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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:

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

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

o 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;

o 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:

*

o Collects completed applications from new youth and adults;*

o 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;

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

o 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 Logintoyour 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 - @

Welcome to Boy Scouts of America myScouting Tools

2017
. & NATIONAL
\/ =~ . JAMBOREE

r ™
P

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 required
information.

EXPERIENCE THE
BEST OF SCOUTING! | Ssssisonssioss

myScouting
Empowering you 10 delver the Scoutin
We Heard You!
Nt

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

Scouting noves

ol a0 Back i o 4 toke et

Moy Scoutng

r "’;N i Tools and Exploring Units H lEMm [N[[H =

Step 3: Select My Dashboard in the dropdown menu. Iv"
mmm
.mmm o
emﬂutmm[ﬂl
¥ My Recent Tools
Step 4. System defaults to My == iy Scouting
Training. Click the pancake symbol
next to My Training. i A U ——

sevice: W youth beging To take oiher BSA Nainags, seleet e Training Genter tah To wiew and 1ok HAINings Spocinc T your positon, Seiee! The Requiiements
b,

Step 5: Select My Profile from the dropdown men & wy pashboard
My Training [N
You will see your profile information details. Make [Mymini:g 9 R
sure your address, phone number, email address and
@ >
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. ’Mywning R
My Profile >
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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 @
SignIn .
TR [ 2017 Step 1: Log in to your My.Scouting
passuerd —— NATIONAL

. | JAMBOREE account. - my.scouting.org

 _

_ EXPERIENCE THE
IR BEST OF SCOUTING!

my.Sccvuting Vikorme Dick Bshop e .
o .
Step 2: Go to BeAScout too

' My Dashboard New to Scouti
. My inbon: L 2 moved and now available under Legacy Web Tools after selecting the

° Se I ect M enu wnfusion on where to go to find the tools you need. Additionally, you no
My Appiication (o] cations in my.Scouting Tools. Now you have one access for all your

® Se I eCt Lega Cy We b TOO I S \ b el g nage Member ID. Manage Msmber ID allows you ths ability to add

‘manage primary settings. Changing primary settings requires you to log
e Select BeAScout

n
—

Tools is the place to go for all your needs!

™ Bo scout Membershin Applcation Status =
Ttk BSA LEARN CENTER

oOn 3 tradiitional and exploring units. In early 2017, Commissioner Tools will CLICK HERE T0 ACCESS POSITION SPECIFC TRAINING

¥ iternet Advancement Jistricts to assign and enter contacts for traditional and exploring units, ~ |

ssioner Service Team is working with volunteers and professionals from

ools that will help volunteers serve exploring units more effectively as we

Ve will communicate to commissioners as new fcols and resources

e
% Bost Practices Portal

¥ internet Recnartering

SEASEOTHG

w Journey to Excellence Resources

P i ific Training Released EXPL
) UK HERE T0 ACEESS EXPLURING TRAINING

Step 3: Update your Unit Information

A. Select the Unit Pin Management @‘ BOY SCOUTS OF AMERICA.
tab to enter information you want \

d prospeCtive SCOUting famlly to Unit Lead Management Membership Application Management
see when they select your unit’s UnitPin Management
pin on the BeAScout map. ~ ST — T il
L. . . / Unit Pin Mode Pin Status Apply Status L‘{ Upload Remove
B. If your unit is not listed in the Unit meae 7] [nacke : X
Descrlptlon bOX, use the drop Primary Conract Information Unir Meering Address
. Primary Contact Person : —Select— v Address 1: 5113 Brown Rd
down menu to select your unit. Fist e adaress 2
. . Last Name : City : Monroe
C. Change your Unit Pin Mode to Emai: st LousiAA
Phone Number : & 3 ZIP Code : 71202
Unit so that applications or Lautce:
Longitude:

requests for information will
come directly to your unit Invitation Manager or Application Manager.
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Unit Desciption

Unit Pin Mode
Council

@‘ BOY SCOUTS OF AMERICA,

Unit Pin Management

Troop 0069 Pieasant Green Baplist Church

Unit Lead Management Membership Azgication Management

.
Jnit '.\t! !.e -m

Last Name ;
E-mail :
Phone Number :

Change your Pin Status to Active so that
your unit location shows on BeAScout.

E. Setyour Apply Status to Active so that
the “Apply Now” button displays on your
units BeAScout pin.

LOUISIANA
T1202

Check your unit meeting address and correct if

— F. Enter your unit’s web address in the
B e . Unit Web Site box.
o G. Add your units Primary Contact

information — this will be the person that
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
recommended that you include an email
address. The telephone number is
optional and will only show if you select
to display it.

needed. It will default to your Chartered

Organization address. \
e Werecommend listing the address

where the unit meetings take place.
Add additional information — frequently asked
guestions 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.

o 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

@‘ BOY SCOUTS OF AMERICA.

Unit Pin Management Unit Lead Management Membership Application Management

Unit Pin Management

Unt Descip
Troop D06 Fleasant
Une Pin kode
Councll

Anlemate Unit Description

Apply Status
Inaciive

Brmary Contact Information

Primary ContactParson: | -Select—

dditional Unit Information
Bref Descripbon _ Limit of 140 Characters only
Alternate Contact #1 Email :  Fiease enfer £l addess

140 Characters let

Alternate Contact #2

Anernate Contact #2 E-mail © [Fiaase enfer £ mal 3ddwss

ress A Troop 0088 Pleasant Green Baptist Church

Altemate Unit Description Phone Number Contact

for more

 Uni Web Sie information

# unk Logo PO Box 2405
Manroe, LA 71207

NOTE W C: asisctes, 5
adciess detrec i BeScod Admrsvaton

Requred fiekis

meet on Monday” will not be helpful,

instead say “1st graders meet Monday”.

