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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:

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

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

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

2. Digital Application:*

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

3. The Application Manager:

0 Collects completed applications from new youth and adults;*

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

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

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

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

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

Your unit committee, leaders, parents and youth in your unit are the best “sales force” for Scouting.
They know the program that the unit provides and 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 internet-based 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 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 = @

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

2017
NATIONAL
a JAMBOREE

'l .- :
EXPERIENCE THE
BEST OF SCOUTING! | Sssmsisssesioss

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

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

:.“; Tools and Exploring Units
Step 3: Select My Dashboard in the dropdown menu.\ Iv Menu
?whmu
."""“’ o '
ewawnm:m |

¥ My Recent Tools ]

Step 4. System defaults to My ® v v e f—Y
Training. Click the pancake symbol 3 __
next to My Training. e et
Step 5: Select My Profile from the dropdown men @& wy Dashboard
- e : : My Training [
You will see your profile information details. Make ' -
My Training >

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 Dashboard

click the pancake symbol and select My o
y Training |
Account from the dropdown menu. —
My Training >
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 san @

Welcome to Boy Scouts of America myScouting Tools

L \ &> 017 Step 1: Log in to your My.Scouting

WY El  account. - my.scouting.org

- - o
EXPERIENCE THE
BEST OF SCOUTING!

my.Scouting pr— A |

@ vesoans New to Scouting?
Click Here To Take Training
.mmw o -

> moved and now available under Legacy Web Tools after selecting the
nfusion on where to go to find the tools you need. Additionally, you no
e Select Menu : o ; onaly.

,,, Application 0) cations in my Scouting Tools. Now you have one access for all your
e Select Legacy Web Tools — e s e

Tanage primary settings. Changing primary settings requires you to log
e Select BeAScout—

a
—

i e

Step 2: Go to BeAScout too

Tools is the place to ga for all your needs!

" Beascout Membership Application Status
1d Exploring Units

BSA LEARN CENTER

3 traditional and exploring units. In early 2017, Commissioner Tools will CLICK HERE T0 ACEESS POSITION SPECIFC TRAINING
3 imernet Advancement listricts 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 tools and resources

% Best practices Portal

" internet Rechartering

SEASLOTHG

¥ Journey to Excellence Resources

SN fic Training Released EXPLORING'
CLICK HERE T0 ACCESS EXPLORING TRAINING
-~ ‘thaw noard whan thew naad it ic tha niimnca nf tha now RRA EEANES | . S [ _]

Step 3: Update your Unit Information

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

a prospeCtive SCOUting famlly to v Unit Lead Management Membership Application Management

see when they select your unit’s UnitPin Management
pin on the BeAScout map. ~ T — > i oo
L. . . 7 Unit Pin Mode Pin S:atus Apply Status y Upload Remove
B. If your unit is not listed in the Unit e e [ .
DeSCI‘IptIOI‘\ bOX, use the drop Puumary Contact Information Unit Meeting Address
. Primary Contact Person : —Select— v Address 1: 5113 Brown Ra
down menu to select your unit. Fistame : ess 2
- . LastName : City : Monroe
C. Change your Unit Pin Mode to Emai: e T S sam Lousa 5
Phone Number : 2 4 ZIP Code : 71202
Unit so that applications or Latice

Longitude:

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

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

@‘ BOY SCOUTS OF AMERICA,

Unit Pin Management

Unit Lead Management Membership Azgucation Management

Unit Descrption

10cp 0998 et e i Cinkh ; : e units BeAScout pin.
: m 4 — F. Enter your unit’s web address in the
T pSEEE . Unit Web Site box.
s - G. Add your units Primary Contact
< i T o = information — this will be the person that
e 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.
H. Check your unit meeting address and correct if
needed. It will default to your Chartered @?l BOY SCOUTS OF AMERICA.
Organization address. \
Unit Pin Management Unit Lead Management Membership Application Management
e We recommend listing the address Unt P Mansgerment

untt Descrip

where the unit meetings take place. i

|. Add additional information — frequently asked e
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

Apply Status Upload  Remowe
Inactive v s

Primary Contact Iuformation

5113 Brown Rd

cny: Monme
LOWISIANA

unit meets their needs before they apply. ey C — —
0 For Packs you may list your den meeting e T

Alternate Contact #2 E-mail : [Fiaase enfer £ mal o

info, such as days and times —remember

Unit Meeting Address A Troop 0069 Pleasant Gresn Baptist Church

new parents who have never been in e | Srmpns
Scouting may be unfamiliar with our B
program. So, including things like “Tigers
meet on Monday” will not be helpful,
instead say “1st graders meet Monday”.

Save Cancel

e For Troops, Teams, Crews, or Ships —you may want to
list any specialty areas of interest your unit does such as
a Troop that focuses on hiking, or a Crew that focuses on
scuba, or a Ship that focuses on sailing small crafts,
things that will help people decide if it is the right unit
for them.
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J. Alternative Contact Information. This
field is no longer in use in the BeAScout
system. The information you enter will
not control any actions in the online
registration system.

K. Select the fields to display on the unit
pin. Click on the boxes next to the field
that you wish to display. The fields will
show in the Unit Pin Preview to the right.
Once you have the pin showing the
information you want save your work.

@] BOY SCOUTS OF AMERICA.

Unit Pin Management

Unat Descrption

Unit Lead Management

Troop 0069 Pleasant Green Baptist Chureh

Unt P Mode
Council
Allemate Unil Description

Primary Contac Information

Primary Contact Person :
First Name ©
Last Name

-mall :

Mternare Contacr I

Alemate Contact#1 ©

Alemnate Contact #1 E-mail

Altemate Unit Description
# Une Wweb Ste

# Uni Logo

Pin Status
Inactive
Unit Web Site

—Select—

Unit Meeting Adress

Phone Number

Addrional Unit information

Unit Pin Management

Apply Status
Inactive

Membership Application Management

Unit Lago:

w,umm Bemove

Liniz Meering Address

Address 1
Address 2
ciy

suw

21P Code :

5113 Brown Rd

Monme.
LOWISIANA
71202

Brief Descripbon . Limit of 140 Characters only

140 Characters lent

Troop 0069 Pleasant Gresn Baptist Church

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

e Family Scouting — this configuration will only be visible to Cub Scout Packs right now. 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.
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SETTING YOUR UNIT’S CONFIGURATIONS

