e Host Family Follow up Report (60 days after student has
moved in) (Web Portal or the HUB)

e Student Arrival Confirmation (Web Portal)

e Monthly Report (Web Portal or the HUB)

e Host Family Change Report (Web Portal or the HUB)

How to:

Vet the Volunteer (YEO, Club Counselor, Club or Committee member, Country Officer or District

Volunteer needing access to data)

1.

Go to http://yehub.net/W01-volapp
e You can email this link to Volunteers

e If you have already initiated a volunteer application it will send you a new link to finish the
application when you put in your email address that you registered with before. If you want
to change your email address, only do this after you have entered your application.

The Volunteer will need three references that will be automatically sent out to the references,

they will fill out a short questionnaire and then it is sent back to the District and approved by a

District Officer.

e The Volunteer applicant should email the references and ask them to be looking for an email
from Rotary, reassure them that it is legitimate and should be filled out right away.

At the same time that the reference checks are sent out the Volunteer is sent a link to do their

Background check. The link to the Background check is https://rotary5010.volunteerportal.net

The password is: Rotary5010

The Volunteer will also be sent a link to the Traincaster link for the DOS certification. If the
Volunteer does not know their log in information they can click “Forgot log in information” and
one will be emailed to them at the same email address that is registered with the HUB.

Once approved you will receive an email saying you are approved

If any of this is overdue, a reminder will be sent out repeatedly (ANS: Automated Nagging
System) Please respond to these prompts as soon after they are received.



Vet a Host Family: The HF application is valid for one year

1. Go to http://yehub.net/W01-hfapp
e You can email this link to potential host families

2. The HF will need to provide two references with email addresses. A short questionairre will be
automatically sent out to the references, who will complete it. Once complete, a notification
will be sent back to the appropriate District Officer who will review and approve the response.
e The HF should send an email to each of their references and ask them to be looking for an

email, reassure them that it is legitimate and should be filled out right away.

3. Atthe same time that the reference checks are sent out the Host Family members will be sent a
link to do their Background check.

e Anyone that lives in the home and is over 18 during the time of the Inbound students stay,
should fill out a Background check.

4. Once this is done the YEO will receive an email that says it is time to do the host family home
visit.

e After visiting with the Host Family and these topics are discussed, a report is filled out on

the Web Portal or the HUB under the HF file.

i. What is Rotary

ii. Role of the YEO, Club Counselor

iii. Responsibility to school work

iv. Who pays for what

v. Future events

vi. What to do in an emergency, if there are difficulties

vii. Explanation of Travelling Notebook

viii. Once approved you will receive an email saying the family has been approved

and you can share the application with them, leaving out the confidential school report.

5. If any of this is overdue, a reminder will be sent out repeatedly (ANS: Automated Nagging

System)

Web Portal, this can be on your cell phone, your tablet or your computer. On your phone or
tablet or computer...create a link to click to enter the web portal: http://yehub.net/W01-portal
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Rotary D5010 Youth Exchange
YEO Portal

Youth Exchange Officer Login

Your E-mail Address: [edpeeinik@gmail com
Your Password: [emesesssss Ci

Remember Me? ||
Login |

Eorgot Paseword




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.

Rotary D5010 Youth Exchange
YEO Portal

Youth Exchange Officer Menu

Inbound | Qutbound
| Students Students
Host Directory
Fami\ies | & Lib_r_a_ry |
Ly

After logging in, you can select one of four categories to go into. Inbound Students, Outbound Students,
Host Families and Directory and Library.

[ wwounse | ousaumas | Hoct ramiiec | _Dinsioryiibeary | Loa out |
Rotary D5020 Youth Exchange

YEO Portal
Inbound Students
e =
[E=tect e fature Inbcund sadeet ~]
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

5Ll t Moy Couresdor Report]

e Wost Recer: Counssior Aepan



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

‘Host Family [eformation
BarsFagher: Fom Carincn
Hase Mager: Comiym Lake
Addron: 501 Wimess Semm ]
Gty e, Tip: Meefsld 2125057
Hame Phame Na: 3074450654
Hast Fadher's Coll: 5078450064
BaseMasher's Co: 5074450604
Hant Faghr's E-mail: pompurssitshes Smml som.
Bast Maghers Eomadl: sohocise Gt com
BareFamdy Smm: Appmred
Discrice
D 5560
‘Hosted Stedenc
2014252 chsie Leme )
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YOUTH EXCHANGE.
[ inbounds | Outbounds | HostFamilies | _ Directory | Log Out |