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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@1 BOY SCOUTS OF AMERICA,

Unit Pin Management Unit Lead Management Membership Application Management

J. Select the fields to display on the unit
pin. Click on the boxes next to the fields R e s s G ; Lo

unt Pn mode Pn Status Apply Status Y Unicad  Bemowe

Unit Pin Management

that you wish to display. The fields will e G s
Prumary Contact liformanon Lt Meering dddress
mary Contact Person : ~Sefect— v Acdress 1 5113 Brown Ra

show in the Unit Pin Preview to the right.

Once you have the pin showing the .l GG
information you want save your work. o

Longitude:

ddditional Unit Information

Bnef Descriphon . Limit of 140 Characters only

140 Characters left

SAVE ALL CHANGES - you should get a
message showing that your changes were < iy W

# Unit Web Site

successfully saved. "

Unit Pin Preview

Troop 0068 Pleasant Gresn Baptist Church

A
ﬂ Contact

informatien

318-325-4634

PO Box 2405
Manroe, LA 71207

< Save >c-u(
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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
My.Scouting account, select Menu
at the top left hand side of your
screen.

Step 2: From the drop down
select the unit you will be
configuring.

menu

Step 3: Select Organization
Manager

D

my Scouting

Empowering you to deliver the Scouting program.

ols and Exploring Units

Ownnmwn
.'f.ml

[ opee—

New to Sco:
Click Here To Tal

initly sarving traditional and explonng units. In eary 2017, Commissianer Tools will
ancils and districts 1o assgn and enter contacts for tradiional and exploning units,
nal Commissioner Service Team s working with voluniteers and professionals from
0 develop tools that will help voluneers serve exploning unis mone effectively as we
3 all units. We will communicate 10 commissioners as new tools and resources

* My Recent Tools

pecific Training Released

ing content they need when thiy need it & the purpose of the new BSA

M has boan added 10 ths keam cemer consisting of 14 e-leaming modules. it

h as solecting youth officers, buikding a crew budget and annual program planning,
1dars to complede position specic raming online.

BSA LEARN CENTER
CLICK HERE T0) ACCESS POSITION SPECIFIC TRAINING
wf in three pans, or leameng plans. Each leaming plan ts dasigned for the spacific

taken bafore the first meeting, within the first 30 days and within 90 days. The
wing o complt thair training at their own pace

Dashboard, My Tramng, or, click the Position Specific Traineng image on the nght

EXPLORING

CLEK £S5 EXPLORING TRAINMNG

. Organization Manager my. scouting Viicome Dick Bishop 9 .

T—
‘Seffings

Step 4: Select the Settings tab.

Organization Details

Gﬁv 0144 (Flora Rotary International) FLORA ROTARY INTERNATIONAL Chartered Organization @

Effective Date. 01/01/2016

Expiration Date 123112016
Executive Officer (IH) Dick N Bishop
Chartered Organization Rep. (CR) Dick N Bishep
(@) clhanks@scouting.org &
@ e
@ &
1] (]
L -]

Social Media Guidelines
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Step 5: Set configurations: @ organizaton Manager __ myScouting o @ @

Payment options: Select
the payment option your
unit wishes to use from the
drop down list. (If this is
not available the council
has selected to override
this configuration). Default
is “Accept cash/checks
only.”

‘ Organization Name Troop 0144 ‘

* 0144 (Flora Rotary International)

‘ Credit Card Opt-In

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

Payment options / CC and Cash/ChecK - |

Accept CC Only
Membership Application Approv( Accept Cash/Check only

Accopt both CC and Casylt

Please select who has the ability o accept (approve) applications for you
pplies only to adult applications.

. Organization Manager m_ylscouting Viiceme Dick Bihap. 9 .

Organization Name Troop 0144
'ﬂ’ 0144 (Flora Rotary Intsrnational)

Credit Card Opt-In

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

CC Recommendation: Select
whether you want the CC t B [Rocsptbom & and -
recommend adult positions. e Ak A

Default is CR only.

Please select who has the ability to accept (approve) applications for your unit. Please note, this
applies only to adult applications.

Who Accepts Appiications

COR only required

COR only requirad

CC and COR required L
oW BuUIL EppICay

Allow or Di: tobe

Adult Application Availability: @ orcanisston Mansger myScouting S
If you want to turn off adult

Who Accepts Applications. [COR only required -
application availability change s o seay i ——— )
that setting. (If this is not — —

available the council has ——

elected to configure this - _—7 TEw Y
option for all units.) Default is = EE e e

to accept adult applications.

" (Fomas- |B J E E EE|E-E-F B L @

Feas are used to purchase Scout Advancement Recognition

P

Unit Fee Message: If you

would like to display a o o =
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

I - s =z amziaaea |

Fees are used to purchase Scout Advsncement Recognition. ‘

e Automated Welcome o 44 o Ry st
Email: If you would like an -
automated welcome email [
from your unit to be sent e,
upon acceptance of an
application select opt-in
and type your message in
the space provided. Opt-

out is the default. —
_, @

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

3 P =

| Fomes~ | B T |FE R R =R

tanal, 1235 Walnut Hill Road. Just a reminger we

xcited t have your join our troop which meets at Flara
ery other Mondey ight at Tpm. We are looking forward

Example of Automated Welcome Email:

H % O + 4 & = Welcome To Troop 0144 Flors Rotary Internatic
MESSAGE ADOBE PDF

Thus 12/15/2016 800 A
Membership@scouting.org

Welcome To Troop 0144 Flora Rotary Internationall

Detete (= years) Expire

*‘-nm.,, 0144 Flors Retary Internarionsl
Dear Peter Weller,

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

As the volunteer leaders of Troop 0144, we wanted to take a moment to welcome vou to our Troop. If vou need assstance of are unsuse of what yvour next &
We are excited to have vour join our treop which meets at Flora Rotary International, 1235 Walnut Hill Road. Just a reminder we meet every other Monday