Step 1: While logged in to your /

My.Scouting account, select Menu g e
at the top left hand side of your L R
screen. @

@wm-mmu

» My Recant Tools

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

[ Y—
@

O Invaaton Masager

M JTE Reports

[ y—

o My Cuganization Dashioard

D= Y—

Step 3: Select Organization

Manager \

. Organization Manager

: -
menu ific. Training Released
|} Amncuremests

my Scouting pe—— N

Empowering you to deliver the Scouting program.
ols and Exploring Units New o Scouting?
Click Here To Take Training

iy serving traditional and exploning units. In eary 2017, Commessionss Tools wil
ancils and districts to assign and enler contacts for traditional and explonng units,
nal Commissioner Sarvice Team is working with volunteers and professionats from
‘0 develop tools that will help voluntears sarve exploring units more effectvely as we
3 all units. We will communicate to commessioners as new tools and resources

ing content they need when thay need # i the purpose of the new BSA

nt has been added 1o the karm center consisting of 14 e-leaming modules, It

h s Sedocting youth officers, building a crew budgat and annual program planning,
wdars 1o complate position specific raining onkne

CLICK HERE T0 ACCESS POSITION SPEIFIC TRAINI
wd i three pats, or kaming plans, Each leaming plan s designed for the specific |
takin befone the first meeting, within the first 30 days, and within 90 days. The
wing voluntesrs 1o compledi their training at thesr own pace.

Dashboard, My Training, or, click the Position Specific Traming image on the night

EXPLORING

CLICK HERE T0 ACCESS EXPLORSME TRAINING

Re—

my Scouting

Step 4: Select the Settings tab.

* 0124 (Flora Rotary International)

Organization Details
FLORA ROTARY INTERNATIONAL

Chartered Organization |

| Effective Date 01/01/2011
Expiration Dats. 123112011

Executive Officer (IH) Dick N Bishoj
Chartered Organization Rep. (CR) Dick N Bishoy
@ clhanks@scouting.org [
@ G
(] ]
L§] L]
v ]

Social Media Guidelines
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Step 5: Set configurations: @ organizaton Manager | myScouting p———

Payment options: Select
the payment option your
unit wishes to use from the
drop down list. (If this is

| Organization Name Troop 0144

* 0144 [Flora Retary International)

| Credit Card Opt-In

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

. . CC and CashiCheck |
not available the council AT
h I d . d Membership Application Approvql Accept Cash/Check only
as selected to overriae Prease select who has the abilty to accspt (approve) applications for you feceptboth G0 and Casl

applies anly to adult applcations

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

@ organization Manager myAScouting Welcame Dick Bihon e ‘

Organization Name Troop 0144
* 0144 (Flora Rotary International)

Credit Card Opt-in

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

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

fepmestopins [Recept both CC and

Membership Application Approval

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

Who Accepts Appications

COR only required -
COR only required |

" 'CC and COR required

Allow or Di ke oW aaun apprcay

Adult Application Availability: @ ormssenmunse my Scouting e @
If you want to turn off adult \— e——— [cOR ol rmaared

application availability change  swsrmmesm—_ | vt s D

that setting. (If this is not

available the council has R <
elected to configure this = 7 T i

\

option for all units.) Default is = i P e

) . EESE|E-E-8 =
to accept adult applications. S

Unit Fee Message: If you : :
would like to display a = ces =

Enter Email Text

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 Viicoma Dik Bistop o ‘

Automated Welcome I - - oo

Fees are used & purchase Scout Advancement Recognition.

Email: If you would like an (o144 o Ry et
automated welcome email
from your unit to be sent
upon acceptance of an
application select opt-in HICDUNACE XN TECVLE R WX N—
and type your message in

the space provided. Opt-
out is the default.

we are ve your join our
mest every other Manday night st Tpm. Wie are look:

Example of Welcome Email
H * O * 4 & - Wetcorne 1o Troop 0144 Flors Rutary Intermats
Me

ip@Escouting.org

*‘hm D144 Flora Rotary laternatsonal
Dear Peter Weller,

Thank yeu for joining Troop 0144 chartered by Flor Rotary Intemational

Asthe volunteer leaders of Troop 0144, we wanted to take a moment to welcome vou to our Troop 1f you need assstance or are unsure of what your next o
We are excaied 1o have your jom our troop whach meets ar Flom Rotary Intemational. 1235 Walnus Hill Road  Just & remunder we mees every other Monday|

We look forward to having you jom us on the Scouting tral

Youss in Seouting.

Asion Dean Goodmasn Dick N Bishop Greger
Seoutmaster Chanered Organieation Rep Coml
st el s ot ot Bk seoutun o1 lhanks|
(5741 686 - 3124 (574) 967 - 3962 (76532

Family Scouting: If your pack @ orpmimtocsemge _ myScouting mmrcensncs @ ®

will be accepting girls — select st opin =
opt-in for Family Scouting, bbbl ol | oo e

enter the date, and then select Loudmer AL ERARE R RRLR
whether the unit is accepting

boys only, girls only, or both 2

boys and girls.  »
Family Scouting

Frami far jomng 7 W Som vou P b
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Step 6: Save your selections by

selecting Commit at the bottom of
your screen.

The BeAScout unit pin will show one of the following
depending on yourfhoice.

