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ONLINE REGISTRATION OVERVIEW

The online registration system is designed to make it easy for families to join Scouting/Exploring. 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 an email Summary Report twice a week to notify them to take
action.

WHAT DOES THE REGISTRATION TOOL DO?

There are three parts to the tool:

1. Invitation Manager:

0 Collects information from potential new Scouts/Explorers for your unit from BeAScout
or JoinExploring;

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:*

0 Electronic application that collects all 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

0 Includes credit card payment of national and council fees.

3. The Application Manager:

0 Collects completed applications from new youth and adults or those with current
registrations who are registering as multiple in another unit for the first time; *

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 (COR) or their designee in Scouting
units or the Committee Chair in Exploring posts and clubs 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/Exploring 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 position
changes in the same unit, transfers, 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/Exploring. They know the program that the unit provides and other parents and youth who
are not in Scouting/Exploring. 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.

Ask parents and youth in your unit to talk with others and hand out cards or flyers with your
unit’s QR code or URL to the online application (how to on page 16).

Have parents or youth give you the names and email addresses of friends that they think would
be interested in Scouting/Exploring, input them in the Invitation Manager and send them an
invitation to join. (Make sure that the invitation for a youth 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 or JoinExploring, an internet-based tool that parents
and youth can use to find a unit in their area. So, families who want to join Scouting/Exploring 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 events if you have internet access:

Log in to your My.Scouting account.

Open Invitation Manager and select +New Leads.

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

Select all 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.

Parents or youth over 18 can fill the form out using their smartphone and pay their registration
fee by credit card before they leave the joining event.

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

Since adult applications require Youth Protection Training to be completed before acceptance,
the Chartered Organization Representative or their designee, or the Post Committee Chair can
view the adult applications that night for any “yes” answers to the screening questions. The
applicant will also receive an email with a link to YPT training when they submit their
application. The unit leadership should encourage adult applicants to get the training
completed as soon as possible so they can accept the application and appoint the person to
their leadership role in the unit.

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 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 must take.

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

If you do not have an account you can create by
selecting “Create Account” and inputing the

Welcome to my.Scouting

required information. R—

=D — —_
e mpowering you to deliver the Scouting program.
R v rainie outh Protection:
‘ S or Spanich,

[

~ ey Hecent lools

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

Step 3: Select My Profile in the dropdown menu. AT 2 Ssoubiog

Frofile Information &  Extended Profile Informatien Address Informatien [+

You will see your profile information details. Make . — T o YA

Phone lnformation o

sure your address, phone number, email address and —n " =
other information is correct. Be sure to save any R T —

pack 3272 () ) Inshiumstieon °

changes you make. To add additional informtion
click on the green plus sign next to the item.

Step 4. To change your password and/or update security questions, click on the person symbol and
select My Account from the dropdown menu.

-
I Cubmaster Pack
qa@scouting.org
A¢ 9329
c My Training
My Profile

P
%# My Account my Scouting B ]

Account Details Update Password ©  Update Security Questions
i pp_cubmaster | | Existing Password Security Question 1 e pp———"
New Password Answer 1 (Case Sensitive)
Full Nama. Cubmaster Pack
o Security Question 2 | What wa:
— aazg | | PRSSWord strength: [
Retype New Password [Fevpe i Famveri | | | Answer 2 (Case Sensitive)

iiiii B3 o =
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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, 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 COR/Post Committee Chair delegate — the Chartered Organization Representative (COR) or the
Post Committee Chair is the person authorized to assign positions and accept adults in
accordance with the BSA Bylaws. This configuration allows the COR/Post Committee Chair to
designate another person who is a registered leader in the unit to also assign volunteer
positions and accept adult applications.

e Committee Chair recommendation for adult positions —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 Click the Recommend button before the
application is available for the COR to accept. (Posts will not see this setting)

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, so you will not see the
drop-down box in your configuration options.

e Unit Fee Message — only the national registration fee, Boys’ Life subscription fee, and a local
council fee (if applicable) 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 CEO when a youth or adult is accepted by
the unit. This configuration sends an automated welcome message from the unit the day after
the national welcome message is sent. There is a place for you to add the message that you
would like to send to the new families.

e Family Scouting — this configuration will only be visible to Cub Scout Packs. This setting will
allow you to select if the pack is “boy only”, “girl only”, or accepting “both boys and girls.” This
information will show on your unit’s BeAScout pin so that families can use this information to
select the pack that is right for their family’s needs. Scouts BSA troops are automatically given
the girl troop or boy troop designation that was entered when the unit formed.
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SETTING YOUR UNIT’S CONFIGURATIONS

