Online Registration
UNIT GUIDEBOOK

2017



Online Registration Unit Preparation Checklist

Page
ONLINE REGISTRATION OVERVIEW ......coovuiiiiiieeieitieeeeeie e eettee e ettt seeetteseeettasessssnsessssnseees 2
[l What does the registration t00] dO? .......uueeeeiiiiiiiiiiieeee e e eeees 2
[1 How can the system help MeE FECIUIT? ..ovviieeeiiiiiieeeeeee ettt eeeaae e s eeanaaes 3
UPDATE YOUR MY.SCOUTING TOOLS PROFILE .......ccouoviieiiieieeiiieeeeeiie et eeetie e eeain s ee s 4
Step should be completed by the Chartered Organization Representative (CR),
unit Committee Chair, and unit leader (Cubmaster, Scoutmaster, Coach, Crew
Advisor, Skipper, Post Advisor)
SET UP OR UPDATE YOUR UNIT’S BEASCOUT PIN ..ooutiiiiiniiiiiieeeeeiiee et eeetteeseeveneseeenananeees 5
ADD Membership@scouting.org TO YOUR EMAIL SAFE SENDER LIST TO RECEIVE
INVITATION AND APPLICATION UPDATES.
CONFIGURING THE SYSTEM FOR YOUR UNIT
I o] o} i = {1 =Y d o] 0 W] 01 1L o] o Ly 8
[ Setting yoUr UNit’'s CONTIGUIATIONS....cuvuueiiiiiiieeeiitiie ettt e et e ettt e e eeareeeesannesesananes 9
INVITATION MANAGER
[1 Key unit roles and actions in INVitation Manager.......ceeeevveieeeeviieeeeeeeeeeeeeeneennes 12
[] Assigning Registration Inquiry FUNCEION ROIES.....uvviiveeiiiiiiieeeeiieeeeeeee e eeeann 12
(] USINE INVItation IMaANAEEI cuuuivveiieiiiiie ettt et e et e et e e e era e e st eesnsernneas 13
[ UsSing URL’S aNd QR COUBS ..oetvvrruiiieeeeeiiiitiiieee e eeeeetevaieeeeeeeeeeerssaanesseeeesssssannnes 17
[ Adding 1€ads MaNUAIIY ....ceeeeeeeeeeeeee ettt e et e e e et e e e eaaaesaeenas 17
I =1 AT ¥4 Tot 4 oY a T Yo T == T KPR 18
[ InVitation Manager REP OIS ...uuiieeiiei et e e e e e e eraaas 20
APPLICATION MANAGER
[1 Key unit roles and actions in Application Manager ......c.oeuueeeveeieieeeeiiiieneeiiieneeennn 21
[ USING APPlICAtION IMANAEEI cccittueteeee ettt e et ettt e e e e eeeeerasreesseeeseeernneeeees 22
[l Understanding payment OPTIONS ....oeeviiiiveieeeee ettt e e 26
[1 Processing YOUTh apPliCatiONS c.vueueviiieieeieiiiee ettt et e et b e e eeaeseeeanesesenns 28
[1 Processing adult/adult participant applications.......ccovvvviiiiiiiiiiii 35
[ ApPPlication Manager REPOIES .uvuuueeeeeeeeiieeiiiieeeeeeeeeteriieeeeeeeeeeersaneeseeeeseessanees 43
I \\Fo o1 T or= 1 {Te] o TR 45

PAGE 1


mailto:Membership@scouting.org

ONLINE REGISTRATION OVERVIEW

The online registration system is designed to make it easy for families to join Scouting. They can find a
unit, if they do not already have one in mind, or apply to the unit of their choice. The system walks
them through the entire application and payment process. If there is an application or lead to be
processed, the unit Key 3 will receive a notification in their My.Scouting inbox once a day letting them
know they have actions to take.

WHAT DOES THE REGISTRATION TOOL DO?

There are three parts to the tool:

1. Invitation Manager:

0 Collects information from potential new Scouts for your unit from BeAScout;

0 Helps you manage leads from joining nights and from individual referrals; and

0 Allows you to send invitations directly to interested families with a link to the
application that is specific to your unit.

2. Digital Application:*

O Electronic application that collects all of the data needed to register in a unit;

0 Allows the applicant (if over 18) or the applicant’s parent to provide a digital signature;
and

O Includes an online credit card payment option or a cash/check option.

3. The Application Manager:

0 Collects completed applications from new youth and adults;*

0 Allows the unit leader/Key 3 to review the youth application and either accept the
application with an electronic signature or send the application to the district so that
they can place the youth in a different unit;

0 Allows the Committee Chair to review the adult application and make recommendations
for adult positions; and

0 Allows the Chartered Organization Representative (CR) to review and accept or reject
the application with their electronic signature, or refer the application to the district for
placement in a different unit.

* Youth and adults who use this system should be new to Scouting or be currently
registered in a unit and applying to multiple in a different unit than the one in which they
are currently registered. This system is not designed to register non-paying adult
positions, position changes in the same unit, or youth or adult renewals.

Both the Invitation Manager and Application Manager are accessed through your My.Scouting
account.
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HOW CAN ONLINE REGISTRATION HELP ME RECRUIT?

Your unit committee, leaders, parents and youth in your unit are the best “sales force” for Scouting.
They know the program that the unit provides and they know other parents and youth who are not in
Scouting. However, research shows that these groups often don’t encourage others to join because
they don’t know how, don’t have the time, are afraid to ask, or don’t think about it.

The Invitation Manager tool can help overcome some of these obstacles.

e Ask parents and youth in your unit to talk with others and hand out cards or flyers with your
units QR code or URL to the online application (how to on page 14),

e Have parents or youth give you the names and email addresses of friends that they think would
be interested in Scouting, input them in the Invitation Manager and send them an invitation to
join. (Make sure that the invitation for anyone under 18 is sent to the parent’s or guardian’s
email address as the parent or guardian is required to register youth under 18 years of age.)

Invitation manager is also connected to BeAScout, an online tool that parents can use to find a unit in
their area. So, families who want to join Scouting can also find your unit there to send in requests for
more information or apply directly and complete an application and pay online so that it is ready for
you to accept.

You can also use the electronic application at joining nights if you have internet access:

e Loginto your My.Scouting account.

e Open Invitation Manager and select +New Leads.

e As prospective members arrive, have them input their email address and other required
information into the Invitation Manager new leads form.

e Select all of the entries that have been input at the joining event and send everyone a link to
your unit’s online application before you begin your short presentation.

e Parents can fill the form out using their smartphone and pay their registration fee by credit card
(if the unit has turned on that setting) or by check or cash before they leave the joining night.

e The Cubmaster, Committee Chair, or Chartered Organization Representative can open the
Application Manager and accept the new youth as applications come in.

e The Chartered Organization Representative can also accept or reject new adult applications
that night.

e The system will automatically send the family a welcome email upon your acceptance of their
paid application. And, if the unit has selected to automatically send a message, the unit
message will also be sent to the family within 24 hours.
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UPDATING YOUR MY.SCOUTING TOOLS PROFILE

Updating your My.Scouting profile is an essential step to ensuring that you receive the notifications
from Invitation Manager or Application Manager showing what actions you have to take.

my Scouting wn @

Step 1. Go to my.scouting.org and log in. :

2017

NATIONAL
- - JAMBOREE
If you do not have an account you T
can create by selecting “Create us s e e e s &g—?‘gggﬁ%ﬁ&m  AETENOWAT
Account” and inputing the required T :
information.

my Scouting

Step 2. Select Menu to get a drop down menu.

S:or:r:ifsioner Tools and Exploring Units ) lEARN EH"[“ y

Step 3: Select My Dashboard in the dropdown menu. ) Mo

| %

' My Dashboard

.mmm o

@ My Apgikcation (0]

~ My Recent Tools

Step 4. System defaults to My | S myScouting

Training. Click the pancake symbol 7 e s s e

next to My Training.

n Tremin oo s baiou. New Iescsvsmalsqlmﬂmwksv uth Protaction Trsining wihin 30 deys of ragistsang and befors wonntesr
ivngs, seloct he Training Genfer i To wicw and fake FaINngs SPEciNe 10 Your pasinen, Sclect the: Requiemants

Step 5: Select My Profile from the dropdown men & wy Dashboard
My Trainin
You will see your profile information details. Make [Mywn:g g
sure your address, phone number, email address and O
My Profile

other information is correct. Be sure to save any

My Account >
changes you make.

Step 6. To change your password and/or update security questions, @® Wy pashvoard

click the pancake symbol and select My
My Training _
Account from the dropdown menu. Mmmmg
My Profile >
< @Acmuni)
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SETTING UP YOUR UNITS BEASCOUT PIN

BeAScout is an online site that prospective members can use to find a unit near them. To prepare for
your My.Scouting Tools Online Registration go-live, please verify that your BeAScout pin is turned on
and that the contact information is current and displays the information you want shown for your unit.

my Scouting son @

Welcome to Boy Scouts of America myScouting Tools

2017
NATIONAL
JAMBOREE

Step 1: Log in to your My.Scouting
account. - my.scouting.org

my Scouting
s en
'm Dashboard
@ oo

My Appiication (0}

Step 2: Go to BeAScout too

»moved and now available under Legacy Web Tools after selecting the
snfusion on where to go o find the tools you need. Additionally, you no
cations in my.Scouting Tools. New you have one access for all your

e Select Menu

> My Recent Tools

v Legacy Web Tools

¥ BeAScout Membershia Appication Status

nage Member ID. Manage Member |D allows you the ability to add
manage primary settings. Changing primary setings requires you to log

e Select Legacy Web Tools\
e Select BeAScout

»
— Tools is the place to go for all your needs!