1 4 Pack 0039 East Montgomery 2.9 miles 5 & Pack0056 Atsscochta United 1B
County Fire Department Methodist Church
Z225 North Loop W

1223 Nt Loop W

Heuston, TEXAS 77008 Moo, TEXAS 77008

@ Girl Pack accepting applications for
girls beginning June 01, 2018

576 - Sam Houston Area Council 576 |

‘ Dens for Boys or Girls accepting
applications for girls beginning May
30,2018

#h 576 - Sam Houston Area Council 576
® www.scouting.org & www.scouting.org ]
- " e -

%
1 & Pack 1292 Foster Elementary Pta 0.5 miles
Z2% NOMh Loop W
Houston, TEXAS 77008
B 576 - Sam Houston Area Council 576
| (5] www.scouting.org
@ organization Manager my_Scm.lt:ins e S0 dAADD ? ®
Wb Ervaly. |Chpt-bn
@ 0093 (Cudar Bayou Grace United Methodist Church] [
Fie = Edt~ el = View Foemad = Table = Tooly =
“ | Fomm~ B J | E X 3IA W - -3 W F &
Thirk for jorung wa! We hose you baes fot
Family Scouting
[Optan :
[
nie Cam Asaapn [Both Boys and Girld

~@
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INVITATION MANAGER

KEY UNIT ROLES AND ACTIONS IN INVITATION MANAGER

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

e Chartered organization representative (CR)*
e Committee chair (CC)*
e Unit leader (Cubmaster, Scoutmaster, Crew Advisor, Skipper, Coach)*

e Institutional Head/Chartered Organization Executive Officer (IH)
e Unit membership chair

* = Members of the Unit Key 3

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

ASSIGNING REGISTRATION INQUIRY FUNCTIONAL ROLES

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

Step 1: While logged in to your i myScouting s @ @
MySCOu‘Ung account' Select Menu w.m...... Empowering you to deliver the Scouting program.
at the top left hand side of your B ols and Exploring Units
lick Here To Take Training
@ & L sarving recitional ane ing units, In e imissiones Tool
sc re e n : a Jli:"l‘lcss:nd d{s-!::l.s m‘:l"-s'qlr::rfdh;mgw mzn:us Tu?::d‘mﬁr?:lnund :npz:-:g J:.:.‘ 3
ity Appication (8] nal Commissicner Service Team is working with volunteers and professionals. from

‘o devealop tools that will help voluntears sarve exploring units more effectively as we
» My Recent Tools 3 all units. We will communicate to commessioners as new tools and resources.

> Troop 0144 - West Di 08 g P
Step 2: From the drop down menu_-¥ ST A 5 2T

E) Asncancemess

select the unit to which you want @ —— |[ommrmsmmmcsmes
. . h axs sedocting youth officers, building a crew budgat and annual program planning,
to add this functional role. © s 1o compieto posilon specic raining one

Cabnast

ol three parts, or leaming plans. Each leaming plan is designed for the specific
taken bafore the first meeting, withan the first 30 days, and within 90 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 [ Y—

Security Manager. \ - J—
[ Y—

(O —
O Traimang Manager
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(® organization security Manager my Scouting s @ @

Step 4: Select Registration Inquiry. ® Trooporas

EFFECTIVE DATE EXFIRATION DATE
Qge 31,2016 Dec 30,2017

ization Details  Roster
Key 3 Members Functional Positions (i}

Dick N Bishop JTE Finish Line Report

Chartered Qrganization Rep.

Committes Chairman , lles Koy 3 Delegas

— e
Unit Membarshin Chairman
Unit Training Chair
Youth Protection Champion

{® organization Securty Manager my Scouting neeeare @ @

Step 5: Select the plus sign to
|

select the registered adult.
* Troop 0144

EXPIRATION DATE

Organization Details  Roster

Ky 3 Members Registration Inquiry

Chartered Organizstion Rep. Dick N Bishop o

Position information
Ne Persons in Position
Commmittss Chalrman Gewgary Desn Miller

Sesutmaster Aaron Dean Goodman

Step 6: Select the person from the

drop down menu. Only adults w
registered in your unit will show. =

e You can set effective and

expire dates for this role. /
Defémt 's the unit effective and Step 7: Save. It will take 24 hours before the person
expire date. . . e

assigned shows as a delegate in that position.

USING INVITATION MANAGER

myScouting "
—— OVERVIEW

2017
JAMBOREE To view and act on an inquiry that has been

=1 s o
EXPERIENCE THE submitted to your unit, you'll want to log in to
BEST OF SCOUTING!

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

myScouting

e Empowering you to deliver the Scouting program.
[ Ype— «ols and Exploring Units Now 15 Goutiig? Step 2: Select your unit.
Click Here To
B @ mwwmwn::mqlm;;:rwmmmmﬂ .
neits. 0 855ign e OO oot 114 and s . L . .
o i e SR\ Step 3: Select Invitation Manager from the drop
i < down list.
[ ot bttt gBcific Training Released
O i irenteen s e ce oty of 16 OB
s ssbesciing youth officers, bukang o crew budg 1 HSA I_[AHH EH"[H
o,__,_ oo carrphle paslion specikc raning CUCK BERE 10 ACCESS POSTION SPEDFIC TRABANG
S e
< i g Wing volun o ‘wr-l-m-mm-«:’nw- i
- by Traininsg, ov, cick (R Postion Specific Traning image on he right
L@
g tovttcn aoage BESEILG o @ @ The top section of the dashboard provides a quick
& = status overview of the number of leads/requests
Pack 0228 . .
submitted over the last 60 days that are either:
s sreouns ? ‘
: : e New — the lead originated in BeAScout and
b m— nobody in the unit has opened this record;
e e Opened —someone in the unit has opened
Bamey Fife S the lead or has entered the lead manually,

LA HAMKIG COUTIG 4G (311)

. Howard Sprague

neam Dwesd (1115

but no invitation has been sent.

&>
e e e The pie chart may be empty (or white) when you
@ sreciener R first access this tool, but in this example we'll
@ Aunteea Taylor uns 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.
ACTIVE 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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Ommw

* Troop 0144
HEW

LEADS

Tt Seben Maiple

my Scouting

@ sin weller & o>
ey — - L
Mary Donovan o et >
ooetnpain.conl s S
@ oo smith diii
e — S
@ wary Mahoney o
A A COM ) WS B Cvemes (IR
© inenaton wanager my Scouting —— )

* Troop 0144

NEW LEADS
o1 0rn

Search All

New

Opened

Pending Reassignment

Invitation Sent

Completed

Closed

© invitation sanager

&
N Troopotes

WEWLEADS

Search All

Bea Scout

Jdoining Night

Individual Lead

Other

my Scouting

The Invitation Manager defaults to the My

|_—Actions tab.

e Only New and Opened requests appear
on this tab.

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

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

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

e  Opened - request has been viewed or
entered manually.