North Star Youth Exchange
YEO Portal

Organizational Directory

Name Title/Position Dist| Phone || E-mail Address
[Anderson, Cheistine | [Conniry Officer Coortimator _|[5950 |[§12-2474977 |christine snderson 8 @ mail com
[Aaderson, Tean 5950 4 [jeananders25@hotmail com
[Baker, Pamela [Eo 5960 [[651-247.9594 [phoker@lakeclmobankcom |
[Bawden, MaryAn flasurance Officer 5960 [[612.850-1205 [mabaween@mecom |
[Briees. sy [Conatry Offier 960 [507456-0292 Jsvébriees @uotmsilcom
[Burkbart, Mare [E0 (950 |S07276.0437 |marc@burkbhartoom |

Capp, Rich 5960 ||612 8 Jrotary rich @email com
Coltins, James [Country Officer 960 (3792898705 Jcolins james @ gmail com

[Conter, Diane M Executive Secretary 1604 Jporthstaryeoffce @email com

[DeLuca, Melanie [Country Officer 5 |mcldcboBomailoon |
[Ditizy, vieki [YEO 2nd YEO Coorinator__][5960 |[507. 0 [northstaryeoc@emailcom |
[Ericison. Paul 960 |[651285-6744 |[peul Lerickson @lakeviewcore

[Estenson, Rick: [Vice Chais of Studen 2

[Frante, David [Coutey Officer

Gawrys, Rhianna [Comptiance Coordinat 297 [yedocuments Gomalcom |
Gerdin, A1 Responsible Officer 5950 584 [aleecdin@aiinet |
[Eatverson. Kama ARO 5960 5168 [northstartesponsibleofficerzmailcom ||

There is also a Directory for you to call the Chairperson, the Country Officer or whoever else you need to
get ahold of. This is at your fingertips on your phone or your tablet.

HUB, the big kahuna of information on our Students, Host Families and Volunteers

http://yehub.net/W01.html A new install of java script 7 must happen before you can open the

HUB on the computer. After this download there will be a link on your desktop, | suggest you also
have a link on your start up and tool bar. You only need to do this on your initial opening of the
HUB, not each time you log in.

Link on desktop, toolbar and start up.

Rotary D@MO Youth Exchange

Rotary Youth Exchange Administration Hub

Login ID: H

Password: | Foroot Password?

| Login | Cancel | ROTARY -

J = L=
YOUTH EXCHANGE
W | ADMINISTRATION HUB

Log in page. The Log in to the HUB is the same as the log in on the Web Portal. Use the email on

record with the HUB for username, the first time you will need to click “Forgot Password” if you do
not have the email welcoming you to the Web Portal that includes a temporary password. You will
then reset your password, it needs to have a capital, numbers and letters 8 in length.



Rotary D5010 Youth Exchange

YEO Information T Utiities [ Reference Files I Administration

)
Current Inbounds Current Qutbounds
Future Inbounds Future Outbounds
Past Inbounds Past Outbounds
Add New Inbound Add New Outbound

Outbound Applicants

Host Families Schools
Volunteers Clubs
Countries

RoTARY
L
1 1Y Exchange Partners
Jod 0| /
L |
|54 | It
[ At Exi
LU}

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

o v AW



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

[ Eat

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

Lo | o)

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.

= Rot

Youth Exchange Administration Hub via JWS

== §

Inbound Student Options

Inbound Detail

Host Families ] Documents

] Notes/Alerts ] Travel Info ] Processing

Lecaros. Marcelo (Chelo)

H B -



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)



Reports from the HUB:

e Link Inbound to Host Family
o Assign New Host Family: Go to students file, go to Host Family tab and click link on the
bottom

e  Monthly Counselor Report: Go to student’s file, go to Processing Tab, find link at the bottom.
The counselors report can be filed numerous times in a month. It is best to report something
‘minor’ before it becomes ‘major’.

e  Home interview Report of Host Family: Go to the Host Family file, go to Approval Process Tab
and at the bottom of the file is the link to the report.

= . Approval
Host Family Detail | Hested Students: 0 Documents Photos Notes/Alerts Branace
Anderson, Peter
HF Application Recd: pew/Dp/CCYY | Eval =] sy Date: MM/DD/CCYY
Reference #1 Recd MM/DD/CCYY | Eval I~] By Date: | MM/DD/CCYY
Reference #2 Recd: M/DD/CCYY | Eval [~] By Date: MM/DD/CCYY
Home Visitinteniew Report Recd: MM/DD/CCYY | Eval: [~] By Date: MM/DD/CCYY
Follow-up Visit Report Recd: MM/DD/CCYY | Eval [~] By Date: MM/DD/CCYY
Full Name Birth Date Big Chk Date |At Home? |Status Parent?
|Anderson, Peter | v Host Father |
Add Host Family Membet
Local Training MM/DD/CCYY
Host Family Status:  Incomplete
Submit Home Interview Report Submit Follow-up Visit Report ‘
14 [ Edit | Save [ Ext |

e Submit Follow-up Visit Report of Host Family: Go to the Host Family file, go to Approval Process
Tab and at the bottom of the file is the link to the report.