Step 1: While logged in to your / my Scouting e @

My_Scouting account’ select Menu w.»...... Empowering you to deliver the Scouting program.
at the top left-hand side of your B o ols and Exploring Units
. - Click Here To Take Training
b It rving traditional and exploring units. In eary 2017, C iones Tools wil -
screen. J::hl‘lss:nd J:s:qranclls m‘:‘n‘:vqn“:r’:d e o;mus';?nadmomr:nrﬁnp::-.g units, /
@wm-mmn nal Commissioner Sarvice Team is working with volunteers and professionals from
‘0 develop tools that will help voluntears sarve exploring units more effectvely as we
3 M"’ Recant Toals 3 all units. We will communicate to commessioners as new tools and resources.
. —
¥ Troop D144 - West District 08 g - -
Step 2: From the drop-down menu c'fm Lz b 2
Select the unit you wi I | be ing contant they noed when they need it is the purpose of the new BSA
Omam Marager nt has been added 1o the karm center consisting of 14 e-leaming modules, It
- i b e o0 corte coriagof (4 loariog st ITTWITTTITAEY
co nflgu rng. e - L B S A e T CLICK HERE T0 ALCESS SPECIFIC TRAIN

e
ol three parts, or leaming plans. Each leaming plan is desigred for the speciic
tiken before the st meeting, within the fest 30 days, and within 80 days. The
Invitaion Masager wing voluntears 1o complite their training at thr own pace.

"‘5 TE Rapers Dashboard, My Training, or, click the Position Specific Traming image on the nght

Step 3: Select Organization @ S

E
Manager \ Qwuwmmmm LLICK 0 PO F'!.Ih G

Cupanization Security Manager

D= Y—

Step 4: They SyStem ShOUId Key Three Information
automatically default to open in
Settings.

Downikied Charter Certificate

Chanesed

ganization Rep. Commilles Chasman Cubmaster

Seftings

Membership Application Approval
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Step 5: Set Conﬁgu rations: Key Three Information Dowrload Gharter Certficate

Chartered Organization Rep. Committee Chairman ‘Cubmaster
‘w COR Pac CC Pack Cubmaster Pack
e CCRecommendation: Select --
whether you want the CC to
recommend adult positions. s
Default is CR only.
‘Membership Application Approval
Select who has the abiiity to accept (approve) applications for your unit. Note: this applies only to adult applications
e Adult Application Availability: If @ Churtered Oy Representtve Approval Requed
you Wa nt to turn Off adult \ Committee Chair and Chartered Org Representative Approval Required
application availability change n""
Allow Adutt Applications
that setting. (If this is not
. . Types of Youth Applicants This Pack Accepts
available the council has elected d
to configure this option for all
units.) Default is to accept adult
applications.
e Types of youth Applicants — if

you are a pack, you will see this
setting. Select whether your
pack accepts girls only, boys only,
or both boys and girls.

If you are in a troop this will
automatically populate in
BeAScout based on your unit

type.
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Types of Youth Appécants This Pack Accepts

O ilony ) BoysOnly (@) Both Boys ond Gis

e Unit Fee Message: If you would
like to display a message about
additional unit fees in the A
invitation email, select optinand ...
type in the fee amount and a
message about what the fee
covers. Default is opt-out.

Email Seftings

1t our unt charges. This information will b emaled to applicaats See Sampie Email

see sample Emall

/

e Automated Welcome 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. There will be a
National Welcome email sent
immediately after acceptance
and the unit welcome email
will be sent on day 2.

Step 6: Save your selections.

e Ao

Explanations for aditional fees that your unit charges. This information will be emaiked to applicants. See sample Emall

<p=iWe have an activity fee 1o cover the cost of purehasing the avancements and awards.</p>

Gnline Registration Emails

Welcome Emails

it that vill be s

settings

UnitFin

PAGE 8



Setting Up Your Units BeAScout/JoinExploring Pin

BeAScout and JoinExploring are online sites that prospective members can use to find a unit near them.
Verify that your BeAScout/JoinExploring pin is turned on and that the contact information is current
and displays the information you want shown for your unit.

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

Welcome to my.Scouting

Step 2: Go to Organization}"a‘ger/' @ WEaing ==
e Select Menu ‘

e Select your unit

e Select Organization Manager
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Step 3: Update your Unit Information S Jrs

Pack 3272 Monticello Lions Club

Unit Infermation Unit Pin Preview

A. Select Unit Pin on the left-hand side of the
screen you will now see the fields available for oy
setting up your BeAScout/JoinExploring Pin.

B. In the Unit Information section of the scree>
set the Appear on BeAScout/JoinExploring to
the on position. If the check mark is visible _
then the setting in in the on position. Turning 2

this on allows the unit pin to show on the

map.

@ @ Pack 3272 Monticelle Lions Club
@

walable it
[ Request More nformetion Apply Now

Fields to Display on Uit Pin:

Unit Mes

C. Set Allow People to Apply Online so it is in the on position with the check mark showing.

i I D. Add your units Primary Contact
ekiiieienitind L~ information — this will be the person
whose information will be visible when

Unit Infermatian Unit Pin Preview

o @ Pack 3272 Monti
a = s T someone clicks on your unit’s pin. It is

recommended that you include an email

sertings

address. The telephone number is
[Request wore information

Unit Pin

optional and will only show if you select
to display it. Use the edit button to
change the contact information.