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

Yours in Scouting,

Aaron Dean Goodman Dick N Bishop Gregory
Seoutmaster Chartered Organization Rep. Carmm )
eepistrationtools @scouting org clhanks@scouting org clhanks
(574) 686 - 3124 (574) 967 - 3962 (765) 2
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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 intoyour myScouting
My.scout"’]g account' select Menu a?:u.m Empowering you to deliver the Scouting program.
at the top left hand side of your @ rcumons ols and Exploring Units

screen. [CET o intly serving raditonsl and exploring units. In aarly 2017, Commissionas Tools will

ancils and districts 1o assgn and enter contacts for tradiional and exploning units,
9*'""'“ o nal Commissioner Service Team i working with volunteers and professionals from

0 develop tools that will help voluneers serve exploning unis mone effectively as we
2 all units. We wil communicate to commissioners as new tools and resources

* My Recent Tools

ific Training Released

Step 2: From the drop down menu_-¥

select the unit to which you want p- S g contot ey o whan thoy newd 5 tho s of Mo naw BSA
. . e h a5 selecting youth officers, humhga-‘.u;mbmpolulﬂ nmuglgprqpm\pwwm_ HSA I_EARH [:EHIER
to add this functional role. [, - idars ta completa position specic raning online LIEK HERE T0 ALLESS POSITION SPECIFC TRAING
wf in three pans, or leameng plans. Each leaming plan ts dasigned for the spacific {
c taken before the first meeting, within the first 30 days, and within 90 days. The
wing #o complete thair training at thair own pace
‘Vi T Rt Dashboard, My Tramng, or, click the Position Specific Traineng image on the nght
Step 3: Select Organization [ —

Security Manager. \ [ T —
.Mmlllmu
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@ organization Security Manager

waone @ @

my Scouting

Step 4: Select Registration Inquiry.

* Troop 0144 .

EFFECTIVE DATE EXPIRATION DATE
31, 2015 Dec 30, 2017
ization Detalls  Rastar
Key 3 Membars Funcional Positions (i}
Chartered Organization Rep. CickN Bishop  JTE Finish Lise Report
Commines Chalrman Gregory jler My 3Dalsga
Scoutmaster Axron Dean Gmmn
Unit Membershép Chairman
Unit Tralning Chalr
Youth Protecsion Champion
@ organization security Manager myScouting = e we @ @

Step 5: Select the plus sign to
select the registered adult.

Key I Members.
Chartared Organization Rep.
Committes Chairman

Scoutmaster

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.

USING INVITATION MANAGER

Organization Detalls  Roster

w
Person
Effective Date
/EWIMDI—'
=

my Scouting

Welcome to Boy Scouts of Ames

NATIONAL
JAMBOREE

- % ™
EXPERIENCE THE
BEST OF SCOUTING!

L
& Troop 0144

El
Dec 31,2015

Registration Inguiry

Dick N Bishop Position Information

No Persons in Posstion

Gregory Dean Miller

Azron Dean Goodman

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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my Scouting Step 1: Select Menu in the upper left corner.

,?'“,,. Empowering you o deliver the Scouting program.
@i ols and Exploring Units NG Bt Step 2: Select your unit.
. o Click Here To Take Trainino.
i - i unes In warly 2017 Tk, will
UGS and SSYKES 10 35590 30 S0ie CONRACLS T radtonal and epionng Lrds. 2 - -
o Sy o et i s e i s et SN Step 3: Select Invitation Manager from the drop
30l units. W will com arL T -

¥ My Récant Tols

3 Logay Web Took

<:v Troop (1144 - st Diestrics 08 SB Iﬁ{: Training RE'EESEd

g ennlant thay Hed whan thay Reed I 15 e pUEsa of the newS
- yo—

down list.

Ryt s v S S o BSA LEARN CENTER
o‘._ EMEK] Eutyiis pasion St e CLICK RERE T ACCESS POSITION SPECIFIC TRANING
« 1 Peee parts, o7 RalD s, Each leaming plan s designed 1of Ne specilic
P he i fing, within the first 30 days, and within 50 days. The
& B
L@
# e e Ig Sodutiig s, S/ The top section of the dashboard provides a quick
% — status overview of the number of leads/requests
Pack 0228 Hiose ge i . .
" submitted over the last 60 days that are either:
srtois .

e New — the lead originated in BeAScout and

e T — nobody in the unit has opened this record;
G : e Opened - someone in the unit has opened
() Bamey Fite $uns the lead or has entered the lead manually,
.Hm;“m,, o but no invitation has been sent.
b Ao S — The pie chart may be empty (or white) when you
i bkl e first access this tool, but in this example we’ll
@ Puteea Tayior s identify what each colored section means.
Individual Lead: The colors in the pie chart correspond to the colored
1 circle next to the person’s name in the My Actions tab.
—— Hovering over each color displays the number of active
' | Other: 1 ‘ requests in that category.
Joining Night: 2 : ' : Be a Scout: 1 ‘ e Blue =requests submitted through BeAScout.
AETIVE LEADS BY SOURCE ° = 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

* Troop D144

NEW LEADS

my Scouting

@ i wetler St
SECAAOR eI e i
Mary Donovan e ones
oo 454 78 M s
@ o0 smith i
nanngeuas. . oot D
. Mary Mahoney 4 onas
AMASOAL Y MR COM (ST S0 P ]
© tnvieation Mansger my Scouting - &

* Trcop 0144

Search All

New

Opened

Pending Reassignment

Invitation Sent

Completed

Closed

\

Q) inyiation 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

L~ 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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) mistnitte my Scouting - & @ |et’s go back to the My Actions tab to cover more
details about what is on the dashboard.

* Troop 0144 ﬂ

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 To view 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.

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.)

Joe Smith e Summary section providing lead information

1325 West Wainut Hil Phom: (972) 355-5555
Irving TEXAS 75038 Emall: Jsmangggmail com

and any comments from a lead if they
submitted through BeAScout.
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USING URL’S AND QR CODES

© invitation Manager my Scouting e & |

URL’s and QR codes provide links that are specific

to each unit. These can be used on handouts, 2 o 01t
roop

fliers, and unit emails that are not sent through

NEW LEADS

invitation manager.