1d Exploring Units

<
** Bost Practices Portal

ol 1 traditional and exploring units. In early 2017, Commissioner Tools will
* Internet Advancement listricts to assign and enter contacts fof traditional and exploring units,
3sioner Service Team is working with volunteers and professionals from
ools that will help voluntesrs serve exploring units more effectively as we
Ve will communicate to

¥ internet Rechartering as new tools and

k-4 Journey to Excellence Resources.

ific Training Released

' manage Member 1D

@BOY SCOUTS OF AMERICA.

Unit Pin Manageme)

Step 3: Update your Unit Information

A. Select the Unit Pin Management
tab to enter information you want
a prospective Scouting family to
see when they select your unit’s
pin on the BeAScout map.

Unit Lead Management

Unit Pin Management

&Unit Description )

TroopT Bacio Crucn .

Unit Logo

e @ @

New to Scouting?
Click Here To Take Training

BSA LEARN CENTER

CLICK HERE T0 ACCESS POSITION SPECIFIC TRAINING

EXPLORING®

CLICK HERE T ACCESS EXPLORING TRAINING

=

Membership Application Management

L. . . g Unit Pin Mode Pin Status Apply Status y Uplcad Remove
B. If your unit is not listed in the Unit [macke = - b,
Description box, use the drop Brinary Contact Information Ui Meeting Addvess
. Primary Contact Person : —Select— Address 1 : 5113 Brown Rd
down menu to select your unit. F— paess 2
. . Last Name : City : Monroe
C. Change your Unit Pin Mode to Emai: sate Lousians
. ) . Phone Number : ZIP Code : 71202
Unit so that applications or Latiuce:
Longitude:

requests for information will
come directly to your unit Invitation Manager or Application Manager.
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L- D. Change your Pin Status to Active so that
your unit location shows on BeAScout.

E. Set your Apply Status to Active so that
the “Apply Now” button displays on your

@‘ BOY SCOUTS OF AMERICA,

Unit Pin Management

Unit Lead Management Membership Azgucation Management

Uit Descaption
Troop 0069 Pieasant Green Baplist Church

: o units BeAScout pin.
. R4 — F. Enter your unit’s web address in the

] e : Unit Web Site box.
- G. Add your units Primary Contact
T T information — this will be the person that
wongruse: interested families will contact if they
need more information. Be aware that
this information will be visible when

someone clicks on your unit’s pin. It is

Last Name :
E-mail : Flease enter Emal sodress
Phone Number :

recommended that you include an email
address. The telephone number is
optional and will only show if you select
to display it.

H. Check your unit meeting address and correct if
needed. It will default to your Chartered @I BOY SCOUTS OF AMERICA.

O rga ni Zatlo n a d d ress. \ Unit Pin Management Unit Lead Management Membership Application Management
e We recommend listing the address Uk Pin Mansgemens

where the unit meetings take place.
I. Add additional information — frequently asked
guestions can be addressed here such as what

Apply Status N‘ _‘ oicad B

Counci inactive

Altemate Unit Description

Brimary Conmtact Informarion

day and time the unit usually meets. This field is . o

2P code 71202

optional but can help parents determine if your

. . iternate Cor Warion Additional Unit Information
unit meets their needs before they apply. e e (wm —_— >
0 For Packs you may list your den meeting S, e T
info, such as days and times —remember e

Unit Meeting Address A Troop 0069 Pleasant Green Baptist Church

new parents who have never been in g Do o —

i for more
Agamonal Unit

Scouting may be unfamiliar with our .
program. So, including things like “Tigers e -~
meet on Monday” will not be helpful, '
instead say “1st graders meet Monday”.

e For Troops, Teams, Crews, or Ships —you may want to
list any specialty areas of interest your unit does such as
a Troop that focuses on hiking, or a Crew that focuses on
scuba, or a Ship that focuses on sailing small crafts,
things that will help people decide if it is the right unit
for them.
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J. Select the fields to display on the unit
pin. Click on the boxes next to the fields
that you wish to display. The fields will
show in the Unit Pin Preview to the right.
Once you have the pin showing the
information you want save your work.

SAVE ALL CHANGES —you should get a
message showing that your changes were

successfully saved.  :

@‘ BOY SCOUTS OF AMERICA.,

Unit Pin Management Unit Lead Management

Counch
Altemate Unit Description

Inactive
Uni Web Site

inactve

Primary Contact Informanion

imary Contact Parson ~Select-

Unit Meeting Address

Phone Number

(

Unit Pin Management
Unit Description (Uit Logo-
Troop 0063 Pleasant Green Baptist Church A
une Pin Mode Pin Status Apply Statug.

Membership Application Management

Limr Meering Address

Adaress 1: 5113 Brown Ra
Address 2

city : Monme

state : LOWISIANA
2P Coce 71202
Lattude:

Longimuce:

Bref Descrphon  Limit of 140 Characters only

140 Characters lent

Troop 0069 Pleasant Green Baptist Church

Contact
for more
imformation
318-325-4634
PO Box 2405
Monroe, LA 74207

< Save > Gancet
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CONFIGURING THE ONLINE REGISTRATION SYSTEM

Before your unit starts using the online registration system, there are some configuration decisions
that the unit must make. The Chartered Organization Representative, or the Committee Chair or their
designee has access to make changes through the Organization Manager tool in My.Scouting.

CONFIGURATION OPTIONS

Configurations that your unit can make include:

e Payment options — credit and cash (Your council can choose to override this configuration and
require cash only or credit cards only. If the council has selected to override this configuration
you will not see the drop down box in your configuration options.)

e Committee Chair recommendation for adult positions — the Chartered Organization
Representative (CR) is the only person in the unit who is authorized to assign positions and
accept adults in accordance with the BSA Bylaws. This configuration allows the Committee
Chair to recommend the adult positions to the CR for approval. If this option is set to “CC and
COR Required” the CC will need to assign the adult positions before the application is available
for the COR to accept.

e Adult application availability — this configuration allows the unit to turn on or off the
availability of the adult application online. The youth application will always be available
through the system. Your council can choose to override this option, if so you will not see the
drop down box in your configuration options.

e Unit Fee Message — only the national registration fee and Boys’ Life subscription fee is collected
through the online payment system. This configuration allows units to inform applicants that
the unit has an activity fee, the amount of the fee, and a message about what the fee covers.
This message will be sent on the invitation when sent through Invitation Manger.

e Automated Welcome Email — the system is configured to send out a welcome email from the
BSA National Service Center with a message from the Chief Scout Executive when a youth or
adult is accepted by the unit. This configuration sends an automated welcome message from
the unit the day after the Chief’s welcome message is sent. There is a place for you to add the
message that you would like to send to the new families.
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SETTING YOUR UNIT’S CONFIGURATIONS

Step 1: While logged in to your / myScouting i @ @
My.Scouting account, select Menu e

at the top left hand side of your @ susone ols and Exploring Units New to Scouting?

Click Here To Take Training

screen. @i e @ intly serving tradibonal and exploring units. In aarly 2017, Commissionar Tools will
ncils and districts 1o assign and enter contacts for radiional and exploning units,
ewlw-ﬂh o nal Commissioner Senics Team i working with voluntears and professionals from

0 develop tools that will help volumeers serve exploring unis more effectively as we
» all units. We wil communicate to commissioners as new tools and resources

> My Recent Tools

o et oS (5] [EARN CENTER
co nflgu ring. o___, et I Rl astion mpectLc i e CLICK HERE 0 AECESS PRSITIDN SPELIFI TRAINING

wf in three pans, or leameng plans. Each leaming plan is designed for the spacific

Step 2: From the drop down menu — pecific Training Released
select the unit you will be O‘mmm Ing content thay ed whven they nesd it s e purpess of the niw BSA

taken bafore the first meeting, within the first 30 days, and within 90 days. The
Iviation Manager wing volunteers i complete their trainng at their own pace
J Drashboard, My Traming, o1, click the Position Specific Training image on the nght
M ST Haports Tekolog, Ei v

Step 3: Select Organization @

Manager \ R

. Organization Manager my.scouting Wsicome Dick Bishop y .

Organization Details

Step 4: Select the Settings tab.

* 0144 (Flora Rotary International)

FLORA ROTARY INTERNATIONAL Chartered Organization @
Effective Date 0110112016
Expiration Dats 1203112016
Executive Officer (IH) Dick N Bishop
Chartered Organization Rep. (CR) Dick N Bishep
(@ clhanks@scouting.org [/}
@ o
‘o &
L{] (]
L -]

Social Media Guidelines
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Step 5: Set configurations: @ organizaten Manager my Scouting e ]

Payment options: Select
the payment option your
unit wishes to use from the
drop down list. (If this is
not available the council B

. Membership Application Approv: Accept Cash/Check only
has SeIeCted to Overrlde Ploase selsctwnohastnaammymaccapt{approva}applmanonsfnryt&\'.q“f"?ﬂ??ﬂgcfldcas !

. . . |apphss only to adult applications. ’

this configuration). Default
is “Accept cash/checks
only.”

| organization Name Traop0iad. |
* 0144 (Flora Rotary International)

Credit Card Opt-In

nfigure your unit's credit card settings for membership and Boys' Life fees.

/ CC and CashiChecK |

. Organization Manager my_scouting Viicome Dk Bishop @ .

Organization Name Troop 0144
* 0144 (Flora Rotary International)

Credit Card Opt-In

Please configure your unit's credit card settings for membership and Boys' Life fees.

CC Recommendation: Select
whether you want the CCt
recommend adult positions.
Default is CR only.

Payment Options |Accept both CC and -

Membership Application Approval

Please salect who has the ability to accapt (approve) applications for your unit. Please note, this
applies only to adull applications,

Who Accepls Appications

COR only required -

COR only required

i{:and COR required L
oW EuuI appIcay

Allow or Di tobe

Adult Application Availability: @ ornztonmanager - myScouting weeecaons @P @
If you want to turn off adult

WNo Accepts Applications. |COR only required -

application availability change s ous s roey memaions ( o ‘@
that setting. (If this is not — —

available the council has [——

elected to configure this — _— Tm )
option for all units.) Default is e
to accept adult applications.