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

e Invitation Sent

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

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

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

e |t allows you to go directly to the leads
you want to process from a specific source
such as a joining night event.
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ey €1 £0 back to the My Actions tab to cover more

TR = details about what is on the dashboard.

o LEADS

, _ 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:

r 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

Review the Lead Information below before clicking one of the

Close Load

before clicking on an Action Button.)

e Summary section providing lead information
and any comments from a lead if they
submitted through BeAScout.

1325 West Walnut Ha Phone: (972) 355-5555
rving TEXAS 7. Emaill: Jsmithi@gmail com
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USING URL’S AND QR CODES

URL’s and QR codes provide links that are specific ~ |Qomete o Eoctiling — .
to each unit. These can be used on handouts,
* Troop 0144

fliers, and unit emails that are not sent through

HEW LEADS

invitation manager.

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

M resuits found

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

email.
ADDING LEADS MANUALLY
= Imvitation Manager my Scouting e @ @ @)
Step 1: Select +New Lead. @ ackomt s i
e el S

BITATE ' BEAE 1

0 Fe310uTy
nean (1 B0ATE '

Step 2: Select the Lead Source.  © my Scouting @ o

Step 3: Enter information in each required field.

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

next entry. _
= — GEm
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TAKING ACTION ON LEADS

w2 Invitation Manager

my Scouting ES————— R )

@ Pack 0228 rode & : |
NEW LEADS GRENED LEADS
. -
H )
' . ATTHE LEaZ Y 2ouRcE
' .
' "
ot
( e R
Leads =
[ S
P
Barney Fife & o s
CLALDR ARG ICOUTIG 585 A8} BE1-A8 Do
@ Howard Sprague un s
T pet
Helen Crump & o 5
SLAUDR A IOUTING SRS (B 33 ety
. June Cleaver @un>
LS AL OIS SRS il etk it S
. Aunt Bea Tayler o s
|coromrmtarcoirmsns poysmene ot .
@ 0228
LEAD ACTICNS 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

@uns Reedley Elks Lodge #2699

Invitation to join the Boy Scouts of America!

Dear Andy Tayler,

We're excited you're mterested m building an adventure with the Scouting organization histed
above. Within Scouting, you'll find dy 1c and 1 that offer life-changing
experiences in the areas of ch devel leadership, citizenship and adventure...not to
mention fun! To get started, please click the application link below:

Click here to start vour application

1f vou need assistance m completing the application, please reach out to the Member Care Contact
Center at myscoutng@scouting org or (972)580-2489. We'd be happy to assist!

Once vour regi 1on has been p d, vou will receive an email with contact mformation, a
hip card, and additional details about Scouting.

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

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

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

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

———Send Invitation button.

An invitation will be sent to the requestor and you
will be returned to the My Actions tab.
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© invitation Manager my Scouting [— )

* Troop 0144 £ o Rotary Intermational A=

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

NEWLEADS

My Actions | By Status | By Source
Search All >

New

Opened

Pending Reassignment
Invitation Sent
Completed 0

Closed

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

@ 42 e The request is moved to the District’s dashboard
ksl Rscmicaild . so that they can find another unit to take the
Current Status: Opened w
Review the Lead Information below before clicking one of the request_
following options.
[ sendinviaton | e You will be prompted to select a reason as to
why the request is being reassigned.
LEAD INFORMATION e The request will placed in the Pending
BATAY OB Reassignment category under your By Status
Email:
SR T AT 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 [ I m
f}?ﬂﬁ\éﬁﬂ;h:plézigmfmmauun below before clicking one of the wa nt to join your unit'
[ senaoiaion | —
| cowlea | Selecting Close Lead will remove the request from
BT your My Actions tab and place it in the Closed
Barney Fite 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 [E——

Step 1: Select Reports: @ rooxozsrcs o
NEW LEADS OPENED LEADS «
E15DAY: < '

S
2

Step 2: From the drop down list, select the © it arwger
report you would like to view.

B Bill Wellar e

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.

PN
X Closed Leads Report
| Troop 0144
Re Il Name Request Date Request To Request Closed Date Closed Description °
08/22/2016 Troop 0144 10/22/2016 Timed Out
08/22/2018 Troop 0144 10/22/2018 Timed Out
Thomas TestLead 08/04/2016 Troop 0144 10/04/2016 Timed Out
JoiningNight Troop 08/04/2016 Troop 0144 10/04/2016 Timed Out
IndividualLead Troop 08/0412016 Troop 0144 10/04/2016 Timed Out
OtherLead Troop 08/042016 Troop 0144 10/04/2016 Timed Out
071102016 Troop 0144 09/09/2016 Timed Out
07/10/2016 Troop 0144 09/0972016 Timed Out
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APPLICATION MANAGER

KEY UNIT ROLES AND ACTIONS IN APPLICATION MANAGER

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

perform.

Unit Position

Actions

Chartered organization representative (CR)*

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

Welcome to Boy Scouts of America myScouting Tools

2017
NATIONAL
JAMBOREE

EXPERIENCE THE
BEST OF SCOUTING!

Maow 1o Scouting?
Click Here To Take Training
i ceg ware moved nd now ivalabs undor Legacy Web Tools after selictng the
I mcre confusion on whers 16 go 1o find B tocs you need. Addionaly, you no

5 By appcations in my Scoutng Tooks. Now you have o access ke al your

Tecks = Manage Memiber 1D, Manage Mogig o sty
ount pnd Mange Dl zoow Mm.\.mmm s o 10 kg

By Scoutng Took is the place 10 o fof el your resds!

-Mmmuﬁﬁs

I warky 2017, Tooks will
)l».nh and distncts 10 assgn and anter contacts. for raddonal and explonng uets,

om_w

-

el Commesonss Sernue Team . workng mith solhintests. and pofissanat fom
0 devedop tooks that will help volunisers sene sxplonng rits more affectively as we

@

- Y—

B3A LEARN CENTER

CUICK HERE 10 ACCESS POSITIIN SPECIFC TRAINNG

¥ty Vo Wil

5 new lools

Specific Training Released EXPL®RI NG

CLICK HERE T8

ing comten Sy need whar they need i is B puposs of the new BSA
sy Miaen cartes peansistng 18 U s lnrirs: ek

Lo

© Application Manager my Scouting

® Pack 0073 Ruby Msjor Elemer ool PTO

IN PROGRESS APPLICATIONS. HEW APPLICATIONS.