To access the URL or QR code select the URL S e e
button on the top right hand side of the sCreen. —

Na results found

ikt s Orpamirwen's Ok ey Foems
U 3 8 A T AP S T T T RS S e

e

<+—ust copy the one that you want and paste it in your flier or

email.
ADDING LEADS MANUALLY
% Invitstion Manager myScouting =t B B ]
Step 1: Select +New Lead. A T -
: 124008 ; How Lonl .
my Scouting - @ @

Step 2: Select the Lead Source.  @

Step 3: Enter information in each required field. P Gomiaohobmtee hrmatin
\ :

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 Geishon
next entry. ~
! = — =
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TAKING ACTION ON LEADS

= Inyitation Managar

my Scouting

To take action on a lead, first click on the name of

e [~ ]
MEW LEADS GRENED LEADS
T - e e
' 3
' ' ACTME LEAZ 87 SuecE
' 3 .
' -- '
FY P el --SOR -
e R
Luads .
[ T
P
Barney Fife & vams o
CLALDH HAKAGICOUTHG CAG (321} 151330 omveet (¥
. Howard Sprague oo >
SLsl s g ROUTIE SAS (359 3753550 v (0
Helen Crump & o s
SLACR ARG ICOVTING.SRS (BN IR 180 ety
. June Claaver & o »
LS A OSSN ) Akt -
. Aunt Bea Tayler & oze 5
i i i et GER )

@ 0228

LEAD ACTIONS LEAD NOTES

=)

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 m 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 ad venture. ..not to

mention fun! To get started. please click the application link below:

Click here to start your application

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

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

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 emccsios @ @

'ﬁ' Troop 0144 Fiors Rotory Intemationa =

HEW LEADS

The lead request is removed from your My Actions tab

, t and placed in the Invitation Sent category under the By
Status tab.

My Actions | By Status | By Source
Search All >

New 0
Opened e
Pending Reassignment 5
Invitation Sent 1
Completed i

Closed B>

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

@ 0228

LEAD ACTIONS LEAD NOTES

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

‘Current Status: Opened

|

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

e You will be prompted to select a reason as to
why the request is being reassigned.
LEAD INFORMATION e Therequest will placed in the Pending
E;;;sgg;i;gmm Reassignment category under your By Status
il hangsco ko o 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

® 0228

LEAD ACTIONS LEAD NOTES

You have talked with the person and they no longer

Current Status: Opened |
:ﬁ‘él\zm;n:pﬁ:g Information below before clicking one of the Want to join your unit'
Reasson
| comiea ) Selecting Close Lead will remove the request from
AD EemA TN your My Actions tab and place it in the Closed
Barney Fife category under the By Status tab.

Phone: (333) 333-3333

Email:
claudia.hanks@scouting.org

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 [—1 B

Step 1: Select Reports: @ Packo2n o e
= v

-
3

Step 2: From the drop down list, select the

report you would like to view. e =
= ”"-: Closed Laads:
—
EECT—
B 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.

N
X Closed Leads Report
Troop 0144
Re Il Name. Request Date Request To Request Closed Date Closed Description
08/2212016 Troop 0144 10/22/2016 Timed Out
08/2212016 Troop 0144 10/22/2016 Timed Out
Thomas Testlead 08/0472016 Troop 0144 10/04/2018 Timed Out
JoiningNight Troop 08/04/2016 Troop 0144 10/04/2016 Timed Out
IndividuallLead Troop 08/0472016 Troop 0144 10/04/2018 Timed Out
OtherLead Troop 08/04/2016 Troop 0144 10/04/2016 Timed Out
07/1072016 Troop 0144 09/09/2016 Timed Out
07/1072016 Troop 0144 09/09/2016 Timed OQut
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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)*

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

e Reviews and accepts or rejects unit’s
Venturing adult participant applications.

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

Unit committee chair (CC)

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

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

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

e 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

my Scouting wn @

Welcome to Boy Scouts of America myScouting Tools

f 2017
NATIONAL
» | JAMBOREE

‘ oo &
EXPERIENCE THE
BESTOF SCOUTING! | Sssmsssuseose

< Seouts — Y
S oo < o2y e
o Empowsring you to deliver the Scouting program.

[ Y

New to Scouting?

Click Here To Take Training
- e
®- 1) o1 weer et vl rer avendabin e Lagacy We Tools aftar sainctng e
o more confusaon on whers 50 9o o Snd the ook you meed. Addtonaly, you no
o»wne-u i sy appicaborn i ey Scouling Took. Bow you hame ane sccss o all ot

Foos b Manage Membaer 1D Mensgs gt
> Lugecy b Tooks con g e

"~ Troep 0144 - West District 08

s Beandng Tooks is e place 82 oo for oll your nesdst

Qeerr D N BSA LEARN CENTER

°.—...... ey srving dradilionsd wnd apRoning unds. I sy 2017, Cormssonel Took wil LK HERE 18 ACAESS PEITEN SPECTE TRAIIKE

S BN AU 10 5500 nd oK ConAacts for rcitiendd TG GRzlonng Unks,
nal Commeszionar Sorvce 107 % winang Wil Wi and Ceotsscaals Fom
0 develop 100k ot WAl holp VoheTeses Sorve ERgionng Uvs mers efectively as wo
308 uns. W wil communIcate 1o COMMASNAS 83 New 1004 and resources

P — SASAE

BTG 0 abiy to ad3
2 Py scilings neunes you 1o log

Specific Training Released EXPLERING
L BERE T ACCEES EXPLIRIRE TRANNG

i
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© Application Manager

OGRESS APPLICATIONS

my Scouting

—— X )

NEW APPLICATIONS.