= View~ Format~ Table~ Tooks >

* Fomas- B J E ¥ E B |E-E-F 8 &£ B

Feas are used to purchase Scout Advancement Recognition.

P

Unit Fee Message: If you

would like to display a B = &
message about additional unit

fees, select opt in and type in

the fee amount and a message

about what the fee covers.

Default is opt-out.
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@ organization Manager my_scouting Viicams Dik Bishap 9 .

_ “ o Fomase B [ (E E B B - |5 1

il
lil
%
2]

e Automated Welcome of 014 Flora Rotary bterations)
Email: If you would like an
automated welcome email
from your unit to be sent
upon acceptance of an
application select opt-in
and type your message in
the space provided. Opt-

out is the default. e ()

Step 6: Select Commit to save all of
your settings.

Fees are used to purchase Scout Advancement Recognition, ‘

ile = Edit v

Insert~  View= Format~ Table ~  Toals v

h o |Fomas~ |B J [E & 5 8

We are exted to have your isin our traop which meets at Flars
mest every other Manday night at Tpm. We are looking forward

Example of Automated Welcome Email:

H % 0 + 4 & = Welcome To Troop 0144 Flors Rotary Internatic
FILE MESSAGE ADOBE POF

Thu 12/15/2016 8:00 AM

Membership@scouting.org

Welcome To Troop 0144 Flora Rotary International!

Detete (5 years) Expire

*Tﬂxvp 0144 Flora Rotary Intemational
Dear Peter Weller,

Thank you for joining Troop 0144 chartered by Flora Rotary Intemmational.

As the voluntess leaders of Troop 0144, we wanted to take a moment to welcome you to our Troop. If vou need assistance or ase unsure of what vour next s
We are excited to have vour join our troop which meets st Flora Rotary Intemational, 1235 Walsut Hill Road. Just a reminder we meet every other Manday

We look forward to having vou join us on the Scouting trail

Yours in Scouting,

Aaron Dean Goodman Dick N Bishop Gregory
Seoutmaster Chartered Organization Rep. Carnm
registrationtools @scouting, org clhanks@scouting org clhanks.
(574) 686 - 3124 (574) 967 - 3962 (765 20
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INVITATION MANAGER

KEY UNIT ROLES AND ACTIONS IN INVITATION MANAGER

The following unit positions have full access to the Invitation Manager Dashboard on My.Scouting
where they can add leads, manage inquiries from prospective Scouts, and send joining invitations:

e Chartered organization representative (CR)*

e Committee chair (CC)*

e Unit leader (Cubmaster, Scoutmaster, Crew Advisor, Skipper, Coach)*
e Institutional Head/Chartered Organization Executive Officer (IH)

e Unit membership chair

* = Members of the Unit Key 3

The Unit Key 3 can assign a “Registration Inquiry” functional role to other unit volunteers who need
read only access to view lead status and submitted requests.

ASSIGNING REGISTRATION INQUIRY FUNCTIONAL ROLES

If your unit has a membership chair or other adults who are helping manage unit recruitment and who
needs read only access to view leads and submitted requests in Invitation Manager and Application
Manger you can assign them a functional role of “Registration Inquiry” in the system.

Step 1: While logged in to your i my Scouting —
My.Scouting account, select Menu e
at the top left hand side of your @ susone ols and Exploring Units

screen. ® e L ity sarving tradibonal and explorng units. In early 2017, Commissioner Tools will
ncils and districts 1o assign and enter contacts for iradiional and exploning units,
ewlw-ﬂh o nal Commissioner Service Team i working with volunteers and professionals from
0 develop tools that will help volumeers serve explonng unis mone effectively as we
» all units. We wil communicate to commissioners as new tools and resources

» My Recent Tools

pecific Training Released

Step 2: From the drop down menu/

Anscuncements

select the unit to which you want O B ettt 1
. . h a5 selecting youth officers, buikling a crew budget and snnual program planning, EEA I_ERHH EEHTER
to add this functional role. [, - 10815 10 Complets position speciic raning online UK HERE 10 ACCESS PSITION SPECIF TRAMING
wf in three pans, or leameng plans. Each leaming plan is dasigned for the spacific
c taken bafors the first maeting, within the first 30 days, snd within 90 days. The :
‘:p G Dashboard, My Traming, or, click the Pasition Specific Trainng image on the right SEASLRUTING 2 ]
Step 3: Select Organization [ —

Security Manager. \ .- YR
.Wﬂlmﬂlw
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@ organization Security Manager my Scouting —— )

|
* Troop 0144 .

EFFECTIVE CATE
31,2015

Step 4: Select Registration Inquiry.

EXPIATION DATE
Jec 10, 2017

ization Detalls  Roster

Key 3 Members Functonal Pasitions (i}

Chartered Organization Rep. CickM Bishop  JTE Finish Line Report

Committes Chairman Qragory ter Koy 3Delsoas
Scoutmaster Aaron Dean Gmmn
Unit Membership Chairman
Unit Training Chair
“Yeuth Protecsion Champlon
Step 5: Select the plus sign to ) iy sonuly Vatean my Scouting e @ @
select the registered adult. |
* Troop 0144
El

Dec 31,2015

Organization Details  Roster

Key 3 Members Registration Inquiry

Chartared Organizstion Rep. DickN Bishep ~ POSibon information

Mo Persons in Position

Committes Chairman Gregory Dean Miller

Scoutmaster Azron Dean Goodman

Step 6: Select the person from the
drop down menu. Only adults
registered in your unit will show.

w
Person
Effective Date
/EWM.DD"
=3

e You can set effective and
expire dates for this role.

Default is the unit effective and
expire date.

USING INVITATION MANAGER

myScouting

Welcome to Boy Scouts of America myScouting Tools

NATIONAL
JAMBOREE

-
EXPERIENCE THE
BEST OF SCOUTING!

Step 7: Save. It will take 24 hours before the person
assigned shows as a delegate in that position.

OVERVIEW

To view and act on an inquiry that has been
submitted to your unit, you'll want to log in to
my.scouting.org .
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i P —
. < =
(w e myScouting
,éﬂ,,_ Empowering you to deliver the Scouting program.
[ T «ols and Exploring Units New 1o Scouting?
Click Here To Take Trainino.
.n-m. L= ] B —_
i g pling unes. In vty 017 Touks, will

NG and SSINCES 10 85590 0 e COMACES Tr adtonal and ionng Lrds.

B-rm-mm il Commissianer Service Team H workif wilh voluntesrs and proféssiongly

o Bevalop tooks that wil help vORIIGers sarve o

NG Lrvts o
308 unas. Wi wil St

3 My Recant Tads

3 Ligacy Web Tooks

< v It g odeific Training Released
(®) s o o Yol i o o 1 S
i e youth s, e gt BSA LEARN CENTER
ew I Y et i, A ok " CLICK RERE T ACCESS POSITIIN SPECIFIC TRAK

i Beoe parts, o RamgapeBBeg. Eoch leaming plan i designed Tof e Specic
Wit the first 30 dirys, and within 50 days. The

e iflifeeting
s g wing ol o complete fhair trainng at thes own pace
— ard, My Training. o, click the Positon Speciic Truiesng mage on the right

[ —

= Invitation Managar

my Scouting

prm— R )

-
@ Pack 0228 Hosiey

HEW LEADS GPENED LEADS

e

My Actions | By Stalm By Sowce
Lisnds

(] -

Barney Fife & oare -
CLALDH HAKIGICOUTME RS (321} 3310310 omwest (114
. Howard Sprague o >
SLsu s REOUTIE SAS (359 373350 PR

Helen Crump & o 5
SLACR ARG ICOVTING.ERS (B 1B 080 ot |y
. June Cleaver Gums
LSl AL OIS SRS Akl kst e
. Aunt Bea Tayler &z s
Laie sl oIz AT (R e e : |

Step 1: Select Menu in the upper left corner.
Step 2: Select your unit.

Step 3: Select Invitation Manager from the drop
down list.

A

The top section of the dashboard provides a quick
status overview of the number of leads/requests

submitted over the last 60 days that are either:
‘_
e New —the lead originated in BeAScout and
nobody in the unit has opened this record;
e Opened —someone in the unit has opened

the lead or has entered the lead manually,
but no invitation has been sent.

The pie chart may be empty (or white) when you
first access this tool, but in this example we’ll
identify what each colored section means.

Individual Lead:

)/

1

: Other: 1 ‘

s\ &

ACTIVE LEADS BY SOURCE

Joining Night: 2

Be a Scout: 1 |

The colors in the pie chart correspond to the colored
circle next to the person’s name in the My Actions tab.
Hovering over each color displays the number of active
requests in that category.

e Blue =requests submitted through BeAScout.

° = manually entered from joining night.

e Orange = manually entered from an individual
referral.

e Gray = manually entered from a source other

than those listed above.
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15 vitation Manager

my Scouting

'i‘ Trocp D144

NEW LEADS

Leods

e s
@ i wetler
S s dee

Mary Donovan

oomOuNGaL CoM8 (W BE

EX T

o
vt (G

o >
Rl o+ |

o obas >
e ]

* Treop 0144
s

Search All

New

Opened

Pending Reassignment

Invitation Sent

Completed

Closed

my Scouting

.
.
dy Acrond | Dy Stetus | BY soures

Q) myiation Manager

* Troop 0144

HEW LEADS

Search All

Be a Scout

Joining Night

Individual Lead

Othver

myScouting

The Invitation Manager defaults to the My

| _——Actions tab.

e Only New and Opened requests appear
on this tab.

e Those awaiting action the longest will
appear at the top.

The By Status tab displays the number of requests
that fall under the following statuses:

e New - request from BeAScout that has
not been opened.

e  Opened - request has been viewed or
entered manually.

e  Pending Reassignment - request has
been sent to the district to be moved to a
different unit.

e Invitation Sent

e  Completed - an invitation has been sent
and opened and the person has initiated
an online application.

e  Closed - requests either timed out after
60 days of inaction or was manually
closed by the unit to remove them from
the My Actions list.