~~ E. Enter your unit’s web address in the
f Unit Web Site box.

/

F. Add additional information — frequently asked questions can be addressed here such as what
day and time the unit usually meets. This field is optional but can help parents determine if your
unit meets their needs before they apply.

Fields o Display on Unit Pin:

i Meeting Address
Phone Numper

Contact Emal.

=3
@
@
@
@

e For Packs you may list your den meeting info, such as days
and times —-remember new parents who have never been in
Scouting may be unfamiliar with our program. So, including
things like “Tigers meet on Monday” will not be helpful,
instead say “1st graders meet Monday”

e For Troops, Teams, Crews, Ships, Posts or Clubs — you may
want to list any specialty areas of interest your unit takes
part in to help people decide if it is the right unit for them.

PAGE 10



G. Check your unit meeting address and correct
if needed. It will default to your Chartered

Organization address. If this is not where

your unit meets edit the address so that your

meeting location will show on the pin.

Address Line 1
settings ne
init 2in Line 2
aity i,
\ y N
Morticelo o
i

If you change the unit meeting address, be

sure to click the Locate button so that the
latitude and longitude for the address

entered are mapped.

Pack 3272 Menticello Lions Club

Urit Informaticn

‘my Scouting | Organization Manager

Pack 3272

LLLCE |

aa

Unit Mesting Address

55362

Step 4: Select the fields to display on the
unit pin.

The fields you can choose from are
displayed in the Unit Pin Preview. The
unit type you configured in Settings will
automatically show and the apply now
online will show if you enabled it in the
previous steps.

The fields you select will display in the Unit
Pin Preview as you enable them so that
you can see what will be displayed on your
BeAScout pin.

Only those fields that have the check mark
next to them will display in BeAScout/
JoinExploring

If you have made any change be sure to
SAVE so that all of the changes are applied.
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ASSIGNING REGISTRATION INQUIRY, KEY 3 DESIGNEE, AND COR/POST COMMITTEE CHAIR DELEGATE
FUNCTIONAL ROLES

If your unit has adult volunteers who are helping manage unit recruitment and who need read only
access to view leads and submitted requests in Invitation Manager and Application Manager you can
assign them a functional role of “Registration Inquiry” in the system.

Step 1: While logged in to your > @ _ myScouting TS
My.Scouting account, select Menu »

at the top left-hand side of your
screen.

Step 2: From the drop-down menu
select the unit to which you want
to add this functional role.

Step 3: Select Organization
Security Manager.

@ Grganization Security Manager my.Scouting

Step 4: Select Registration Inquiry. ¥ Troop o144

EFFECTIVE DATE EXFIRATION DATE
Qge 31,2016 2017

Dec 34,
ization Detadls Rossar
Key 3 Members Functional Positions (i}
Chartared Organization Rep. Dick N Bishop  JTE Finish Line Report
Committes Chairman " -
— T
Unit Marmbarship Chairman
Unit Training Chair

Youth Protection Champion

Step 5: Select the plus sign to ) e oot Mesea my Scouting e @ @

select the registered adult.

* Troop 0144

PIRATION DATE
< 30,2017

Organization Details  Rostor

Key' 3 Mambers Registration Inquiry
Chartered Organization Rep. Dick N Bishop Pesition Information

Ne Perscns in Position
Commmittss Chalrman Gewgary Desn Miller

Sesutmaster Aaron Dean Goodman
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Step 6: Select the person from the
drop-down menu. Only adults
registered in your unit will show.

e You can set effective and
expire dates for this role.
Default is the unit effective and
expire date.

These same steps should be followed
to add Key 3 Designees.

Only the COR/Post Committee Chair
will have access to select a COR/Post
Committee Chair Delegate in

Organization Security Manager.

This role only applies to online
registration only. Paper applications
for adults must still be signed by the
COR or Post Committee Chair only.

w
Person
Effactive Date
)“"
[ owce

umans -
12002017 -

Step 7: Save. It may take overnight before the person
assigned shows as a delegate in that position.

@ Organization Security Manager

my Scouting

e @ @

* Tro 144
EFFECTIVE DATE EXPIRATION DATE
Dec 31,2015 Dec 34, 2017
Organization Detadls R0
Key 3 Members Functional Positions (i}
Chartered Organization Rep. o op  JTEFinish Line Report
Committes Chairman Gregory Dean Miller
Seoutmaster ‘Aaron Dean Goodman Registration Inguiry
Unis Marmbarship Chairman
Unit Training Chair
Youth Prosection Champion
@ organization Security Manager my Scouting e
@ Pack 3272w
EXPIRATION DATE
e 31 2000
Funcliggatbositions o

ack | ({{ COR Delsgate

Cutimastes Pack Regintration Inguiry
Unit Advancement Chair
Unit Training Chair

‘Wauen Pratectian Crampion

Unit Key Delegate
Léna Potvin

Unit Train Chair

et Predeet Chrampian
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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 (COR)*
e Committee chair (CC)*

e Unit leader (Cubmaster, Scoutmaster, Crew Advisor, Skipper, Coach, Post Advisor, Club
Sponsor)*

e Institutional Head/Chartered Organization Executive Officer (IH)
e New Unit Coordinator
e Key 3 Delegate

* = 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.