5 69

Davs

|

"
o
@ : —
Applications. -

13 Tomi

¥ Austin Redmon

SEREDMONGVERZONNET 9725431387

& oo »
Pendng scospiancs (ETR

¥ Elroy Jetson

& ors >
MAURCE WURRAT@EGOUTNG 2R (3311111111 - |
¥ George Jetson & ooms »
MAURCE MURRATG SCOUY oomg scewpianes (ST
¥ Lenny Macgillicuddy & ooms »

LAV RANKSGACONTIG.ORS (1111111111 [ vemes R
¥ james mac o,
[T ——— - Proones verres R ]
¥ Bart Simpson

CLAUDMHANKBQSCOUTHG.DRG 6484886858 pancing secoptines (WD

OVERVIEW

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 drop down list.

e Select Application Manager.

Your unit’s Application Manager dashboard
defaults to the My Actions tab.
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© application Manager my Scouting — N

[ In My Actions you will see
@ Pack 0073 Ruby Major Elementary Sc PTi

e Abreakdown of the applications that were
either completed or closed over the last 30
days.

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

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

¥ Austin Redmon

SEREDMONGVERZONNET 972580231

¥ Eiroy Jetson

MAURCE URRATGSCOUTRIG SRS (101111111

¥ George Jetson

¥ Lenny Macgillicud @ om >
2 james mac w The application is tracked through the system
[ ] for 30 days, after which the application is
FTE———E - 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.
IN PROGRESS APPLICATIONS e Under In Progress Applications you’ll see
0.5 DAYS 14 how many applications fall into each phase of
6-9 DAYS 6 the timer.
10-14 DAYS 0
15-24 DAYS 70 Note that this count will likely be more than the
25-30 DAYS 11 I 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

5 APPLICATIONS.

———

my Scouting

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

M FROGHESE APPLICATIONS

my Scouting

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.
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* Troop 0144 Flora Rotary International

APPLICATION ACTIONS

Curment Status: Pending Acceptance
Review i apgacation before akng one of the Tolowing oo
ACCEPT. Accoep the appheation

SHGN. Send to District for peent 1o anciher und
DO HOT ACCEPT Forvaid to With recommenda

ion ot

Phone; (572) 555-5555
i
Dudl Dorightigmad com

DOB: 01141570
Exgmtionc worhing with yéth m cifwr crgasirations
Canadian youth con ST2ISL5L58
Provies Residesces
LISA 125 Wt Waleist il ving TIERAS 18

Curvent Membarships

Fnya Canadian Mounted Police Society

APPLICATION NOTES

| &=
/
-

D Aepiication Manager

* Troop D144

N PROGRESS APPUCATIONS

1 Toual

# Dudly Doright

A L A 0N (4 5 368

e @ @

my Scouting

CCMPLETED A CLGAED MFLISATISMG LAGT 4 DT /

o >
N - ]

Pending Acceplance

O Appiicaton Mansger

* Troop 0144 -0

Pen. ho Acceptance

Pending Unit Emall

Pending Reassignment
Pending Applicant Agreement
Pending Applicant Response
Pending Payment

Pending Refund

——

my Scouting

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 ek Sorde e ' ® @®

@ Pack 0073 Ruby Major Elemerts

INPROGRESS APPLICATIONS. NEW APPLICATIONS.
asnave 15—
v 3 LasT

All Youth Registrations

03 Total

’ Leon Kellogg o3 5
CLAUDIANANKIQICOUTIIGORG 0030031338 cmuen
¥ wayne Dunn & om >
CLAUD AINKSGHCOUTNEORG 003413 1802 cenen
f Johnny Cash & un >
clbwsmsgieouMeoRs wrandss o (@ |
H Sun s
ClbAAMKAGIOUTMGORG I o & ]
¥ Junior Macgilicuddy o 5
CLAUDE HERKSQICOUTME ORG 1111TTITI conen
¥ BatMasterson oot >
ChANKSETINETCOM T1FITIIN e

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.

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.

CC and Cash/ChecK - |

Acocept CC Only

Accept Cash/Check only
Accapt both CC and Cash/Ched

TR LA B Ry R T T
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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 $0.00. 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.

PO S S PP —
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PROCESSING YOUTH APPLICATIONS

© application Manager my Scouting veosoms corsen crse ’ ® @®

@ Pack 0073 Ruby Major Elementary School PTO

IN PROGRESS APPLICATIONS NEW APPLICATIONS.
Last
30 69
DAYS
My Actions  Youth  Aduit
Applicat
13 Total
¥ Austin Redmon Son,

EREDMONGVERTONNET IT3IIINT

2 Ejroy Jetson

¥ George Jetson

MAURRE URRAT G ECOUTAIG SR (30311111111

¥ Lenny Macgillicuddy

CLAUD HANKSGSCOUTHG ORG (111} 1111111

¥ Jjames mac Soons s
CLAUDM HANKESCOUTHG.ORS (11 1111111 i ‘ . ]

’ Bart Simpson

CLAVDMMANKEGSCOUTNG ORG  sssssesss - - ]

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

¥ 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:

Riewiew the application befare Laking one of i folowing
actions.

ACCEPT Accept the apphcation
REASSIGN Send fo District for reassignment 10 ancther
it

Application Notes.

DO NOT ACCEPT Forward 10 Councl wih fecommendcaton
nof 4o accept the appécant into Scouting

RETURN TO APPLICANT Rt 10 Appicant for more
Information befote processing

HEASSN

TN 2 APPLCANT

45N High St
Fomney, W JETST.1618
!

usa
Prack 3144 Flora Lions.

|

Application Actions.

Review Application.

Application Summary — which also displays the
Invoice where you can see if payment has been
made.

P wnN e

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

If you have any questions about the program or our applicge

process, email us at membership@scouting.org.