The By Source tab displays the number of New
and Opened active requests received either
through BeAScout, Joining Night, Individual Lead
or Other.

e |t allows you to go directly to the leads
you want to process from a specific source
such as a joining night event.
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) monbirons my Scouting ----- & @ | |et’s go back to the My Actions tab to cover more
details about what is on the dashboard.

The total number of New and Opened
active requests is visible at the top of the
list.

You can search using the input field on the
left side if the header bar.

The name & email address of the adult
making the request is displayed

Unit they want to join is listed.

A clock is present showing the number of
days the request has been in the system.

e Toview a request, click on the name in This icon is color coded and turns from
the list and a new window displays the green to red as they get closer to the 60
information in the requst. day age out of the system.

If an invitation is not sent within 60 days, the lead will
go to Closed status and no longer show in the My
Actions dashboard.

my Scouting ' The Lead Actions window displays:

e Actions available to the person who is logged

in.
Current Status: Opened
Beven h e orton s e g one of e Lead notes so that others in the unit who can
take action will know what has already been
done. (If you want to add notes, post the note
before clicking on an Action Button.)
il e e Summary section providing lead information

: and any comments from a lead if they

Irving TEXAS 75038 Email: Jsmitngggmail com
submitted through BeAScout.
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USING URL’S AND QR CODES

URL’s and QR codes provide links that are specific
to each unit. These can be used on handouts,
fliers, and unit emails that are not sent through
invitation manager.

To access the URL or QR code select the URL
button on the top right hand side of the streen.

ADDING LEADS MANUALLY

Step 1: Select +New Lead.

O invitation Manager

* Troop 0144

NEW LEADS

my Scouting

My Actions  Hy Stelus By Souren

M resuits found

email.

4+—Just copy the one that you want and paste it in your flier or

== Invitation Marager my Scouting et ) @ @
@ Pack 0228 e |
HEW LEADE OPENED LEADS “
‘ el = v
Torkri *Homtasd >
my Scouting @ @

Step 2: Select the Lead Source.  ©:

Step 3: Enter information in each required field.

Step 4: Save. If you are using this as your signin for
a joining night you have the option of pressing save
and add which will save and clear the form for the

next entry.

| cmmo
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TAKING ACTION ON LEADS

my Scouting

= Invitation Managar

@ Pack 0228 Hosiey c3

LEADS GPENED LEADS
3 ' 813 -
' 1

Leads :\
[
i &

Barney Fife <N & oare »
CLDW MG COUTH SRS (331211311 Dpweed ()
. Howard Sprague o >
e rcouTacas (s an Obet (ST

Helen Crump &t 5
SLAUOR HA G ICOUTHG.GAS (B DK IR ot |y
. June Cleaver & oz >
LS ML AOUTHEAS A ikt -

@ 2unt Bea Tayior & iy
| cuimm mgrcoimaa . ompre e .

0228

LEAD ACTIONS LEAD NOTES

I -

Current Status: Opened

Review the Lead Information below before clicking one of the
following options.

‘Send Invitation

LEAD INFORMATION

Barney Fife

Phone: (333) 333-3333
Email:

claudia hanks@scouting.org

||

0228 Reedley Elks Lodge #2699

Invitation to join the Boy Scouts of America!

Dear Andy Taylor,
We're excited you’re mterested i building an adventure with the Scouting organization listed
above. Within Scouting. you’ll find dynamic and engaging programs that offer life-changing

experiences in the areas of character development, leadership, citizenship and adventure. ..not to
mention fun! To get started. please click the application link below:

Click here to start your application

If vou need assistance in completing the application. please reach out to the Member Care Contact
Center at myscoutmg@scouting.org or (972)580-2489. We’d be happy to assist!

Once vour registration has been processed, vou will receive an email with contact information, a
membership card, and additional details about Scouting.

Thank you again. You've made a great choice! Let the fun and adventure of Scouting begin!

To take action on a lead, first click on the name of
the applicant. This can be done from the My
Actions tab, the By Source tab, or from the New or
Open sections in the By Status tab.

It’s important that you review the summary section
first before taking any action to ensure there aren’t
any questions that need to be answered.

Once you've reviewed the summary section and are
ready to send an invitation to register, click the

———Send Invitation button.

An invitation will be sent to the requestor and you
will be returned to the My Actions tab.
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© invitation Manager myScouting

* Troop 0144 Fior Rotary Intemstions

NEWLEADS OPENED LEADS

Search All

New

Opened

Pending Reassignment

Invitation Sent

Completed

Closed

MyActions | By Status | By Source

@ 0228

LEAD ACTIONS

Current Status: Opened

Review the Lead Information below before clicking one ofthe:
following options.

Send Invitation

LEAD INFORMATION

Barney Fife

Phone: (333) 333-3333
Email:

claudia. nanks@;cou(mg org

LEAD NOTES

@ 0228

LEAD ACTIONS

Current Status: Opened

Review the Lead Information below before clicking one of the
following options.

‘Send Invitation Reassign

| Close Lead
—

LEAD INFORMATION

Barney Fife
Phone: (333) 333-3333

Email:
claudia hanks@scouting.org

LEAD NOTES

|

The lead request is removed from your My Actions tab
and placed in the Invitation Sent category under the By
Status tab.

If you decide not to accept this person into your unit
you can Reassign. When you do this:

e The request is moved to the District’s dashboard
so that they can find another unit to take the
request.

e You will be prompted to select a reason as to
why the request is being reassigned.

e The request will placed in the Pending
Reassignment category under your By Status
tab. This helps in the event the requestor
contacts you to follow up on their inquiry.

e Once the District takes an action to reassign the
request to a different unit, the request will be
removed from your Pending Reassignment.

You can also Close Lead. You would use this button
if:
e You already have a paper application

You have talked with the person and they no longer
want to join your unit.

Selecting Close Lead will remove the request from
your My Actions tab and place it in the Closed
category under the By Status tab.

You can always reopen the closed request which will
return it to the My Actions tab.
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INVITATION MANAGER REPORTS

=# Invitation Manager my. Scouting resmswrzsnze @ @ @

Step 1: Select Reports: @ P02 iy o

<A
= \ 4

Step 2: From the drop down list, select the O v o

report you would like to view. e =
Al ”".: Closed Laads:
2
[ —
Bill Wallar —

Step 3: Print or download the report. The report can be downloaded in CSV format by clicking on the
spreetisheet icon at the top of the report.

LN
X Closed Leads Report
Troop 0144
Re Il Name Request Date Request To Request Closed Date Closed Description °
08/22/2016 Troop 0144 10/22/2016 Timed Qut
08/22/2016 Troop 0144 10/22/2016 Timed Out
Thomas TestLead 08/04/2016 Troop 0144 10/04/2016 Timed Out
JoiningNight Troop 08/04/2016 Troop 0144 10/04/2016 Timed Out
IndividualLead Troop 08/042016 Troop 0144 10/04/2016 Timed Out
OtherLead Troop 08/042016 Troop 0144 10/04/2016 Timed Out
071102016 Troop 0144 09/09/2016 Timed Out
071102016 Troop 0144 09/09/2016 Timed Out
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APPLICATION MANAGER

KEY UNIT ROLES AND ACTIONS IN APPLICATION MANAGER

Below are the unit positions that have access to Application Manager and the actions they can

perform.

Unit Position

Actions

Chartered organization representative (CR)*

Review and accept or reject unit’s adult
leader applications. This is the only role
that can accept or reject adult
applications.

Reviews and accepts or rejects unit’s
Venturing adult participant applications.
Can review and accept or reject unit’s
youth applications (shared unit Key 3
role.)

Unit committee chair (CC)

Can review unit’s adult applications and
make position recommendations to the
CR.

Can review and accept or reject unit’s
youth applications (shared unit Key 3
role.)

Unit leader (Cubmaster, Scoutmaster, Crew
Advisor, Skipper, Coach )

Reviews and accepts or rejects unit’s
youth applications (shared unit Key 3 role
— primary)

* If necessary, the institutional head/chartered organization executive officer (IH) can also

perform the same duties as the CR.

The following have read only access to view application status to ensure the unit is taking action on

applications in a timely manner:

e Unit membership chair, and

e Registration Inquiry (go to page 11 for instructions on assigning this functional role.)
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USING APPLICATION MANAGER

myScouting = @

Welcome to Boy Scouts of America myScouting Tools OVERVIEW

&% : NATTONAL To view and act on applications that have been
,/ /& . | JAMBOREE

__F TS

3 submitted to your unit, you’ll want to log in to
EXPERIENCE THE .
BESTOF SCOUTING! | fessusiisosecss my.scouting.org .

Select Menu.

auniabie urder Lagacy Web Tools siter sancting the
50 90 0 et e 0ok you e, AdMonally, you no
tingg Tousks. Mo yens has sy s, o all st

Select your unit name in the drop down list.

Fooi i Mandge Membes 10 Msnigt 1 Lol TEs ho a0y 10 333
v, 0ol manace CoTon I TTANGIYS DIy SCHings edures you 10 100

«

in : i

‘z(

& ¢
ave 5§32
3 g
7
x
?

&
i
3
-3
=z
]
i
=
o

Select Application Manager.

Q> G
BSA LEARN CENTER
°l’v-‘-- oty surving iraditonsl and exploning unds. In sy 2017, Commssione: Took wil CLICK HERE 8 ACLESS POSITION SPECIIE TRADING
nelk and ASICE 10 RSSgn and oo COPCES for ITacHtend and oupionng unis,
Nl Commistionon Sonice Toam & wirking wilh voRieers nd peotots onas Tom
et Moy 10 develop tocks that wil help voleniotes senve expionng units mers eSseivoly o5 wo

35 unets. Wa wil commuricate fo COMMASONSrs 83 hew 100 and Msources

."" S Specific Training Released EXPLERING
Qmw...n......, e TR

g Eonbint ey 1] artvan 1y resed ILis U0 pUIpcss O the hiw BSA

© Application Manager my Scouting [E— . N )

@ Pack 0073 R

IDGRESS APPLICATIONS. NEW APPLICATIONS

5 69

DAYS

Your unit’s Application Manager dashboard

o - _ defaults to the My Actions tab.