: © 69
DAYS

Applications

13 Tol

¥ Austin Redmon & om3 >
senesmougvEResIET st Prcors veres Ro
¥ Eiroy Jetson & oors >
MAURCEMURRAYEICOUTMGORS (30211911111 D - |
& ooy
P — e ]
¥ Lenny Macgillicuddy & o >
LA ANKIGACOUTH oD (11 P vere: L N
¥ james mac & wns >
LA KANKIGICOUTHALDRD (111 111111 Pt veres R S
’ Bart Simpson >
PR S — E—

s

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.
[ )

Select Application Manager.

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

@ Pack 0073 Ruby Major Element

jcations.

¥ Austin Redmon

SERETMONGVERZDINET 3TIFMA

¥ Eiroy Jetson

MAURCEMURRAYGACOUTHG 088 RER L 1111

¥ George Jetson

[T ——— T

¥ james mac

CLaUT BB CUTIA SR (A1 08
¥ Bart Simpson
cums s gsoUTIGoR M

a

IN PROGRESS APPLICATIONS
0-5 DAYS 14 I

6-9 DAY'S &

10-14 DAY'S ]

15-24 DAY'S 7IR

25-30 DAY'S 11 N

In My Actions you will see

e A breakdown of the applications that were

either completed or closed over the last 30
days.

L—
/ e The number of new applications received in

the last 30 days.

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

The application is tracked through the system
for 30 days, after which the application is
timed out and removed from the list. That is
why the view is always of the last 30 days.

This is to encourage units to take timely
action.

e Under In Progress Applications you’ll see

how many applications fall into each phase of
the timer.

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

my Scouting

j——

* Troop D144

5 APPLICATIONS

Search All

Pending Acceptance

Pending Unit Email

Pending Reassignment

Pending Applicant Agreement

Pending Applicant Response

Pending Payment

Pending Refund

o oo o L

O Apolication Mansger

* Troop 0144

B PROGRESS APPLICATIONS.

my Scouting

—

ooy

Petng dccopiioce (RN

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 C(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

APPLICATION NOTES

Current Status: Pending Acceptance

Freview Mhe apphcamon before taking one of the Tolowing actand
ACCEPT Accoept the appecation

REASSIGH semsobmut'ums?-rzmbomw
DO NOT ACCEPT Forward 5 Council wilh recommendation o
I et

DG NOT ACCEPRT TSN 70 APPUCANT

APPLICATION SUIE
[R—y—
Dudly Doright
Gender: Mk Proes: (572) 5555555

Dudly Dorigrigggmad com
DOB: D114

xpetimnc mofking wifh yoth i ofher orgssiestions.
Canadiin yeuth core 177555555

Frevious Resiences
USA 1325 West Viainat Hil iving TEXAS 15

Comtunt Memberatgn

Riryal Canadian Mounted Plice Socitty

(O appacation Manager my Scouting
* Troop 0144
10155 APPLCATIONS 1 APPUCATIONS
s

MyAcions  Youlh  Adult

Pending Acceptance

# Dudly Doright

——® 0

o otad s
DB o e oM. 17 Fenteg dorapie (GETN
© nppication ansger my Scouting s e (@
& Troop 0144

e 55 APPLICATIONS NEW APPLICATIONS

r'. g Acceptance

Pending Unit Email

Pending Reassignment
Pending Applicant Agreement
Pending Applicant Response

Pending Payment

Pending Refund

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 myScouting ez @ @ @

@ Pack 0073 Fuby Major |
i

All Youth Registrations

103 Total

’ Leon Kellogg @ oon 3
CLAUDAHANKYG SCOUTWG.0RG 0020031338 s
¥ Wayne Dunn @un s
CLAVDANARNEESEOUTHG ORG. 02003 1603 cenen
’ Johnny Cash ®om s
CLMmRKQISUMGORG srawdnT e (@5 |
H $on >
CLAUDI HARKS@ICOUTHE ORG 1111111111 o (GETR
¥ Junior Macgilicuddy & 0073 5
CLAUDI HANK 3@ SCOUTIG ORG 111111111 core ([GEIR
¥ BatMasterson o s
Cramsgrenereon 11 conen

UNDERSTANDING PAYMENT OPTIONS

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

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

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

Enter your search criteria in the Search field to

e / filter the results.

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

If it is not one of your actionable items, you can
still review the application and leave notes.

Click the x in the upper right hand corner of the
record to close it and bring you back to the
Application Manager Dashboard.

CC and Cash/ChecK - |

Acocept CC Only

Accept Cash/Check only
Woocept both CC and Cash/Chec

L AT T Ly
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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.

n
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PROCESSING YOUTH APPLICATIONS

© Application Manager my Scouting ——— . N ]
@ Pack 0073 Ruty Major Elementary School PTO
IN PROGRESS APPLICATIONS NEW APPLICATIONS
s umm -
s
: 30 69
- DAYS
-
My Actions  Youth  Adult
Applications
13 Towl
¥ Austin Redmon & ors >
[ ———
2 & oars
- L .+ ]
¥ George Jetson Soun;
it s [I— wxm

¥ Lenny Macgillicuddy

¥ ijames mac

cLauA RKIgsCOUMG ORG {111
¥ Bart Simpson
i i S e

a

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.

H"' 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:

urrent Status: Penaing Accsptance
Fevaew I applcation befcee taking one of the following
acHons

AGCEPT ACcept Nt applcamon
REASSIGH Sand o Destrict for reassignment &0 anather

Application Notes.

P
unit

DO WOT ACCEPT. Forward 1o Councl win recommendation |

nat I cost the applcant e Scouling

RETURN T APFLICANT. Refurn 10 AQipicans faf mare
PATAton Delore HOCesIng

igh St
Romney, WV 267571618
usa

Pack 3144 Flor Liors

BwoN e

Application Actions.
Review Application.

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

made.