Steps to Complete your Registration 4RIl Steps Must Be Completed)

- Parent/Guardian Information [

Completed
Youth Information

completed @
- Terms and Conditions

Completed ©

Status Pending Accepta
First Name Lenny
Last Name Macgillicuddy

Record Locator MR-B13J-P3608-107

Graem>

my Scouting

@ Pack 3144 Flora Lions

APPLICATION ACTIONS CATION NOTES

Cument Status: Penang Acceptance | Y w
Pkt i AppREation Betore taking one of the Rollawing L

ACCEPT Accept the apphcation

REASSIGN Send to District fof reassignment 1o ancther \
it

DO NOTACCEPT Forward 10 Councll with recommendation

ol B accept the apgcant inio Scouting

Retuam 1o Appicant for more

HEASSIN

DONOT ACCERT

e Eaden. Powell

fiigh 5t
ey, v 26751818

Pacll 5144 Fiea Lions.

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

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.
* Troop 0144 £

APPLICATIONS

If the new member has already paid their fees

online, the system will automatically email them

i . their onboarding materials and assign them to your
Fending A= apes 0 unit. You have no further action to take besides
m"::""":" " welcoming them to your unit.
i i s
Spp—- ¥ If the new member has not paid their fees online,
:“: they will be moved to Pending Payment on the
it B . 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
r.‘h 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

‘Current Status: Pending Acceptance

Review the appication before taking one of the folowing
actions

ACCEPT. ACcept the applcation

REASSIGN Send fo District for reassignment bo another

asevcation suvay (T
Bart Simpson
Schoal:
Grade: 4m Grage
Gender: L
DOB: DEZIT000

Invaice

Homer Simpson
1325 W Wit Hil Ln
Irving. TX 75038-3008
usa

Pack 3144 Flora Lions

my Scouting

@ Pack 3144 Flora Lions
APPLICATION ACTIONS APPLICATION NOTES
Curment Status: PEnang Acceplance

Review e appication befors taing one of the falowing
actions.

ACCEPT Accept i applcalion
REASSIGN. Send 1o Disirict for reassigrment to andther

uni

m:o;;wgs lel\!.‘lgco(_l\c:;lhlmw
RETURN ﬁglﬁm Fatuen 1o Applcant S mone
Information befor

lease select @ reason bolow

Does not meet age'grade requirement
Mot enough voluntesr help
Scheduling conflicts
AF Spacial neads -
Too many members
Other
: dih Grade
ke

my Scouting

@ Pack 3144 Flora Lions
APPLICATION ACTIONS APPLICATION NOTES

Cument $tatus; Pending Acceptance
wwmawmwemmmmm

Information betore pi

pinct 8 neason below

conflicts -
APPLICATION SUMMARY
Bart Simpson
School:
: ath
Gender; Liale

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; FPending Acceplance
Review the application before taking one of the foliowing

ACHons.

ACCEPT Accept the application

REASSIGN Send 1o DESInct for reassignment 1o another
unit.

DO NOT ACCEPT. Forward fo Council with recommendation
net 1o aceept the applicant into Scouting

RETURN TO APPLICANT Return ta Applicant far mare.
Information before processing

RETURN TOAPPLICANT
oo

Haview Applcation

DO NOT ACCEPT

APPLICATION SUMMARY
Bart Simpson
Sehool:
Grade: 41h Grade
Gander: Mak
DOB: 06232008

L~

my Scouting

@ Pack 3144 Flora Lions

APPLICATION ACTIONS APPLICATION NOTES

Current Status: Pending Accepiance

Review the application befare taking one of the following
actions

ACCEPT. Accept the application

REASSIGN: Send to District for reassignment o another
unit

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

RETURN TO APPLICANT Return to Applcant for more
information before processing

Epb AL LR
_can you meet on Monday night?

APPLICATION SUMMARY

Bart Simpson
School:

Grade: 41h Grage
Gender; Malke
DOB: 06232008

Invoice

o
Homer Simpson

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

Pack 3144 Flora Liong

|
~

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
qguestions for the applicant, click Confirm.
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© appication Manager my Scouting — )
@ Pack 3144 ¢
M PROGAESS APPLICATIONS MW APFLCATIONS i
:_ 30 1 oY s 55400 Pt
. oS
Youth 3.
Search All >
Pending Acceptance 0
Pending Unit Email o>
Pending Reassignment 0
Pending Applicant Agreement 03
Pending Applicant Response 1%
Pending Payment o
Pending Refund [
my Scouting

@ Pack 3144 Flora Lions

APPLICATION ACTIONS APFLICATION NOTES

Cument Status: Pending Acceptance
Review the application befone laking one of the following
actions.

ACCEPT Accept the application

REASSIGN: Send to District for réassignment to another
unit.

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

ACCEPT

@ RETURN 1O APPLICANT

APPLICATION SLUIMMARY

Bart Simpson
School:

Grage: 4in Grade
Gender: hiale
DOB: 06/23/2008

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 District 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 reasoning for making this
recommendation.

APPLICATION SUMMARY

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

APFPLICATION NOTES

|

© Aspiication Manager my Scouting

My Actors | Youth | Adut

Search All

Pending Acceptance

Pending Unit Email

Pending Reassignment

Pending Applicant Agreement

Pending Applicant Response

Pending Payment

Pending Refund

ing Review

Completed

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

Q) Appiication Mansger nw.Ecouting

NEW APRLICATIONS

Appleatons
2wl

# George Jemison
..................... n
¥ Judy Jettson

T AOR TG O T

™~

o A CLOSD AP CATIHLAST W
$on
Ll |

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.

I Youth

t 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

Onapmmmn

0 Crew 2393 «

™ PROGHESS APFLICATIONS

myScouting

bR

Search All

Pending Acceptance 2
Pending Unit Emall 0>
Pending Reassignment 0
Pending Applicant Agreement oo
Pending Applicant Reaponse [
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

¢ 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.
ACCEPT Acccept the application.