13 Toml

¥ Austin Redmon

SEREMONGVERZDHAET 37154813

& ooms 5

¥ Elroy Jetson

& oons >
[ — ong sccaptince (G
¥ George Jetson & oons >
[— p——C :: |
¥ Lenny Macgillicuddy & oon3 >
LA RSACOUTHEORG 111 11E11TY [lors . vome: TECTRINY

¥ james mac G s
CLAUD LR EOUTHE SRS 111 111111 P vereo o)

¥ Bart Simpson
a

LAUDIAHANKEGESOUTNG ORG  EEESEREEEE Panang Acsepanis
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https://my.scouting.org/

© Application Manager my Scouting

My Actions  Youth  Adut

Applications.
13 Totsl

¥ Austin Redmon

SERETMONGVERZONNET 372590230

’ Elroy Jetson

MAURCEMURRAVEICOUTHG.0RG (02111111

H

wavse

rge Jetson

VB IEOUTHG ORE (38311 1111

¥ Lenny Macgillicud

LAV HANKSGECOUTRG ORG 1111} 11111

¥ james mac

‘CLAUDA HANKEGBCOUTHA.ORS (111} 1111111

¥ Bart Simpson

LAV HANKEGSCOUTNG ORG  sesssssEsE

L —

IN PROGRESS APPLICATIONS
0-5 DAYS 14 I

6-9 DAY'S &

10-14 DAY'S 0

15-24 DAY'S 7IR

25-30 DAY'S 11 I

In My Actions you will see

e A breakdown of the applications that were

either completed or closed over the last 30
days.

The number of new applications received in
the last 30 days.

A clock showing the age of the application in
the system. The system defaults to the oldest
submission being shown first.

The application is tracked through the system
for 30 days, after which the application is
timed out and removed from the list. That is
why the view is always of the last 30 days.
This is to encourage units to take timely
action.

Under In Progress Applications you’ll see
how many applications fall into each phase of
the timer.

Note that this count will likely be more than the
number of applications you see on your My
Actions screen because it also shows items for
which you have taken action, but are still in
pending status.
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o Appiication Manager

* Troop 0144

= APPLICATICHS.

my Scouting PR

NEW APPLICATIONS ‘

Search All

Pending Acceptance

Pending Unit Email

Pending Reassignment

Pending Applicant Agreement

Pending Applicant Response

Pending Payment

Pending Refund

Owwu-m

‘*‘ Troop 0144 1

25 AFPLICATIONS

my Scouting el & @

In the Youth and Adult tabs you will see a list of
the different statuses that the applications can be

/ in depending on the actions you have taken:

e Pending Acceptance

e Pending Unit Email

e Pending Reassignment

e Pending Applicant Agreement
e Pending Applicant Response
e Pending Payment

e Pending Refund

e Pending Review

e Pending Acknowledgement (Adult tab only)
e Completed

e Closed

Next to each of the statuses, you’ll see the number
of applications in that status.

Clicking on a status title will display the unit’s
applications that are in that particular status.

Here we have clicked on the Pending Acceptance
status. You will notice the listing of applicants in
this status looks very much like they did under your
My Actions tab.

To see the details of a record just click on the
applicants name.

PAGE 24



* Troop 0144 Flora Rotary International

APPLICATION ACTIONS

Current Status: Pending Acceptance |

Review the applcation before taking one of e folwing actons

ACCEPT Accoept the appication

REASSIGH. Send I Disct for reassigrount 1o socther und
Comncll with recommesdan

DO HOT ACCEPT Forvasd to ion ot

Phone: (572) 555-5555
ik
Dl Dorightigmad com
DOB: 01141570
Exgmtiencs working with yéuth m ciber crgasirations
Canadian youth cons ST2I585858
Provioes Resiiesces
LISA 125 Wt Waleut il ving TIEXAS 18

Curvent Membarships

Fioyah Cansdian Mounted Pokice Sockety

APPLICATION NOTES

© Assiication Managar my Scouting wmmnn @ @
* Troop 0144
N PROGRESS ABSLCATIONS W ABPLIEARCNS |
- : |
My Actions  Youlh | Adult
Pending Acceplance Tt ’
+ Touat
# Dudly Doright g

A L A 0N (47 5 368

Fentng toopranss [EETR

© Appiication Mansgar

* Troop 0144

Pen. no Acceptance

Pending Unit Email

Pending Reassignment
Pending Applicant Agreement
Pending Applicant Response
Pending Payment

Pending Refund

myScouting

——®

NEW APPLICATIONS ‘

If it is a record that you can act upon, you’ll see the
action buttons. In this example the applicant is
pending acceptance so you can see the blue action
buttons and can take action from this screen.

You can also open the application and review the
information from this screen.

To Close the record click the x in the upper right
hand corner. You will return to the Application
Manager Dashboard.

Click the Back button on the blue header bar to
return to the list of statuses.

To search for a specific applicant use the Search All
feature.
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© application Manager my Scouting —— X X

@ Pack 0073 Ruby Major Elemer
[

All Youth Registrations

103 Total

’ Leon Kellogg o
CLumamsmmgioUTNGORG Bam CE
¥ Wayne Dunn @usn
CLAUD HANKS@EEOUTHG 0BG 063 03- 1682 o
’ Johnny Cash @ oom 5
. o ©ED
X Son s
clvmesgscoUmE SRS T “E
¥ Junior Macgilicuddy ®om 5
CLAUD HANKS@SCOUTMG ORG 111111111 con
¥ BatMasterson [P
O — consa

UNDERSTANDING PAYMENT OPTIONS

Payment options were set up by your unit
administrator or the council as part of the system
configurations. Options that were available include:

e Credit card only
e Cash/check only
e Both Credit and Cash/check

Your unit system administrator can tell you which
options your unit or council has chosen. If nothing
was chosen the system will default to accept
cash/check only.

Enter your search criteria in the Search field to

/filter the results.

Again, if you have a record that you can act upon,
you’ll see the action buttons when you open it.

If it is not one of your actionable items, you can

still review the application and leave notes.

Click the x in the upper right hand corner of the

record to close it and bring you back to the

Application Manager Dashboard.

CC and Cash/ChecK - |
Acocept CC Only

Accept Cash/Check only
Accept both CC and Cas

L R e R R

h/Chec
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If the applicant chose the option of paying by
cash/check the invoice will show an amount due.
This is the amount the unit must collect from the
applicant along with a copy of the email or invoice
with the record locator.

Pro-rated fees collected through online registration
include only:

e Registration fees
e Boy’s Life subscription fees

Unit fees are not collected by the system; however, a
generic message about unit fees is included in the
checkout screen. “Uniforms costs and other other
resources are not included. There may be additional
fees payable directly to your unit. Please contact your
unit to learn more.”

To the left is an example of the invoice an adult
recieves upon submitting their application. You will see
that this person has paid by credit card and shows a
balance of $S0.00. The message also provides the adult
with a link to Youth Protection training so that they can
complete their training before they meet with youth.

The invoice must be turned in to the

council along with the funds so that the
council registrar can complete the payment
process using the record locator found on the
invoice.
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PROCESSING YOUTH APPLICATIONS

© Application Manager my Scouting p—— N N ]
@ Pack 0073 Ruby Major Elementary Schoal PTO
IN PROGRESS APPLICATIONS NEW APPLICATIONS
: - LAST
- 30 69
- oavs
=

My Actions  Youth  Adult
Applications
13 Towl

¥ Austin Redmon

Soors »
sEREOONGVERSONNET MTasHRT I - ]
’ Elroy Jetson @ oors >

S o e O ]
¥ George Jetson & ons

MAURCE MURRAYSCOUTHIG ORG. (393) 1114111

l Lenny Macgillicuddy

CLAUD RANKEBSCOUTHG NG 111]111-1111

¥ ijames mac

LD HANKIGSCOUTNG ORG. {111 1111111

’ Bart Simpson

CLAUDIA HANK I SCOUTNG DRS BSEESESSS

The position primarily responsible for accepting
youth applications is the Unit Leader (Cubmaster,
Scoutmaster, Coach, Venturing Advisor, Skipper);
however, the Committee Chair and the Chartered
Organization Representative can also accept youth
applications.

Each application is identified as either that of a
youth or an adult.

\’ Youth

a

¥ pdutt

my Scouting

@ Pack 3144 Flora Lions

Click on the name of the youth applicant to open
the application.

An Application Actions window appears. The main
sections are:

Rewitw the application bedare Laking one of i follwing
actions.

ACCEPT e appication

REASSIGN. Send 10 Disirict for reassignment 10 anciher
it

Application Notes.

DO NOT ACCEPT. Forward fo Councl wen fecommendason
£t to accept the appcant into Scouting

™ Rt o Applicant for mre
Information before Procesiing
HrAssoN

TN 2 APPLICANT

‘Gender: Mk
DOB: 060172009

Invoice

Rgber Baden-Powel

43N High St

Romney, WV 26757-1613
t

usa
Pack 3144 Flora Lions.

Bwon e

Application Actions.
Review Application.

Invoice where you can see if payment has been
made.

/r/ . Application Summary — which also displays the

First you’ll want to review the application. Click Review
Application.
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€ 0073

Thanks for your interest in Boy Scouting! Fill out this form to join the
unit you have selected. When you are finished click submit and we will
review your details

ITyou have any questions about the program or our applicge

process, email us at mempbership@scouting.org.