First you’ll want to review the application. Click Review
Application.
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Steps to Complete your Registration ARIl Steps Must Be Completed)

fep 1 - Parent/Guardian Information Completed @
Step 2 - Youth Informati
P o rmation Completed e | ‘
Step 3 - Terms and Conditions Completed &

Status Pending Accepta

First Name Lenny
Last Name Macgillicuddy

Record Locator MR-B19J-P2608-107

oY)

my Scouting .
£

PLICATION NOTES

ha

@ Pack 3144 Flora Lions
APPLICATION ACTIONS

Current Status: Pending Accaptance
Fevarw I applcaton befcee taking one of the folowing
acHons

AGCEPT ACcept Nt applcamon
REASSIGH Sand i District for reassignment io anaiher

unit
DO NOT ACCEPT. Forwaid 10 Council wih recommendation
fot to accept the applcant insa Scout

RETURN TO APPUCANT. im‘ﬂ%ﬂm

ACCEPr REASSIGH

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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O Appiication Mansger

* Troop 0144
#IMCORCSS

APPLICATIONS

Search All

Pending Acceptance

Pending Unit Email

Pending Reassignment
Pending Applicant Agreement

Pending Applicant Response

my Scouting

oD

Pending Refund

The application moves out of your My Actions
section and into your Youth tab.

If the new member has already paid their fees
online, the system will automatically email them
their onboarding materials and assign them to your
unit. You have no further action to take besides
welcoming them to your unit.

If the new member has not paid their fees online,
they will be moved to Pending Payment on the
Youth tab and will continue to show up on your
daily summary. You will need to follow up with the
family and get their invoice and payment. The
invoice has their record locator, so it needs to be
turned in to the council with the registration fee
that is stated on the invoice. Turn the invoice and
the payment in to the council as you would a paper
application so that the registrar can finish the
registration process. (The unit cannot prorate or
change the fee on the invoice.)

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

@ Pack 3144 Flora Lions
APPLICATION ACTIONS APPLICATION NOTES

Cumnt Statws: Pencing Acceptance
Review Ihe apphcation betore taking one of the folkowing
actions.

ACCEPT Accept the appication

ﬁns!ﬁu Sénd 1 DENCE IoF eassament 1o another
DO HOT ACCEPT Forward o Counce wi recommendation
nol o accept the appiicant into Scouting

RETURN TO APPLICANT Return 10 Appcant for more
informabion before procesting

APPLICATION SUMMARY
Bart Simpson
School:
Grade: 4ih Grace
Gander: 2o
DOB: DAZAZ006
Invoice

cener
1325 W VWalrut Hill Ln
Irving, T 75038-3008

Usa
Pack 1144 Flora Lions.

my Scouting

@ Pack 3144 Flora Lions

APPLICATION ACTIONS APPLICATION NOTES
‘Curent Status: Pending Accepiance: |_
Review he appacalion before taking ane of I follawing
ACCEPT Accept the applcation
sepn:-: to Dntrict foe 1o anceher
unit
DO HOT ACCEPT. Forwan fo Councll with recommendation
1ot 10 accept ihe appicant into Scouting
RETURN TO APPLICANT Return 1o Apphcant for more.
Ftormation

Hoase seloct o reason balow

Does not meet 30e/0rade requirsmant ) I
Mot anough wolunbosr haipy
Schedulng conflcts

AR Special needs -
Too many members

Other
grade: 4T Grace
- bAale

my Scouting
@ Pack 3144 Flora Lions
APPLICATION ACTIONS APPLICATION NOTES
Current Status: Pending Acceplance
application before taking one g

WS

ACCEPT. Accept the appication

REASSIGN. Send to Disirict for reassignment to another
Nt

DO NOTACCEPT Foraard 1o Councal wilh recommendation
ol 10 ACCRpd the apphcant into Scouting

RETURN gmm Return ta Applcant for mare
Information before processing

Please select a reason below

S, ling conflicts
— (2= )

APPLICATION SUMMARY

Bart Simpson
Sehool:

Crade: 4ih Grade
Gender: Liak
DOB: D6/Z32008

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 AFPLICATION NOTES

Cument Status: Pending ACCeplance
Review Ihie application before taking one of the following
actions

AGCEPT. Accept the application

REASSIGN: Send to DIstrict for reassignment o anoiner
unft.

DO NOTACCEPT. Forward lo Council with recommendation
not to accept the applicant Into Scouting

RETURN TO APPLICANT. Return to Applicant for mare
infarmation before processing

DO NOT ACCEPT ' RETURN TO APPLICANT

APPLICATION SUMMARY Raview Application

Bart Simpson

School:

Grade: 4th Grade
Gender: Malk
DOB: 062312008

my Scouting

@ Pack 3144 Flora Lions
APPLICATION AGTIONS APPLICATION NOTES

Curment Status: Pending Acceptance

Review the application bafore taking one of the following

actions.

ACCEPT Accept the application

REASSIGN Send lo Disirict for reassignment to another
it

uni
DO NOTACCEPT. Forward to Council with recomimendalion
not to accapt the appcant inte Scouting.

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

[can you meet on Mondsy night? >

APPLICATION SUMMARY

Bart Simpson
School:
Grade: 4ih Grade

Gender: Male
DOB: 06232008

Invaics

.

Homer Sempson

1325 W Walnut Hill Ln
Irving, TX 75038-3008
usa

Pack 3144 Flora Lions.

|

1~

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

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

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

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

Once you have entered your instructions or
guestions for the applicant, click Confirm.
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© appiication Manager my Scouting —
@ Pack 3144
¥ S5 APPLICATIONS N APPLICATIONS
| — e
30 1
pars
My Acticen Yeuth Acun
Search All
Pending Acceptance
Pending Unit Email
Pending Reassignment
Pending Applicant Agreement
Pending Applicant Response 15
Pending Payment 0
Pending Refund 03
my.Scouting

@ Pack 3144 Flora Lions

APPLICATION ACTIONS APPLICATION NOTES

‘Current Status: Fending Acceptance

Review the application before taking one of the following
aclions.

ACCEPT Accepl the application

REASSIGN: Send to District for reassignment to another
unit

DO NOT ACCEPT Forward 10 Council with recommendation
not to accept the: applicant into Scouting.

RETURN TO APPLICANT. Retumn fo Applicant for mog
information before processing.

Eoi
APPLICATION SUMMARY

Bart Simpson
Schoal:

‘Grage: 4th Grade
Gender: Male
DOB: 06/23/2000

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 Disfrict for
reassignment to another unit (REASSIGN), Forward to Council
‘with recommendation not to accept the applicantinto Scouting
(DO NOT ACCEPT), Return to Applicant for more information
before processing (RETURN TO APPLICANT).