USING INVITATION MANAGER - 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 .

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

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

CLICKHERE FOR YOUTH TRAINING

EX
L
I

5

P
R
NG
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0 5 The top section of the dashboard provides a quick
‘ - ‘ status overview of the number of leads/requests

S I submitted over the last 60 days that are either:
-
° “ e New - the lead originated in BeAScout/
: JoinExploring and nobody in the unit has
’ PR i 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.

Invitation O - Troop 0003 mettation Link - Troep 0003

Q Leaders should view new and open leads to
_ see if there is a request for information that

— s e needs to be answered before it is

O o o o o - appropriate to send an application email.
X
)

The pie chart gives you a visual representation of
the source of active requests in the system.

Hovering over each color in the pie chart displays

the number of active requests in that category.
The colors in the pie chart correspond to the
colored circle next to the person’s name in the
Leads section at the bottom of screen.

e Blue = requests submitted through BeAScout/
JoinExploring.

e Orange = manually entered from joining night.

e Teal = manually entered from an individual
referral.

. = manually entered from a source other
than those listed above.

The Leads section of the dashboard shows the

Cl . .
O——— e e e endmem e e

e The default sorting for the bottom LEADS
section is to display New & Opened
requests first, those in Pending
Reassignment next, and those for which

(oo o Moo}

an Invitation was sent last.

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

e The filter can be used to change the leads
you see by source or by invitation status
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2

Troop 0003

.......

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 or QR

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

e New - request from BeAScout/
JoinExploring 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  C(Closed - requests either timed out after
60 days of inaction or were manually
closed by the unit.

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

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

[ =

prena & vt s

P [ P —
e .
F—— \

Invitation OR - Troop 0003

Inwitation Link - Trosp 0003

code button. URL’s will automatically save to your
clipboard so that you can paste it into a document
as long as the clipboard is active. QR codes will
download as an image file, so you will be asked
where you want to save the image for later use.
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PROCESSING LEADS

Troop D003

Invetation QR - Treon 0003 Invitstion Link - Troap 0003

w
Troop 0003

Invitation GR - Troap 0003 Invitation Link - Troop 000X

> send appiicat- [ Draht Emad

The Source column allows you to sort the Leads
by the source through which they were received.
This allows you to process from specific sources
easily.

The Send Application button allows you to send
applications to more than one person at a time.

The Send Email button allows you to send a
message to one or more selected leads.

The Filter icon allows you to filter this list by
source or by invitation status for easier
processing.

Invitation Status
BeAScout Initisted Sent
Joining Night New [0 closed
Individua! Lead Opened [0 completed
Other PendingReassignment
CLEAR OPTIONS SHOW RESULTS

EXAMPLE: If you have a joining night and you
want to send the application to everyone
attending that night...

e First, sort by Source using the up or down
arrows next to the word Source or use the
filter.

Next, select the boxes next to the leads to
which you would like to send an
invitation.

Then, click on the send applications icon in
the grey ribbon above the lead list.
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You will see a notification of which leads
received invitations after you click the send

invitation button.

>

b
o
Sy

Troop 0003

VIEW

VIEW

ew
P signment
[ '
' Marusay ent
Completed
witation QR - Troop 0003 Invitation Link - Troop 0003

Q  search
b ﬁ d Load information
!
.

Imvitason

Invitation Sent

When you select the Invitation button on the
menu to the left, your screen will refresh, and you
will see the number next to the Invitation Sent
category increment by the number of invitations
just sent and the new and/or opened will decrease
by the same number.

VIEW COLOR MATRIX

Leadotes Close Lead. You would use this button if:
e You already have a paper application for this
lead.

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

Selecting Close Lead will remove the request
from your leads list and place it in the Closed

Are you sure you want to close this lead

Cancel Close Lead

category in the Summary section of your
dashboard.

You can always reopen the closed request which
will return it to your leads list.

To Close a Lead:

Select the lead you would like to close from the
list and select the Close Lead button. You will
get a warning asking if you are sure you to close
the lead.
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i ST - Complete a Lead:

=) , .
o 2 i S After you receive a completed application from the
o lead you should go back to the lead and indicate it is
SlE et complete to clear it from your lead list.

tanon

ke SIS ‘ e b

Reassign the Lead:

Select the reassign lead button if the

application needs to go to another unit.

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

e You will be prompted to select a reason for
reassigning the application.

e The request will be placed in the Pending
Reassignment category under your By Status
tab.

e The request will be removed from your
Pending Reassignment after District action.

SELECT A REASON BELOW

NOTE: Your council may have auto reassignment
turned on so if you do not take quick action (within 5
days) on a lead it may be directed systematically to the
District Executive.
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ADDING LEADS MANUALLY

Step 1: Select +New Lead.