REASSIGN: Send to District for reassignment to another unit
DO NOT ACCEPT. Forward to Council with recommendation not
to accept the appiicant into Scouting-

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

ACCEPT REASSIGN
DO NOT ACCEPT

RETURN TOAPPLIC 255

APPLICATION SUMMARY I

Peter Weller

Gender: Male Phone: (972) 580-2096
Email: Pwellen@netbsa org
DOB: 07/25/1964

Screening Results
Has your drivers license ever been suspended or revoked?
Yes
Explain
As a 20 year old | 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

As a 20 year old | failed to show for a hearing and they temporaril
suspended my license until the matter was cleared up
! OMmants L

T T R TI oT  TRT T T T T T[T T T

Church Youth Leader

Previous Residences

US4 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 APPLICATION NOTES

Screening Questions are recorded in the

Current Status: Penaing Acceplance

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

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

RETURN TO APPLICANT Rmum 10 Appllcam for more
INformation before processing

DO NOT ACCEPT RETURN TO APPLICANT

APPLICATION SUMMARY

Application Notes.

Review Application

Peter Weller
Gender; Male Pnone (972) 580-2096
llen@netbsa.org
DOB 071251'1964

Screening Results
Has your drivers license ever been suspended or revoked?

Explain

old | failed to show for a hearing and &
||spEﬂdEd my license uniil the matter was cleared up.
Commenis_

[Talked with Peter and he has no other probleas.

Experience working with youlh i other organizations

Church Youth Leader

Previous Residences

Reterences — In the References section you will find the names and
v s e I contact information for the applicant’s references. You
Meunds Ross 9723554789 will want to contact the references to ensure that you

- want this adult as a leader in your unit.

Invoice

=

Peter Weller

1325 W Walnut Hill Ln

Irving, TX 75038-3008

LSA

Troop 0144 Flora Rolary Intematonal

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

. §£2 .00
e e If they have paid by credit card you will see
;;Emﬁmm Magazine - NO FEE @ 5000 $0.00 in the Amount Due at the bottom of the
Wellet Peter invoice.
e — e |f they have selected pay by cash or check you

will see an amount due to your unit. You must
& 00 collect that amount listed on the invoice along
with a copy of the invoice to turn in to your

Authonzation (ET132815)

Total Paid - $2 00
{ council with your payments.

Bmourd 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.

APPLICATION ACTIONS

10 accept the applicant
RETURN TO APPLICAN'
nformation before processing

DO ROT ACCEPT

APPLICATION 5

<

Peter Weller
Gender: liala

Current Status: Pending Acceplance

Review Ihe application before Laking one of the following acllons
ACCEPT. Accoept the application.

REASBIGN: Send 1o Distnct 101 reassignment to another unit
DO NOTACCEPT Forward io Council with recommendation not
Into Scouting

T Raturn o Applcant for more

my Scouting

* Troop 0144 Flora Rotary International

APPLICATION NOTES
Dick N Bishop e Dec 14 2018 125

Comment on: DL Suspend — Talked with Pater
and he has no other problems.

Dick N Bishop

Caifled references and they find him to be of
good character and recomemend him for our

=

RETURN TO APPLICANT

B

Phone: (5737) 580-2096
Email: Pwellen@nelsa org
DOB: 071251964

Weed Des 14 2018 12487 g

Step 1 - Volunteer Information

Step 4 - Terms and Conditions

Status

First Name

Step 2 - Background Information

Step 3 - Disclosures & Authorizations

? 0144 Fiora Rotary International

Thanks for y
you have sel
your details

iting! Fill out this form I
e finishad click subm

Vhen you an

f you have any guesiions about the program or our application pro

DEESS,
email us al membership@scouting org

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

Completed e
Completed @
Completed &
Completed &
Pending Acceptance
Peter

Weller

MR-14L-13718-315
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my Scouting

@ Pack 3144 Flora Lions

APPLICATION ACTIONS APFLICATION NOTES

Curment Status: Pending Acceplance

Review the application before taking one of the following
actions.

ACCEPT. Accept the application.

REASSIGN: Send to District for reassignment to another
unit

DO NOTACCEPT. Forward to Coundil with recommendation
nol o accepl the applicant inlo Scouling.

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

ACCEPT

e
€ werunnoareucant )

REASSIGN

D0 NOT ACCERT

APPLICATION SUMMARY

* Troop 0144 Flora Rotary International

PPLICATION ACTIONS APPLICATION NOTES

Current Status: Pending Acceptance

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

REASSIGN: Send fo District for reassignment to another unit
DO NOTACCEPT Forward ta Council with recommendatian nat
to accept the aggllcam Inio Scouting

RETURN TO APPLICANT Retum to Applicant for more
information before processing

siructions 10 return to the applicant
an you provide me with another contact number for
your 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

A e outing.crg

Mare Infoemation Mewded

*'I'm 144 Flora Rorary International

St Lancaster
Baound Lovatos, ME-LAL-14E35-51

Mare information sesded!

Thask you fior submitting s spplcation 10 3oin the Doy Scouts of dmence! You sz o veur way cowand the lifschenging expeciesces only Scoming con peovads.

ion i need o i bz compleicd The Fullouing addtionsl information is bong roqecsd

Can yom provids mse wieh smather comrace aumber for vour refeesnce. The ane vou lated & nor wodkng

D hewe i eistrtiers om Tow 1 iscean v ¥ ?

W'e hape 10 hear from you soon’ Ler's buikd yoer Scostng advestie!
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my Scouting d

@ Crew 2393 American Legion Warren Post #259

APPLICATION ACTIONS APPLICATION NOTES
Roger H Brushaber Fridan 08 2047 110 pe
Curment Satus: Pending Acceplance e ST |__If you are ready to accept the adult, you can now
Review the application before laking one of the following has finished rehab
m‘é‘;“},-r_ Acccept the application Roger H Briushaber i g .