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

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

recommendation.

APPLICATION SUMMARY

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

APPLICATION NOTES

—

Search All

Pending Acceptance

Pending Unit Email

Pending Reassignment

Pending Applicant Agreement

Pending Applicant Response

Pending Payment

Pending Refund

my Scouting

My Actions | Youtn | Adan

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

© appucation Manager my. Scauting

¥ Judy Jettson

AT RSmE oI ORS. (8E bk

™~

——"

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.

r Youth

’ Venturing Participant

’ Adult

When in the My Actions tab, you can click on the
name of the adult applicant to open the
application.
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You can also view adults in all status categories by

my Scouting P —— |

| going to the Adult tab

In this view you can see applications that are:

Search All

Pending Acceptance 25
Pending Unit Email 2
Pending Reassignment [
Pending Applicant Agreement 0>
Pending Applicant Response oy
Pending Payment 0>
Pending Refund o>

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

e 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.

e 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.

Pending acceptance — the unit needs to
review the applications and make a decision
to accept, reassign, or decline the applicant.
Pending a unit email — the application has
been accepted and is awaiting a nightly
process that sends out the email welcome
messages.

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.

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

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.

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 NOTACCEPT: Forward to Council With recommencation not
1o accept the applicant info Scouting

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

DO NOT ACCEPT

>

PPLICATION SUMMARY ml

Peter Weller

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

Screening Results
Has your drivers license ever been suspended or revaked?
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 ts *

pe youth in other

Church Youth Leader

!

Screening Results

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 tempaoraril
suspended my license until the matter was cleared up
| Omments

"

TR TT e  RT ey T T O T O [ T IR
Church Youth Leader

Previous Residences
US4 1325 WestWalnut Hill Irving TEXAS 12

Current Memberships

First Church of Irving

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

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

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

APPLICATION ACTIONS

Screening Questions are recorded in the

Current Status: Pending Acceplance

Rewview the application before taking one o the following actions.
ACCEPT Acccept ihe application

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

RETURN TO APPLICANT Return to Applicant for more
Information before processing

DO NOT ACCEPT RETURN TO APPLICANT

APPLICATION SUMMARY

Peter Weller

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

Application Notes.

Screening Results

Has your drivers license ever been suspended or revoked?
Yes

Explain

A T oid | failed to show for a hearing ant =
Tuspended my license until the matter was cleared up
Comments _ T— - i
[Talked with Peter and he has no other problems.

Experience working willl youtll i other organizations

Church Youth Leader

Previous Residences

Tieterences | In the References section you will find the names and
VNS Bkl (972) 300-2408 i contact information for the applicant’s references. You
Matnda Ross 0721684789 will want to contact the references to ensure that you

. want this adult as a leader in your unit.

Invoice

]

Fater Weller

1325 W Walnut Hill Ln

Irving, TX T5038-3008

L

Troop 0144 Flora R Intemational

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

ok 8200
i e |f they have paid by credit card you will see
1 rsm Scouting Magazine - NO FEE @ $000 S0.00 in the Amount Due at the bottom of the
[ = -l L
Vel Pt invoice.

e |f they have selected pay by cash or check you
Toital Aot $2 00 . .

will see an amount due to your unit. You must

Authorzation (ET138815) $2 00 collect that amount listed on the invoice along

with a copy of the invoice to turn in to your
{ council with your payments.

Amaount Due $0.00
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If you would like to review the application further,
you can select Review Application to view all of the
fields in the application

Select the information to review by clicking on the

step containing the information \

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

my Scouting

* Troop 0144 Flora Rotary International

APPLICATION ACTIONS APPLICATION NOTES
Diick N Bishop Vome D 74

Commant on: DL Suspentd — Talked with Pater
and ho has no ather problems.

Dick N Bishop

Current Status: Pending Acceptance

Review ihe application Defore taking ane of the following actions
ACCEPT. Accoept the application.

REASSIGN: 'S=nd to Destnct for reassignment 10 another unit
DO NOT ACCEPT Forward o Council with recommendation not
lo accept the applicant Into Scouting

RETURN TO APPLICANT Retum 1o Applcant for more
infgrmation before processing

D0 NOT ACCEFT RETURN TO APPLICANT

Phone: (577) 580-2056

Emall: Pwellen@nelbsa org
DOB; 077251964

Called references and they find him to be of
pood chymctes and recommend him for our
committes,

APPLICATION SU®

Peter Weller
Gender: hala

'r 0144 Fiora Rotary International

Thanks for your int y Scoutingl Fill out this form to join the unit
vou have selected When you ara finished click submit and we will review
your details

fyou have any questions about the program or our application process

email us at membership@scouting org

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

Step 1 - Volunteer Information

Completed o
Step 2 - Background Information Completed &
Step 3 - Disclosures & Authorizations Compioted @
Step 4 - Terms and Conditions Completed @

Status Pending Acceptance
First Name Peter
Last Name Weller

MR-14L-13718-315
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my Scouting

@ Pack 3144 Flora Lions

APPLICATION ACTIONS AFPLICATION NOTES

Current Status: Pending Acceptance
Ruyview the appication before taking ene of the following
actions.

ACCEPT Accept the application
REASSIGN Send 1o DIsinct far reassignment 1o another
unit.

DO NOT ACCEPT. Forward to Council wilh recommendation
not to accept the applicant Into Scouting.

RETURN TO APPLICANT Return to Applieant for mare
nformation before processing

ACCEPT

DO HOT ACCEPT

REASSIGN

e —
‘ RETURM TGO APPLICANT D)

APPLICATION SUMMARY

* Troop 0144 Flora Rotary International

PPLICATION ACTIONS APPLICATION NOTES

Current Status: Pending Acceplance

Review the application before laking ane of the fallowing actions.
ACCEPT. Acccept the application

REASSIGN: Send to District for reassignment to another unit
DO NOTACCEPT Farward ta Council with recommendatian not
10 accept the applicant into Scouting

RETURN TO APPLICANT Reluin lo Applicant for more
information before processing.

tructions 1o return 1o the applicant
#an you provide me with another contact number for
lyour reference. The one you listed i3 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

ting.ong

N More information heeded

* Troop 1144 Flora Ratary Intemadons]

Susm Lancier
Bzl Locatos, ME-18L-14638.51

Mare imfarmation meeded]

Thask vou for submining s spphcation 10 3o the Boy Scoues of Amencal Yo o2 0a vour way nowand the lifs-chanpng experiesces only Scouesg can peoade.