Steps to Complete your Registration {All Steps Must Be Completed)

tep 1 - Parent/Guardian Information Completed ]
Step 2 - Youth Informati

P o rmation Completed ©

Step 3 - Terms and Conditions Completed @

status Pending Accepta)

First Name Lenny

N

he apphcation
REASSIGN. Send 10 Disirict for reassignment o ancther
it

DO NOTACCEPT. Forward 1o Councl wih (scommendason
ot t accept the appdcant into Scouting
RETURN TO APPLICANT. Fostum i Applcant Tor more

Fobelt Baden. Poveell

figh St
fev, wov 267571878

Fracll 5144 Fiora Lions.

If you are ready to add this youth to your unit, click
Accept.

Last Name Macgillicuddy
Record Locator MR-B19J-P3608-107
my Scouting y
E
@ Pack 3144 Flora Lions
APPLICATION AGTIONS CATION NOTES
Curment Statuss: Peraing Acceptance | m
mwammw:mwunm L
Mxﬂ’:r

Click on each step to review the information
provided in that step.

While you can see all of the information, you
cannot change anything.

Click “Done” at the bottom of that page when you
have finished reviewing the information.

Once you have reviewed the information in all of
the steps, then click “Back” to return to the
Application Actions page.

Now you are ready to use one of the actions
available and add any notes. If you want to add
notes, they must be added before you select your
action. These notes will not be seen by the
applicant but will be tied to the application.

To add a note, click in text box, type your message
and click Post. Whatever is entered here becomes
an official and permanent part of the application
records.

Your note will be added, along with your login
information and the date. These notes are sorted
oldest to newest. Notes allow others in your unit
who can take action or who have viewing rights to
know what has been done.
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-y — myScouting e @ @ The application moves out of your My Actions

* section and into your Youth tab.

55 APPLICATIONS

If the new member has already paid their fees

online, the system will automatically email them
ey _ their onboarding materials and assign them to your

Pending Acceptance 0>

unit. You have no further action to take besides

Pending Unit Email 0

welcoming them to your unit.

Pending Reassignment 0

AT ) If the new member has not paid their fees online,

Pending Applicant Response

_ . they will be moved to Pending Payment on the

Peading Refund . Youth tab and will continue to show up on your

daily summary. You will need to follow up with the
family and get their invoice and payment. The

invoice has their record locator, so it needs to be
turned in to the council with the registration fee
that is stated on the invoice. Turn the invoice and
the payment in to the council as you would a paper

application so that the registrar can finish the

registration process. (The unit cannot prorate or
change the fee on the invoice.)

It is important to point out that the 30 day clock
does not reset, it just continues. So, you need to
follow up on receiving the payment before this
clock stops at 30 days.
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my Scouting

@ Pack 3144 Flora Lions
APPLICATION ACTIONS APPLICATION NOTES

Curment Status: Pending Acceptance !
Review the appacation before taking one of the folowing

actions.
ACCEPT. Accept the appécation
REASSIGN. Send fo Dstrict for reassignement bo andther

unit

DO NOTAGCEPT Foreawd 10 Cmm(.l with recommendation
2010 Sccapt Ing appecaat il Scout

RETURN TO APPLICAI Hﬂum m
information before proc

eeucarion sty

Bart !impuon
e m Grage
Gender.

ooB: Cﬁﬁ!}’?wﬂ

=

Invaice

-
Homer Simpson

1325 W Wit Hil Ln
Irvng T 750383008

ka? 44 Flora Lions

my Scouting

@ Pack 3144 Flora Lions
APPLICATION ACTIONS APPLICATION NOTES

Curent Status: Pendng Acceplance
Remlne appbeation before Laking one of the folowing

.«::m.u.c 1he appikc
WQW 3:»0 w0 th-n fof reassigrement b0 anginer

ﬁ:o:‘;;:m rml.:mqgﬁu Tecommenaation
anmmm T Raturn 10 AppACANt for mare

i2as0 salect 3 neason below

Does not meet ageigrade requirement

Not enough voluntesr help

Scheduling conflicts

AR Special needs -

Too many members

Other

: dth Grade
ke

my Scouting

@ Pack 3144 Flora Lions
APPLICATION ACTIONS APPLICATION NOTES

‘Cument $1atus: Pendng Acceptance
mmamwrmmmmm
ACCEPT Accept ihe apphcasion

Serd to Destrict for £l 2 another

uné.

DO NOTACCEPT Forward to Councll with recommenaation
ot 1o Socept the nt into Scouting

RETURH Dnnmmmm 10 Applcant far more

boct @ reason balow

conflicts
-— (&=m )
-

APPLICATION SUMMARY

Bart Simpson
mot

Crade: 4th Gracde
ﬁnuﬂ-r Male
05/THI008

If you receive an application, and your dens have
too many boys and you cannot create another den,
or if the applicant decides that your unit is not the
right one for them, you will need to click Reassign.
Don’t forget to add any notes before you click on
Reassign.

Select a reason for the reassignment request from
the list provided. This will be used for reporting
purposes.

Once you have selected the reason, click Confirm
and the application will be moved from your My
Actions tab to your Youth tab under Pending
Reassignment. And, the application will be sent to
the district to reassign to another unit.

Clicking Cancel returns you to the original
Application Actions page so that you can take a
different action.
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my Scouting

@ Pack 3144 Flora Lions

APPLICATION ACTIONS APPLICATION NOTES

Current Status: Fending Acceplance
Review the application before taking one of the following

Ao,
ACCEPT Accepl the application
REASSIGN Send 1o DESrct for reassignment to another

unit.

DO NOT ACCEPT. Forward fo Council with recommendation
not 1o acoept the applicant into Scoul

RETURN TO APPLICANT Rsturn to Applicant for more
ITOMTRAtoN Before processing.

RETURN TO APPLICANT
oo

DO NOT ACCEPT

Review Application

APPLICATION SUMMARY

Bart Simpson
Sehool:

Grade: 41h Grade
Gander: Malke
DOB: 06/232008

L~

my Scouting

@ Pack 3144 Flora Lions

APPLICATION ACTIONS APPLICATION NOTES

Current Status: Pending Acceptance
Reéview the application before taking one of the following
actions.

ACCEPT. Accepl the application.
REASSIGN: Send to District for reassignment o another

il

DO NOT ACCEPT Farward to Councll with recommendation
nol 1o accepl the applicant into Scouting.

RETURN TO APPLICANT Return to Apphcant for more:
information before processing,

ol T T I T -
Clcon you meet on Mondey night?

APPLICATION SUMMARY

Bart Simpson
School:

Grade: 41h Grage
Gender, Malke
DOB: 06/23/2008

Invoice

e
Homer Simps

1325 W Walnut Hill Ln
Irving, TX T5038-3008
USA

Pack 3144 Flora Lions

|
~

If you have an application that requires additional
information or you have questions, click Return to
Applicant.

Enter instructions, comments or questions for the
applicant in the text box provided. This
information will be included in the email forwarded
to the applicant requesting the additional action
needed.

Note: You are limited to one paragraph. If you add
a return the information you type after the return
will not be included in the email.

Remember, application notes you enter can be
seen by others in your unit who have access, but
will not be seen by the applicant. To keep others in
your unit informed about your actions you might
want to make a note that you have requested more
information and why.

Once you have entered your instructions or
guestions for the applicant, click Confirm.
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© aspreation ansger my Scouting ——— o ]
@ Pack 3144
™ PROGAESS APPUICATIONS LW APPLCATIONS
 — -
. LAS
. 30 1
. Y
Youth 3
Search AN
Pending Acceptance
Pending Unit Email
Pending Reassignment
Pending Applicant Agreement
Pending Applicant Response is
Pending Payment o5
Pending Refund 0
my Scouting
@ Pack 3144 Flora Lions -~

APPLICATION ACTIONS APFLICATION NOTES

Cument Status: Fending Acceptance
Review the application before taking one of the following
actions.

ACCEPT Accept the application
REASSIGN: Send to District for reassignment to anather

unit.

DO NOT ACCEPT. Forward to Council wilh recommendation
nol to accept the applicant into Scouting.
RETURN TO APPLICANT. Return to Applicant for
Information before processing

ACCEPT

@ RETURN 1O APPLICANT

APPLICATION SUMMARY

Bart Simpson
School:

Grage: 4in Grade
Gender: liale
DOB: 06232008

The application is removed from your My Actions
section and added to your Youth tab. An email with
instructions on how to access the application is
sent to the applicant and the application is now in a
status of Pending Applicant Response.

Applications in Pending Applicant Response status
can be edited by the Applicant or the unit Key 3.
Also, the unit Key 3 still has access to the Accept,
Reassign and Do Not Accept actions. Edits to
information can be made as long as it does not
result in changes to the shopping cart. For
example, the applicant nor the Key 3 can add or
remove a Boys’ Life Subscription. If items in the
cart need to be changed, the application must be
withdrawn by the applicant and a new submission
made with the correct payment amounts.

Remember, the 30 day clock keeps ticking so you'll
want to keep an eye out for an applicant’s
response and reach out to them to make sure they
got your message if you don’t hear from them
within a couple of days.

The last option you'll have for Youth applications is
Do Not Accept.

If you identify an applicant you recommend for Do
Not Accept, select the application record and click
Do Not Accept.
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@ Pack 0073

APPLICATION ACTIONS

Current Status: Pending Acceptance

Review the application before taking one of the following
actions. Accept the application (ACCEPT), send to Distfrict for
reassignment to another unit (REASSIGN), Forward to Council
with recommendation not to accept the applicant into Scouting
(DO NOT ACCEPT), Return to Applicant for more information
before processing (RETURN TO APPLICANT).

By selecting this option, you are recommending to
the Council that the applicant not be accepted

into Scouting in any unit The Council may contact
you to understand your reasconing for making this

recommendation.