Lead Source

Step 2: Select the Lead Source from the dropdown
list. This can be Joining Night, Individual
Lead, or Other.

\’ * Lead Source

Parent / Guardian / Volunteer Information

Step 3: Enter information in each required field. ________ 5 «Frsthame:
Fields that are required are denoted by and
astrik next to the field.

* Last Name:

Suffix:

* Email Address

* Phone Number 4
Country UsA
Address Line 1:
Address Line 2:
City:
State/Region:
ZIP Code:
Step 4: Save. If you are using this as your sign-in

for a joining night you have the option of \

pressing save and add which will save and

clear the form for the next entry. SAVE AND ADD ANOTHER ‘ ‘ SAVE ‘

o

—
e ——

Step 5: Send Application.
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o,

'ie'Te eciied you're inberesied in bulkding an adventure with Crew 0003 chariened by
Greensburg United Methodist Church. Within Scouting, you'l find Gynamic and engaging
Feograms that offer g In the areas

leadership, clizenship and adventure  not 1o mention furd

Tha celing application changes anly for national mambership leas and Eoys’ Life
MagATnG SubsCrpton

Please select the registration fee AND the subscription to Boys’ Life. If you have
mare an one child in Scouting, please request only one Boys’ Life subscription
fomily. After you have made the payment via credit card and submit your chikfs
appication, Crew 0003 be notiied. Crew 0003 wil reimburse you for the full amount of
e registration foe AND Boy bescaiphion ies long ies youbyour Scoul agres: b
peticapuat in one hardaisang event such as parking cirs for a Mada Contor everd one
evering, aesisting al a parich breskiast. or sling 120 meat sicks in the sring)

Too god started, phesiesa: click the application ik b
CHck here 10 Fiar YOur BOORCElion
M you need assstance:

G Contact Gonter i s
wough Fricary om Tam - Tpm Gontral Time

I compieting Thie applcaion, peese Teach out 1o B Member
2 o1 o call (372) S80-2485, Mondey
We'd b Py o

N YOUE FQISITAoN s bien OCES5, you Wil FeCes an emal wih contact
Infermation, and acatonal detads about Scouting

‘Thank you aain. You've made 8 great choical Let e fun and adventure of Scoutng
begind

e Al i

An invitation will be sent to the requestor and you
will be returned to invitation dashboard.

Do ottt

i @il yOuTE intarested in Dulding an acveniure with Fost 0848 Sponsoned by
Diaftas Folics Depariment in Circlo Ten Councl In Explaring, youTl ind dynamic and

s it ftor g ey = i the areas of chatacton
development, keadershin, citenshin and carees devilogpment

The onine apeicaion charges onfy ke annual natonal memoership fees U 10536
Profaled based on date of JoosCAbon AR yOu SUDMA your Chidd's appication Host (R4E
will ba notiiad.

Ciick hars 1 i your AOpkcENon

1t y0u néed asststance in completing the apolcation, plaase resch out 1o your local
counc, Circle Ten Counci, 88 214 02 6700 We'd be haogy 1o assisf

NG your Pegslrabon Mas Dean (Ocessod, you will NeCsNe an emal with contact
Inormasicn, and Adamonal datals shout Fxplenng

Thank yéu Span. You've mads 3 oreat choics! Let th fun &nd advantune of Explonng
bagin!

selse | Prepared. For Life.
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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 (COR)*

Exploring posts and clubs do not have a COR;
therefore, these duties are delegated to the Post
Committee Chair.

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.)

Chartered organization representative designee

Same duties as COR above.

Unit committee chair (CC)

Can review unit’s adult applications and
make recommendations to approve to
the COR.

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

Unit leader (Cubmaster, Scoutmaster, Crew
Advisor, Skipper, Post Advisor, Club Sponsor )

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 COR or the Post Committee Chair.

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

applications in a timely manner:

e New Member Coordinator and

e Registration Inquiry (go to page 12 for instructions on assigning this functional role.)
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USING APPLICATION MANAGER

OVERVIEW

k- To view and act on applications that have been
' submitted to your unit, you’ll want to log in to
my.scouting.org .

e Select Menu.

e Select your unit name in the dropdown list.

e Select Application Manager.

| CARLL pEs=ss

cenni LCH I ER

Application Manager Dashboard Overview /$ N ‘ o ‘ - ’ :
The top section of the dashboard provides a oy ' : ~il

Pending Susmary Aderts

quick overview of application processing
statistics over the last 60 days.

The application is tracked through the
system for 60 days, after which the
application is timed out and removed from
the list. That is why the view is always of the
last 60 days. This is to encourage units to
take timely action.

©oo0o000000Q
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The Summary section of the dashboard contains a A
list of the different statuses that the applications %} -

can be in depending on the actions you have takenNA wwwww - e
You will see the number of applications in each

status in the blue circle to the left of the status. /

Select View to display the unit’s applications that
are in that status.

ocoocoopo0g

-

The Alerts section of the dashboard shows you how Toopoots

long applications have been pending since they
were first submitted.