e If the Host Family attended any local training (District or by the Club leadership) put in the date
at the bottom left of this page

X Rotary Youth Exchange Administration Hub via JWS = | O
Host Family Options
= Approval
Host Family Detail | Hosted Students: 2 Documents Photos Notes/Alerts kg

Sivanich, Andrei & Wendy

HF Application Recd: 05/10/2014 Eval: |Aooroved ‘j By V. Dilley Date: 05/10/2014
Reference #1 Brian Morris and Cari Dwyer Recd 051072014 | Eval [Aooroved | -] By V. Dilley Date: 05/10/2014
Reference #2 Amy Boxrud Recd: 05/11/2014 Eva: [Averoved | | By V. Dilley Date: 05/11/2014
Home Visitintenview Report: Recd: 0572172014 Eval: |Aooroved \j By D. Confer Date: 05/22/2014
Follow-up Visit Report Recd m/oosecyy | Bval [ ] By Date: |MM/DD/CCYY
Full Name Bith DatelBka Chk Date | At Home? | Status Parent? i
Sivanich, Wendy Marie v /Approved |Host Mother |Uptoad Background Che...|
Swvanich, Andrei Michael 2 /Approved |Host Father
Sivanich, Katherine 2 Non-Parent [ Edit Host Family Member |
Sivanich, Margaret [ Non-Parent

Add Host Family Member

Local Training MM/DD/CCYY
Host Family Status:  Approved

Submit Home Interyiew Report Submit Follow-up Visit Report

557 [ Eai [ save | Exit




Submit Host Family Change Report:

Inbound Detail Host Families Documents T No

Lachmann, Benedikt
2014-15 Inbound from Germany

Start Datql Display Name Address

0873041 4}Kﬂth|een & Kevin Knoblach

Assign New Host Family
{opens in browser)

Further Instructions

Upload of Guarantee Forms

Completed Guarantee Forms need to be uploaded to the HUB, by the YEO (ideally) or anyone who has
access to the system. This should NOT be done through the Documents tab, but rather by clicking the
“Upload GF” button on the Processing tab. That button will open up a new subform that looks like this:

Upload Guarantee Form

Upload for: Fernando Crupl, 2014-15 Inbound from Italy

File fo Upioad. [ 2|

Comment (opt.) | 8
=
Host District: 6930
HOStClub: _ Select
School: _ Select
Preferred Arrival Alrport:_ Select

Second choice alrport (opl). _ Select
First Host Family: _ Select

Host Family not in list? Check this box if Family will be added later [~
Cancel Upload

In addition to browsing for the document on your desktop (or dragging and dropping it), this form will
ask that you provide the information that you have in front of you on that form — the host club, the
school, the preferred arrival airport(s), and the first host family. Each of those fields is to be selected
from the list displayed when you click the corresponding Select button.



Now, in some situations, it is possible that a family that has agreed to host your student may not yet
have completed their Host Family Application form. We would encourage you to have them do so
promptly, but they don’t need to be fully vetted when completely the GF. They do need to be fully
vetted before corresponding with the student, which is one of the things the student is most looking
forward to.

If you can’t find the host family on the list, that means they haven’t submitted their application yet.
Note that they will appear on the list as soon as they submit their application — it doesn’t wait for their
references, background checks, etc. So if you can’t find them on the list, then you can check the box on
the last line.

When you’ve completed this form and pointed it to the document on your desktop, click the Upload
button and all the information will transfer to the student’s record. An automatic notification can be
sent to the Country Officer, District Chair and District Inbound Vice-Chair.

How to create an ID Card

Go to the Utilities Tab, select Generate a Report and select Inbound and then select Student ID card.

Sample ID Card

}US State Department Program
Host: Rotary Club of Northfield, District 5960
LD Valid September 1, 2013 through August 15, 2014

»r

T
Lucas Coelho Assis do Carmo
Inbound Student from Brazil
SEVIS ID No. N0010287678
Date of Birth: May 30, 1996

Host Family: Janine Marie Surrat & William Nelson
12141 Gates Avenue

Northfield MN 55057
Phone: (C) 612 309 2314 (C) 612 309 2314

Medical Insurance provided by CISI, Policy #13 NO106096A, 1D #1135140

Accessing the Document Library: Go to the Utilities tab, go to Document Library.

You can view from here or you can email a document from here.

YEO Information | Utilities

Send E-mail Messages Document Library
Send Text Messages User Preferences
Generate a Report Record Subsets

Export Data to Table Export Documents