Cancel

APPLICATION SUMMARY

Bart's Unknown Brother Simpson
School:
Grade: 2nd Grade

APPLICATION NOTES

|

Q) Appiication Manager my Scouting e P @)
My Actiors | Youth | Adus
Search All >
Pending Acceptance o>
Fending Unit Email e
Pending Reassignment [ 3
Pending Applicant Agreement s
Pending Applicant Response 13
Pending Payment 0>
Pending Refund A
ing Review >0 3
Completed 1s
Closed

If you select Do Not Accept you will receive a
warning message “By selecting this option, you are

/ recommending to the Council that the applicant

not be accepted into Scouting in any unit. The
Council may contact you to understand your
reasoning for making this recommendation.”

Do not record the reason for your decision in the
Application Notes. That should be a conversation
between you and the council.

Click Confirm (clicking Cancel will return you to the
original Applications Actions for you to choose a
different action).

Clicking Confirm will send the application to the council
and returns you to your applications dashboard,

The application will be available under the Youth
Tab under Pending Review status until the Council
takes action to either Not Accept or Reassign to the
District for reassignment to a different unit.
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PROCESSING ADULT/ADULT PARTICIPANT APPLICATIONS

QD Appiication Manager W_Scouting P — 0 [ ]
0 Crew 2383 2
[ S APPLICATIONS NEW APPLICATIONS
+ —
v
30 2 e s
My Acsion x
Applestons
20
# George Jemison &
[ —————— [—.
¥ Judy Jettson om
L 1

LT ARG G R [

™~

Processing Adult applications is very similar to
Youth applications. However, adult application
actions can only be processed by the Charter
Organization Representative (CR). The Committee
Chair can make position recommendations to the
CR if the unit has chosen that option in the system
configurations.

Like the Youth application dashboard, the Adult
application dashboard has the 30 day clock to
adding notes and processing the application.

Each application is identified as either that of a
youth, Venturing Participant or an adult.

’ Youth

’ Venturing Participant

’ Adult

When in the My Actions tab, you can click on the
name of the adult applicant to open the
application.
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e

o BAppiication Manager

0 Crew 2393 «
™

ROUHESS APFLICATIONS

myScouting

Search All

Pending Acceptance 2
Pending Unit Email 0
Pending Reassignment 0>
Pending Applicant Agreement o
Pending Applicant Reaponse [ Y
Pending Payment 0>
Pending Refund [

This tab can provide you with a shortcut to only see
the adults that you are required to process under
Pending Acceptance.

o Pending Review — the applicantwas not
accepted by your unit and is awaiting council
action to either reassign them to another
unit or deny their application and refund any
money paid.

e Pending Acknowledgement —(adults only)
the applicant answered “Yes” to at least one
screening question, was accepted by the
unit, has paid, and has been onboarded. This
is just a council notification so that they are
aware an applicant with a “Yes” answer has
been accepted.

e Completed — applicant has been onboarded
and all welcome emails have been sent.

o C(Closed — applications in this status have
been closed because the applicant withdrew
their application, the unit did not accept
them, the application timed out, or the
applicant turned in duplicate applications.

You can also view adults in all status categories by

/ going to the Adult tab

In this view you can see applications that are:

e Pending acceptance — the unit needs to
review the applications and make a decision
to accept, reassign, or decline the applicant.

e Pending a unit email — the application has
been accepted and is awaiting a nightly
process that sends out the email welcome
messages.

e Pending reassignment — applicants have
been reassigned from your unit to the
district and are awaiting district action. The
unit cannot take action when the applicant
is in this status.

e Pending Applicant Agreement — applicants
have been reassigned to another unit and
the unit is awaiting applicant agreement to
the reassignment.

e Pending Applicant Response — applicants
have been sent a message from the unit
asking for additional information or
clarifications. You can still take action on
applicants in this status.

e Pending Payment — the applicant has been
accepted by your unit and selected to pay
by cash or check. The unit must collect this
money and turn it in, along with the invoice
showing the record locator, to the council
office for processing so that the application
can be completed and a welcome packet
can be sent

e Pending Refund — the applicant paid by
credit and has either withdrawn their
application, was not accepted by the unit,
or has timed out of the system. The council
must initiate the refund.
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myScouting
* Troop 0144 Flora Rotary International

APPLICATION ACTIONS APPLICATION NOTES

Current Status: Pending Acceptance

Review the application before taking one of the following actions.
ACGEPT Acccept the application
REASSIGN: Send to District for reassignment to ancther unit

DO NOT ACCEPT: Forward to Council with recommendation not
to accept the applicant into Scouting.
RETURN TO APPLICANT. Retur to Applicant for more

information before processing.

ACCEPT REASSIGN

RETURN TO APPLIC 255,

APPLICATION SUMMARY

Peter Weller
Gender: Male Phone: (972) 560-2096
il: Pwellen@netbsa org
DOB: 07/25/1964

Screening Results
Has your drivers license ever been suspended or revoked?
Yes
Explain
As a20 year okd | failed to show for a hearing and they temporarily

suspended my license until the matter was cleared up.
Comment s *

[

Experience working with youth in other organizations

Church Youth Leader

}

Screening Resulls

Has your drivers license ever been suspended or revoked?

fes P

Explain

Az a 20 year old | failed to show for a hearing and they temporarily
suspended my license until the matter was cleared up
! OIS b

T T T T T e PO T T T T [T TN T
Church Youth Leader

Previous Residences
USA 1325 West Walnut Hill Irving TEXAS 12

Current Memberships

First Church of Irving

Once you have opened an application, the
Application Summary will provide additional
information you will need to check references and
see quickly if the applicant answered “Yes” to any
of the screening questions.

Applicants that answered “Yes” to any of the
Screening Questions can still be accepted.

However, you are required to enter your reasons
for acceptance in each of the Comments fields
provided for the Screening Questions before you
can click the Accept button.
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- Notice that the comments entered for the

APPLICATION ACTIONS

Screening Questions are recorded in the

Current Status: Pending Acceplance

Review the application before taking one of the following actions.
ACCEPT. Acccept the application

REASSIGN. Send to District for reassignment 1o another unil.
DO NOT ACCEPT. Forward to Council with recommendation not
to accept the applicant into Scouting

RETURN TO APPLICANT Return to Applicant for more
Information before processing

T
DO NOT ACCEPT RETURN TO APPLICANT

APPLICATION SUMMARY

Peter Weller

Gender; Male Phene; (§72) 580-2096
Email: Pwellen@netbsa.org
DOB: 07/25/1964

Application Notes.

Screening Resulls
Has your drivers license ever been suspended or revoked?
¥

es
Explain

@=EaT oid | failed to show for a hearing and TeysiaEg frily
elispended my license until the matter was cleared up

Commenis
[Talked with Peter and he has no other problems.

Experience working wilh youth in olher organizations

Church Youth Leader

Previous Residences

Teterences —— In the References section you will find the names and
VERACh I cli o) R 105 i contact information for the applicant’s references. You
Melinda Ross 9723550789 will want to contact the references to ensure that you
- want this adult as a leader in your unit.
Invoice
L
Peter Weller

1325 W Walnut Hill Ln

Irving, TX 75038-3008

s

Troop 0144 Flora Rolary Intematonal

You will also see the invoice information.
1 x Adult Membership Registration Fee (@ 52.00

et §2 00
i e [f they have paid by credit card you will see
;;;ﬁﬂmm Magazie -NO FEE @000 . $0.00 in the Amount Due at the bottom of the
Wallsc Pt invoice.

e [f they have selected pay by cash or check you
Total At $2 00 . .

will see an amount due to your unit. You must

Authorzation ([ET138815) £ 00 collect that amount listed on the invoice along

with a copy of the invoice to turn in to your

Total Paid - 2 00

{ council with your payments.

dmount Due $0,00
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If you would like to review the application further,
you can select Review Application to view all of the
fields in the application

Select the information to review by clicking on the

step containing the information \

When you have finished reviewing the information
you can select the Back button to return to the
main screen.

my Scouting

* Troop 0144 Flora Rotary International

ACCEPT. Accoept the application.

information betore processing

|
D ROT ACCEPT RETURN TO APPLICANT

APPLICATION SUT™ Y
Resview Apgication
Pater Weller
Gender: Lale Phone: (§737) 580-2096
Email: Prelleng@neltsa org
DOB: 0772519654

APPLICATION ACTIONS APPLICATION NOTES
Diick W Bishop Wet Dez 74 2018 1253 5
rPendig plance Comment on: DL Suspend — Talked with Pater
Review Ihe application before Laking ane of the Tollowing aclions und he has no other problems.

REASSIGN Sand to Distnct for reassignment 1o anather unt Dick N Bishop Wit O e i 2T e
DO NOT ACCEPT Forward io Council with recommendaation not

e sppan o Sy s e
RETURN TO APPLICANT Retum to Applicant for more 2 it

Thanks fc
you have se

your delails

email us al membership@scouting org

Step 1 - Volunteer Information
Step 2 - Background Information
Step 3 - Disclosures & Authorizations

Step 4 - Terms and Conditions

Status

First Name

f you have any quesfions about the program or our applicatior

cation process,

Steps to Complete your Registration - (All Steps Must Be Completed)

Completed <@
Completed ‘@
Completed &

Completed &

Pending Acceptance

Peter

Weller

MR-14L-13719-315
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my Scouting

@ Pack 3144 Flora Lions

APPLICATION ACTIONS APFLICATION NOTES

Current Status: Pending Acceplance

Review the application betore taking one of the following
actions.

ACCEPT. Accept the application.

REASSIGN: Send to District for reassignment to another
unit

DO NOT ACCEPT. Forward to Council with recommendation
nol o accepl the applicant into Scouling.

RETURN TO APPLICANT. Return to Applicant for more
Information before processing

ACCEPT

e —
€ werunnoareucant D)

REASSIGN

D61 NOT ACCERT

APPLICATION SUMMARY

* Troop 0144 Flora Rotary International

PPLICATION ACTIONS APFLICATION NOTES

Current Status: Pending Acceptance

Review he application before taking ane of the following actions.
ACCEPT. Acccept the application

REASSIGN: Send to Distnct for reassignment to another unit
DO NOTACCEPT Farward ta Councll with recommendatian nat
to accept the applicant Into Scouting

RETURN TO APPLICANT Return to Applicant for more
information before processing

siructions 1o return to the applicant
an you provide me with another contact number for
lyour reference. The one you listed is not working.