The Applicants List is at the bottom of the —

dashboard. This list contains the applications that @ cnsnn =
have not completed processing. When you first .
open the dashboard, the list will display the
applicants who have been in the que to longest. -
Applications can be sorted by name and applw/

status by using the arrows next to each column

name.

M Y N W R M e B

You can also Filter applicants by:

TYPE APPLICATION STATUS
[0  Adult Pending Acceptance Pending Payment
Youth Pending Applicant Response Pending Refund r
r
Pending Reassignment Pending Acknowledgement »
Pending Applicant Agreement | Closed e
Pending Review [E] completed F ]
1 ¥
¥
CLEAR OPTIONS SHOW RESULTS »
U
r

PAGE 24



To see the details of an application, just click on pr—
the applicants name to open the applicatio e Qs

Apmcmon

4
U
.......... 3
A% Billy Kidd _—
Troap 0003 e | e ’
e <+ 1 8
| - 1
- ’
I §
o e -
B - .
In this view, you can review parts one and Trop 003 =1
two of the application. —
“““““ [ E— e @
If it is a record that you can act upon, you'll B - _ .
see the action buttons at the bottom of the
screen. o
[+
To close the record and return to the main o
dashboard select Applications on the left-
hand side of the screen. —_—
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UNDERSTANDING PAYMENTS

Only Credit/Debit cards are accepted by the online registration system. This makes it easy for you to know
that anyone who has applied has paid their national and council fees (if applicable).

Fees collected through online registration include only:

e Registration fees

e Boys’ Life subscription fees, if applicable
e New Youth fee, if applicable

e Council fees, if applicable

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 email with the reciept link

,-A\ an adult recieves upon submitting their application.
X The message also provides the adult with a link to
ey Youth Protection training so that they can complete
THANK YOU FOR JOINING their training before they meet with youth.
THE BOY SCOUTS OF AMERICA!

We're excited you've decided to build a Scouting adventure with Pack 3220 Cedar
Springs United Methodist Church in President Gerald R Ford.

A copy of your invoice may be obtained from the link below.

Click here

Once your registration has been processed, you will receive an email with contact
information and additional details about Scouting.

If you applied as an adult leader, national policy requires that you take BSA's Youth
Protection Training before any participation with youth. Please click here fo get started
Also, check with your unit leader to find out if any additional training is required.

Thank you again. You've made a great choicel

Let the fun and adventure of Scouting begin!

President Gerald R Ford
616-785-2662
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PROCESSING YOUTH APPLICATIONS

Troop 0003

Agpis

wiion

The position primarily responsible for accepting
youth applications is the Unit Leader (Cubmaster,

Appiication Status VIDW EOLOS MATRIE

Q

T O M M R N W W YW e

Scoutmaster, Venturing Advisor, Skipper, Lab
Manager, Post Advisor, Club Sponsor); however,
the Committee Chair and the Chartered
Organization Representative or the COR/Post
Committee Chair Designee can also accept youth
applications.

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

’ Youth
’Adult

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

Troap 0003 Greermbuarg Linfed Methodis! Charch

o

Troop 0003

2.
- -
' e — - ® — 3
B Gtitien ity o o
o
o
o . 4

An Application Actions window appears. The main

'\Sections are:
1.

Application Notes — you can add notes here so
that others in your unit who have access will
know what you have done.

Application Summary — shows basic detail from
application and displays the Invoice so you can
see if payment has been made online.

Review Application — allows you to see the
information on the application before you
accept the applicant or move them to another
status.

Application Actions — this is where you accept,
reassign, or do not accept the applicant.
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e e e To add a note, click in text box, type your message

Application Summary Apgiication Netes

b—% and click Post. Whatever is entered here becomes
. Billy Kidd

an official and permanent part of the application
ot s 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.

Applicaton D -3692 When you choose Step 1 in the Review Application

section, you will see a screen like the one to the

Application Details

Applcation ID

left. Here you can view the details about the

suardian Member 1D

youth, parent, and the Lion or Tiger adult partner.

Submitted Date

Current Status

' Step 1: Youth Information

Tall Us About Your Child
First Nami Billy

Last Name Kidd

2005-07-15
Gender 1]
Ethnic Background Caucasian/whae

Grade Ninth Grage

e Step 2: Accept, Reassign, or Close the Application
) ' p— —— °
B ssiinnns e When you accept an applicant, the system will
o automatically email them their onboarding
o materials and assign them to your unit. You have
o X no further action to take besides welcoming them

e to your unit.

@ | [ |
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Rirviem dcplecstion

REASSIGN APPLICANT

= Reassign Reason

Not enough volunteer help
Scheduling Conflicts
Special Needs

Too many members

Other

Pending Summary

Pending Acceptance
Pending Applicant Response
Pending Acknowledgement
Pending Payment

Pending Refund

Pending Review

@enc ng Reassignment

o Pending Applicant Agreement

o Completed VIEW

The applicant will receive an email message
letting them know that the unit has reassigned
their application to the district. It also contains
the council contact information so that the
applicant can follow up with the council.