L o i b vt choose the Accept Button.
g'mr ACCEPT Farward 10 COURCA with recommendation
e

information before processing | Post
bowor Acceet
APPLICATION SUMMARY Review Applcation
@ Crew 2393 American Legion Warren Post #259
APPLICATION ACTIONS APPLICATION NOTES A list of available pOSitionS for the unit will be
- Roger H Brushaber Fri Jan 06 2017 1:19 pm . . .
Current Stahes: Fendig Accoplance Comment on: lllegalDrugs — Talked to him he prOVIded for seIeCtlon' SeIeCt the pOSIton for
Review the application before taking one of the following has finished rehab
ACCEPT: Acccept the appication Roger H Brushabar which this applicant will serve. Press Save.
EnErCSSIGN: Send to District for reassignment fo another Comment on: DLSuspend — he has his

DO NOT ACCEPT. Forward to Council with recommendation =By

not to accept the applicant into Scouting.
RETURN TO APPLICANT. Return to Applicant for more
information before processing.

Selectap

arthe Applicant

Committee Member
Parent Coordinator

Unit Chaplain
AP Unit Religious Emblems Coord

Unit Scouter Reserve
Venturing Callege Sctr Reserve
Venturing Crew Assoc. Advisor,

The applicant will move out of your Actions
dashboard and into either Pending Payment (if
they selected cash option), Pending Unit Email, or
5555 Completed status in the Adult tab on your
Application Manager dashboard.

pplication

my Scouting j

@ Crew 2393 American Legion Warren Post #259 If you do not want to accept the adult, you can choose

APPLICATION ACTIONS APPLICATION NOTES

isasiiia e R either Reassign or Do Not Accept.

Comment an: egallgs - Talkid 1o him he /

Current Status: Pending Acceplance

Review the application before laking one of ihe following has finished rohab
ﬂg';'r_ Acccept the application Rogor H Brishabes

REASSIGN Send fo District for reassignment 1o another c e
DO NOTACCEPT Forward fo Council with recommendation b
04 10 SCOEpL the appacant into Scoul

RETURN TO APPLICANT Return io :;%I:nnl for more
Information before processing,

ACCEPT ' REASSIGN .

= —————
DO NOT ACCEPT

S IURN TO APPLICANT

APPLICATION SUMMARY Raview Application
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myScouting e If you select Reassign:

@ ciow 2303 American Logion Waren Post 1258 e You will be asked to select a reason for the

APPLICATION ACTIONS AFPPLICATION NOTES .
Foges M Brusbater reassignment.
Cument Status: Pending Acceplance

P e The applicant will be reassigned to the district

Review the application before taking one of the following has finished rahab
actions.

AGCEPT. Accoept the application.

RE':WWN' Send to District for reassignment to another
unl

DO NOTACCEPT Farward to Council with recommendation
ot 1o accept the appheant inla Scouting

RETURN TD APPLICANT Relurn lo Applican! for rore
information before processing

Roges H Arsshabes

Caimment an: T Sispend
Ticansa back

so that they can find another unit willing to take

this volunteer.

e select a reason below

Mot enough volunteer help
Scheduling conflicts
Special neads

Too many mambears

& Troop 0144 Flora Rotary International - If you select Do Not Accept:

APPLICATION ACTIONS APPLICATION NOTES

curen S Pt Ao E—T e You will be asked to confirm you selection.
Review Ihe application before laking one of the following actions . .
e eaTea o usther e You will get a message that the council may
m;ﬂ;ﬁc:;p‘::;am;&cunmugdl with recommendation not

e contact you to learn your reason.

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
recommendation.

Once your selection is made you will see the applicant
move out of your My Actions dashboard and into one

APPLICATION SUM|

Revie Aplicaion of the other adult statuses depending on what you

selected.
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APPLICATION MANAGER REPORTS

my Scouting

© Application Manager

@ Pack 0073 Ruby Major Elementary School PT

INPROGRESS APPLICATIONS

¢ - LasT 70

NEW APPLICATIONS

My Actions | Youth | Adult
Search All

Pending Acceptance
Pending Applicant Response

Pending Review

I

To view and download reports available through
the system select Reports.

-

my Scouting

Application In Progress.
Average Number Of Days By Status
Closed Applications
Credit Card Sales
Inactive Applications
Payment Method
Timed Out Applications
Timed Out Applications Summary

Unpaid Applications

A list of reports available will show. Select the

/ report you would like from the list.
!
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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
[ GV
F Phone Email Applied To  Applied To  Applied To  Current Owned By  Date Record Amount Paid Amount Payment O

Type Full Name  Name Pasition Number Address OrgType org Context Status Accepted Locator Unpaid Method

A\ 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 13718-315
\4 Susan Parent (972) 580- Pwellen@netbs Troop Troop 0144 West District  Pending Sagamore 1201472016 MR-14L- $0.00 $3.00 Check/Cash
Lancaster Coordinator 1234 08 Payment Council 162 14839-91

1-2o0f2 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
| [
me Parent/Guardian Assigned Position  Phone Email Org Org Type Date Accepted Application Conf#  Amount Due ©
Susan Lancaster Parent Coordinator (972) 580-1234 Pwellen@netbsa.org  Troop 0144 Units 1211472016 MR-14L-14839-91 3

1-10f1results
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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.

my Scouting

* Troop 0144

IN PROGRESS APPLICATIONS

’ Jesse Johnson o onat 3y
B r———— et (RN

2 Glenn Bales o on 2
nnnnnnnnnnnnnnnnnnn e (EEER

l Ely Lily LY
oML DUt e (11 820 1100 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.

%# My inbox my Scouting e @ @
o AL
o Marbawiiy )
._""""M"-w v
° Menbmriag 3
Mmﬂ'“_. s Ty
° L
[k prope
= Memitly 3
oeedes. =
o [ Moty >
Pt
° £ Marsbasibip 3
Ittt T
"0 bty 3
Ko proe
£~ Marsbashly
e myScouting - @ @

Ubaabiy
o Invtimcaoication v

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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