PPLICATION

After reviewing the application, if you still need
more information you can either call the applicant
directly or you can select Return to Applicant
which will send a message that you need more
information.

When you select Return to Applicant, a message
box will appear. Type your request in the space
provided and an email with your message will be
sent to the appllicant. Note: you must enter your
message in one paragraph. Words typed in an
additional paragrach will not show on the email
message.

Example Message

Mare Information Meeded

*'I'm 144 Flora Rorary International

S Lancaster
Bseond Lecatos, ME-1AL-14E38.51

Mare information sesded!

Thask vou for submiting e spphcation 10 join the Boy Scours of Anvence’ Yow'se o vour wary toward the lifs-chan ping experiesces only Sormieg con peovide.

Addiional & cicn in need =d be completed The ricmall inFormsticn i
Can om provide me wich smother cooract aumher for vour refecance. The cne veo lsred i noc working

bk b i st rsctionis on T b iscean yirs ippheatacn i provale the sequested sfimstion

Wie kape ta hear from you sons! Let's buibl yoer Soostng advesrice !
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my Scouting ».;

@ Crew 2393 American Legion Warren Post #259

APPLICATION ACTIONS APPLICATION NOTES
Roger H Brushaber
Current Status: Pending Acceplance

Review the application before laking one of the following

actians.

ACCEPT. Acccept the application.
REASSIGN: Send fo District for reassignment 1o anctier
unit.

DO NOT ACCEPT Forward to Councll with recommendation
nod 1o accepl e appicant into Scouting
RETURN TO APPLICANT Return 1o Appica

Information before processing,
e —
e

SoNcE ech
APPLIGATION SUMMARY

Commont an: egalUngs - Talked to him he
has finished rehab

Roger H Brushabes

Comment ag, d — he has his

@ Crew 2393 American Legion Warren Post #259

APPLICATION ACTIONS APPLICATION NOTES

Roger H Brushaber Fri Jan 08 2017 1:10 pm
Current Status: Pending Acceptance

9 P Comment on: lllegalDrugs — Talked to him he
Review the application before taking one of the following has finished rehab
actions.
ACCEPT. Acccept the application.
REASSIGN: Send to District for reassignment to another

Roger H Brushaber Fri Jan 08 2017 1:20 pm

Comment on: DL Suspend — he has his
T license back
DO NOTACCEPT. Forward to Council with recommendation

not to accept the applicant into Scouting.

RETURN TO APPLICANT: Return to Applicant for more
information before processing.

Select a

Committee Member
Parent Coordinator

Unit Chaplain
AP Unit Religious Emblems Coord

Unit Scouter Reserve
Venturing College Scir Reserve
Venturing Crew Assoc. Advisor,

e Applicant

pplication

my Scouting ».;

@ Crew 2393 American Legion Warren Post #259

APPLICATION ACTIONS APPLICATION NOTES
Fioger H Brushaber
Current Status: Pending Acceplance

Review the application before laking one of the following

actians.

ACCEPT. Acccept the application.

REASSIGN: Send fo District for reassignment 1o anctier
unit.

DO NOT ACCEPT Forward to Councll with recommendation
nod 1o accepl e appicant into Scouting

RETURN TO APPLICANT Return 1o Applicant for more
InfOrmation before processing

ACCEPT ' REASSIGN .

= ———
DO NOT ACCEPT

Commont an: egalUngs - Talked to him he
has finished rehab

Roger H Brushabes

‘Comment on: DLSuspend - by

license back

SCIURN TO APPLICANT

APPLIGATION SUMMARY

|__If you are ready to accept the adult, you can now
choose the Accept Button.

A list of available positions for the unit will be
provided for selection. Select the positon for
which this applicant will serve. Press Save.

The applicant will move out of your Actions
dashboard and into either Pending Payment (if
they selected cash option), Pending Unit Email, or
Completed status in the Adult tab on your
Application Manager dashboard.

If you do not want to accept the adult, you can choose
either Reassign or Do Not Accept.

—
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APPLICATION ACTIONS

AcotPT Acceest e

unit

Scheduling conflicts
Special neads
Too many mambers

e select a reason below

Mot enaugh volunteer help

my Scouting

Current Status: Pending Acceplance
Wcﬂewlne application before taking e of Ihe following

apphicatiol
REASSIGN: Zend 1o District for neasagnmem o another

DO NOTACCEPT Farward to Council with recommendation
nat 1o accept the applicant ino Scoul

RETURN TD APPLICANT Relurn fo dpplicant for rore
information before processing

@ Crew 2393 American Legion Warren Post #259

APPLICATION NOTES
Roger H Brisshabes

Comment on: IlegallDrugs - Talked 1o him he
has finished rehals

Roges H Arsshabes

Coimment an: T Sispend
licansa back

ieiconf

If you select Reassign:

/

APPLICATION ACTIONS

information before processing.

recommendation.

APPLICATION SUM|

electing this option, you are recommending to
Council that the applicant not be accepted into
Scouting in any unit. The Council may contact you to
understand your reasoning for making this

Current Status: Pending Acceptance
Review ihe applcation before 1aking ane of the folowing actons.
ACCEPT e application.
REASSIGN: Send to District for
AC

reassignment to another unit.

DO NOT ACCEPT Forward to Council with recommendation not
10 accept the applicant infa Scouting
RETURN TO APPLICANT Return ln Applicant for more

Review Application

& Troop 0144 Flora Rotary International

APPLICATION NOTES

Post

You will be asked to select a reason for the
reassignment.

The applicant will be reassigned to the district
so that they can find another unit willing to take
this volunteer.

If you select Do Not Accept:

.

You will be asked to confirm you selection.
You will get a message that the council may
contact you to learn your reason.

Once your selection is made you will see the applicant

move out of your My Actions dashboard and into one

of the other adult statuses depending on what you

selected.
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APPLICATION MANAGER REPORTS

© application Manager my Scouting
Py To view and download reports available through
Pack 0073 Ruby Major Elementary Scho
the system select Reports.
= I g -

My Actions | Youth | Adult

Search All

Pending Acceptance

Pending Applicant Responss

Pending Review

I -

my Scouting . A list of reports available will show. Select the
EA

report you would like from the list.
Application In Progress |

Average Number Of Days By Status

Closed Applications
Credit Card Sales
Inactive Apglications
Payment Method
Timed Out Applications
Timed Out Applications Summary

Unpaid Applications
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Reports will be viewed in a spreadsheet format with columns and rows. Below is the Payment Method
Report. It provides a listing of accepted applicants, the amount each applicant was charged, the amount paid,

any unpaid balance, and the method of payment. Units can use this report to understand who is paying in
cash or credit and how much they owe the unit.

X Payment Method Report
Troop 0144
[ [
F Phone Email Applied To  Applied To  Applied To  Current Owned By Date Record Amount Paid Amount Payment [
Type Full Name  Name Position Number Address OrgType org Context Status Accepted Locator Unpaid Method
v Peter Weller Committee (972) 580- Pwellen@netbs Troop Troop 0144 West District  Pending Unit  Troop 0144 12/14/2016  MR-14L- $2.00 $0.00 Credit Card
Member 2096 08 Email 13719-315
v Susan Parent (972) 580- Pwellen@netbs Troop Troop 0144 West District  Pending Sagamore 12/14/2018 MR-14L- $0.00 $3.00 Check/Cash
Lancaster Coordinator 1234 08 Payment Council 162 14839-91

1-2 of 2 results

If the unit is only interested in seeing applicants who owe them registration fees, the Unpaid Applications
Report will provide that information.

All reports can be downloaded into a CSV format by clicking on the green and white spreadsheet icon at the
top of the report. The resulting download will automatically open in Excel.

Unpaid Applications Report

Troop 0144
f [
me Parent/Guardian Assigned Position Phone Email org Org Type Date Accepted Application Conf#  Amount Due °
Susan Lancaster Parent Coordinator (872) 580-1234 Pwellen@netbsa org Troop 0144 Units 12/14/2016 MR-14L-14838-91 3

1-10f 1 results
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NOTIFICATIONS

The system also sends the Unit Key 3 notifications
so that they can take action on inquiries and
applications in the system.

The bell at the top of your My.Scouting page is
the notification icon.

If you have notifications, a red circle with the
number of notifications will display.

You will also receive email notifications twice a
week if you have actions to take.

] o et

myScouting —— @

© aspiication anager

* Troop 0144

IN PROGRESS APPLICATIONS

’ Jesse Johnson o onat y
B T r———— -

2 Glenn Bales o on >
CLMANEBEICT NG GRG TR T cet (FEER

l Ely Lily E LY
ClmmLgCourm G (18 121 2128 e ]

Click on the bell icon to open your notifications or
you can open it through your menu on the top
left hand side of the screen.

| You will see a list of notifications. Open the
notifications by clicking on the title.

29 My inbox my Scouting s @ @
st o | o

o N Wbty 3
Wiy fited

o Marnbarshiphisthestion Mnbiestly ¥
LTI o

O teviestierNotsstion A
L [
Mermterrstiphiosfioatien. Memimnbiy 3
oo S

o [ane—— e
i T

° Mzt catier. ety
g 144 M

O Iationhiouation e et
Treww 144 S

= Marsbansbly 3

myScouting - @ @

-
O niationNctcaton "

The message will pop up in a box that you can
read and delete or mark as read. You can click the
Invitation Manager or Application manager button
that is provided in each notification to go directly
to that tool.

Hint — Eliminate the red circle from your
notifications icon so that you only see new
notifications. You will need to delete the
notification or mark them as read, otherwise they
will continue to show as pending notifications
each time you log in.
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