If you receive an application and cannot
accommodate the youth or find 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 to Pending
Reassignment status in your Summary section of
the application manager dashboard. And, the
application will be sent to the district to reassign to
another unit.
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The final option you 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.

If you select Do Not Accept you will receive a
warning message like the one on the left.

DO NOT ACCEPT Do not record the reason for your decision in the
By selecting this option, you are recommending to the Council that Application Notes. That should be a conversation

the applicant not be accepted into any Scouting unit.

between you and the council.

The Council may contact you to clarify your reasoning for making
this recommendation.

= Py Click Confirm (clicking X will return you to the
B ~~— s @ applications for you to choose a different action).
B S

After you click confirm, the status will change to

(s 2 . . .

Pending Review and a status message will appear at
e the bottom of the application detail.
&

Close the application by selecting applications on the
left-hand side of your screen.

If you need to return to the application for any reason, it will be available under the Pending Review status
in the Summary section of your Application Manager dashboard until the Council takes action.
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PROCESSING ADULT/ADULT PARTICIPANT APPLICATIONS

11 0 Days 3
vl Bl v i
Crew 0003

Pending Summary Alerts
8- viEw

Application o " . . . . . .
o: “' Processing Adult applications is very similar to
[ VIEW

o Youth applications. However, adult application
o actions can only be processed by the Charter
[ E . - >
o: Organization Representative (CR), Post Committee

application Status

Chair, or their designee.
Q  searcn

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

x Youth

’ Venturing/Exploring Participant

O o o ooo ol
e R e M M M e
H

¥ nduit

If you want to only process adults, you can Filter
applicants by application type:

TYPE APPLICATION STATUS
O  adut [J  Pending Acceptance =] Pending Payment ¥
Youth [0  Pending Applicant Response [0  Pending Refund :
Erom Date [0 Pending Reassignment [0 Pending Acknowledgement »
[0  Pending Applicant Agreement | Closed 3
i i Pending Review =l Completed s
¥
»
U
CLEAR OPTIONS SHOW RESULTS H
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Aopication Staus — Once you select Show Results on the filter, only
Q  serh adults will appear in the Application Status view.
Adults include Volunteer and Venturing

Application Statss

Participants in the filter.

To open an application select the persons name

O o o o0l

from the list.

Troop 0003 Greensburg United Methodist Church

Application Summary Application Notes

When you open an adult application you will see the PR=F et
' Curtent Samtus: Perding Acceptance

Application Summary showing the basic personal —————up
information for the applicant. You can also view the -

invoice in this section of the application. | e e

Review Application

You can open the application by selecting the Step in the —

Basic Information compiETED @

application.

‘Background Informtion COMPLETED L]

If an applicant has selected “yes” to any of the screening
questions you will see a notice that you must review

L]

those answers and note your response before you can
accept the applicant. Select the red button to review

those quesitons. —

© DOWNLDAD APPLICATION

If the applicant has not answered “yes” to any of the
guestions you will see the action buttons to accept the
application.
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You will need to acknowledge that you have read the
explanations given for each of the screening questions to -

which they answered affirmatively CliCking the checks & Have you ever been arrested for a criminal offense (other than

minor traffic violations)?

next to each question.

See above.

o Have you ever been removed from or asked to leave a leadership
position in an organization due to allegations regarding your
personal conduct or behavior?

Sometimes you have to fight for your right to party.

You will also be asked to type in comments to show that N
you have discussed these questions with the applicant. \ Type comment with reason

After you type your comments the | Acknowldege ks
button will become active and you can submit your

Comment \\ 0!'25{3

Once you have submitted your comment, an Aoplcaion Sumnary Arpicaion Notes
Acknowledgement note with your comment will appear
in the dashboard.

The action buttons allow you to Accept, Reassign, Return
to Applicant, or Do Not Accept will appear at the bottom
of the application.

Ruview Appiication

n Backgeousd Informaticn COMPLETED -]
B .

ADOITIORAL INFORMATION B DOWNLOAD APPLICATION

[ e Reassian serarcaron |
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In Step 2 of the application, you will find the s Pack 0292 Greensburg United Methodist Church Application ID - 3152

References section with the names and contact
. . A . n Step 2: Background Information
information for the applicant’s references. You will

Exparis

want to contact the references to ensure that you

want this adult as a leader in your unit.

Residency

References

Narme of Contact

Fhone Number

‘Additional Infermation

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 the applicant a message that you
need more information and will send them a link
to return to their application.

When you select Return to Applicant, a message

RETURN APPLICATION

box will appear. Type your request in the space
Enter instructions {o return to the applicant provided and an email will be sent to the applicant
asking him/her to log into My.Scouting and go to
My Applications to supply the needed
information. Note: you must enter your message
in one paragraph. Words typed in an additional
paragraph will not appear in the box describing
what is outstanding.

In MyApplication Dashboard the applicant sees
“Provide Additional Information”. A Pop-up will
appear asking for the additional information.

\

>

Please Make the Following Changes:

Please give additional informtion about the incident in

the screening questions
Cance' m
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When they click “OK,” the screen to make the entry
appears.

violations)?

= Plesase provide mone information

1 wrs using private property and the owner objected|

* Has your driver's license ever been suspended o revoked? O Yes @ Mo Update This Answer

T FROVOE ALOTIONAL BFOSMATION * Haoe you ever been imestigated for, accused o, or charged with sbuse o neglect of O ves (@ No Update This Answer
. & minor child?

» Are you sware of sy resson not Bsted above that may call ino question your O ¥es @ Mo Update This Answer
suitability 10 supervise, guide, care for, and lead young peophe?

* Please st an additionsl one to three eferences who are Tamiliar with your character a3 il relstes 1o working with youth, reference may be checked

Fred Fintstene

« Add
phone: 6546484645

FRirviaw Apphcation

B —iiomie coumE @

B If you are ready to accept the adult, you can now

choose the Accept Button.

ADDITIONAL DVFORMATION 3 DOWNLOAD AFPLICATION

neasson | | menmarucaon |

Sandi Prucell

Adults cannot be accepted by the unit until they c"m‘““‘“"’*"""“’:“"”MD

finish their Youth Protection Training (YPT). Gender Femele

Date of Birth: Jul 23

L. i i . Membership Term: Jul 1, 2020 - Dec 31, 2020
If they take the training online using their

. . . . one: (55
My.Scouting account, the record will automatically Frone (FE9 e

B Email: Patwellen@scouting.org

update when they have taken their training and you Applied to Organization: Pack 3272
will see the YPT status in their record S i
APPLICATION I0: 200205847 VIEW INVOICE
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If the applicant has not taken YPT the status will be
incomplete and when you select ACCEPT, a pop up
will ask you to verify that the person has completed
YPT and will ask you for the date on the certificate
of completion. YPT is required training, therefore,
the applicant must show you proof the training has
been completed and is current for the remainder of
the charter.

Type in the completion date on the YPT certificate
and then press Add YPT. The staus on the
application will update to complete.

ACCEPT APPLICANT

* Select an Available Position:

Assistant Scoutmaster

Committee Member

Leader of 11-Year-Old Scouts

New Member Coordinator

Unit Chaplain

Unit College Scouter Reserve

Unit Religious Emblems Coordinator

Unit Scouter Reserve

ACCEPT APPLICANT

This person can't be accepted without completing YPT, if
this person alredy took YPT update in the following field
before accepting

* Completion Date:

Next, a list of available positions for the unit will be
provided for selection. Select the position for
which this applicant will serve. Press Save.

The applicant will move out of Pending Acceptance
on your dashboard and will move to Completed
status. They will also receive an automated
Welcome email from the BSA and if your unit has
chosen to send an automated welcome as well,
that email will be sent within 24 hours of unit
acceptance.

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

* Reassign Reason:

If you select Reassign:

e You will be asked to select a reason for the

Assign to district: Wapiti 25

REASSIGN APPLICANT

* Reassign Reason

Not enough voluniteer help
Scheduling Conflicts
Special Needs

Too many members

Other

O

DO NOT ACCEPT

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

The Council may contact you to clarify your reasoning for making
this recommendation.

reassignment. Use the dropdown list to select a
reason.

e 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:

e You will be asked to confirm you selection.

e The council may contact you to clarify why you
are recommending that the applicant not be
accepted into any Scouting/Exploring unit.

Once your selection is made you will see the applicant

move from Pending Acceptance into one of the other
adult statuses you selected.
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Reports

To view and download reports available through the
system select Reports and you will see the list of
available reports.

To view any of the reports, select Run on the right-
hand side of the report description.

All reports will be in a spreadsheet format that can be downloaded into a CSV or PDF format by clicking on
Export button at the top of the report. The resulting download will automatically open in Excel. The reports
also have filtering capability by using the grouping feature that looks like a triangle located under the column
heading. You can later remove the filter by choosing disable grouping in the dropdown and then clicking
Refresh. The arrows below the heading also allow you to sort ascending or descending.

%‘ BQY SCOUTS OF AMERICA’™ Credit Card Sales Report

rpases on behalf of the Boy Scouts of Americe. Discosing, copying. or maKing any inappropriate use of this roster informatian i strictly prohibited.

Tl Methodiss Chard

<| >/ 3 Page 1 of 1| 60

ApplicationD  Application | Applicant Full | BSA Member D ian Ful 2
a + Type Name > & Mame Member D -

Applied 1a Ory CCPayment  Membership  Boys'Uife | Aduit Membership
Type Date Amount unt Amount

1243)242 3438

[EL SRR LR

1232)131 4141

1654)645 4654

[«
[«
[«
[«
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NOTIFICATIONS

The system sends the Unit Key 3 and the New
Member Coordinator email notifications so that
they can act on inquiries and applications in the
system. If a Lead is pending action an email will be
received on Mondays and Thursdays. If an
application needs action an email will be distributed
on Tuesdays and Fridays.
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