Addienal ifremsin is nerd=d before o

be carmpletnd. T

Can yom provads me with amather comace aumher foryour nefersnce. The soe vou lnted & nor woding

bk e fi sestrecsions o b [ ocean

‘yines ippheatazn el provale the seuested efimeitics

Wie Rope 10 hesr fromn yon sooe! Let's buid yover Scontmng adveatune]
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my Scouting w«a

@ Crew 2393 American Legion Warren Post #259

APPLICATION ACTIONS APPLICATION NOTES

Roger H Brushaber Fif Jan 08 2017 1.19 o=
‘Current Status: Pending ACceplance

Comenonegitgs-mnesonmna || ||_Af yOU are ready to accept the adult, you can now

Review the application befare taking one of the following has finished rehab

:‘QEET Acceept the application Roger H Brushaber 4 h th A t B tt
RE;sscuzacmersmctmmsqumanomer P e has his choose e ccep utton.
uni

DO NOTACCEPT. Forward 1o Council with recommendation
nol 1o accept the applicant into Scouting

RETURN TO APPLICANT Return to Applican
information before processing

RETURN TOAPPLICANT

APPLICATION SUMMARY Reriew Agplcation

@ 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 08 2017 1:19 pm . . .
Current Status: Pending Acceplance e provided for selection. Select the positon for
aRCeI\'lobi\;f the appllcatinn before iakmg one of the follnwmg has finished rehab X X X X
AT e ity oo which this applicant will serve. Press Save.

unit.

DO NOT AGCEPT. Forward to Council with recommendation e

not to accept the applicant into Scouting.

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

Select a position.fo

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

ing.org

e Applicant
BoATa Posiion
Committee Member
Parent Coordinator

Unit Chaplain

AP Unit Religious Emblems Coord

Unit Scouter Reserve

Venturing College Scir Reserve

pplication

—— Application Manager dashboard.

my Scouting w«a

@ Craw 2393 American Legion Warven Post #259 If you do not want to accept the adult, you can choose
APPLICATION ACTIONS APPLICATION NOTES

SR either Reassign or Do Not Accept.

Comment on: lllegalDrugs - Talked to him he
Rewview the application before taking one of the following has finished rehab

actions. /
ACCEPT Acccept the application Roger H Brushaber Fri Jan 08 2017 120 p=

:nE'[A SSIGN: Send to District for reassignment 1o another © nt on: DLSuspend - ha

DO NOT ACCEPT. Forward to Council with recommendation license back

nol 1o accept the applicant into Scouling. )

RETURN TO APPLICANT Return to Applicant for more
information before processing

Current Status: Pending Acceptance

ACCEPT REASSIGN
= ————

DO NOT ACCEPT

<4

TVURN TOAPPLICANT

APPLICATION SUMMARY Reriew Agplcation
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@ Crew 2393 A

AFPLICATION ACTIONS

Curment $taws: Pending Acc

Re\wme application befare taking one of the fallowing has finished rehab

MCEI’T

application.
REJ\SS!GN Send 10 DISLNCL TOr reassgnment Lo ancother

no NOTACCEPT Forward to Council with recommendation
WI 1] accepttne apphcant into Scouting,
TO APPLICANT Return to Applicant for more

my Scouting

merican Legion Warren Post #259

APPLICATION NOTES

Roger H Rrushaber Fn
TS Commont on: lllagalDings — Talked 1o him he
Roger H Brushaber

Comment on: DL Suspend s his
license back

mmmn before process
Plg#fe select a reason below

Mot enough volunteer help

Scheduling conflicts
Special neads

Too many membears

i
Geltsen@scouting. on
DOB: M?Z'sc‘l%ﬂ e

Wieleoed

/

* Troop 0144 Flora Rotary International

APPLICATION ACTIONS

Current Status: Pending Accept

APPLICATION NOTES

SR Post

Review tne appicalion before taking one of ne fokoving actions

& applicati

ot

REA! SIGN Send to Dsmcl for reass»gnmemto ancther unit.
DO NOTACCEPT Forward 1o Council with recommendation not
10 accept the applicant into Scouting

RETURN TO APPLICANT Return |D Applicant for more

information befare processing.

understand your reasoning
recommendation.

APPLICATION SUN

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

for making this

Review Application

If you select Reassign:

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

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

If you select Do Not Accept:

e

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

Once your selection is made you will see the applicant

move out of your My Actions dashboard and into one

of the other adult statuses depending on what you

selected.
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APPLICATION MANAGER REPORTS

© Application Manager my Scouting
Py To view and download reports available through
Pack 0073 Ruby Major Elementary School FT
R the system select Reports.
= N  ———
Search All ) >
Pending Acceptance

Pending Applicant Response

Pending Review

H -

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

report you would like from the list.
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
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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
B m
gl Phone Email Applied To  Applied To  Applied To  Current Owned By  Date Record Amount Paid Amount Payment
Type Full Name  Name Pasition Number Address OrgType org Context Status Accepted Locator Unpaid Method
v Peter Weller Committee (872) 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 o8 Email 13719-315
v Susan Parent (972) 580- Pwellen@netbs Troop Troop 0144 West District  Pending Sagamore 12/14/2016 MR-14L- $0.00 $3.00 Check/Cash
Lancaster Coordinator 1234 08 Payment Council 162 14839-91

1-20f2 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
=
:m Parent/Guardian Assigned Position Phone Email Org Org Type Date Accepted Application Conf#  Amount Due
Susan Lancaster Parent Coordinator (972) 580-1234 Pwellen@natbsa.org Troop 0144 Units 12/14/2016 MR-14L-14839-91 3 -

1-10f1 esulls
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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.

© appiication Manager myScouting e Pt @

* Troop 0144

¥ Jesse Johnson o oonas
DURRLATADB MCOUTG R 41 ke cos (GEED
If you have notifications, a red circle with the % Glonn Bales -
LIRS VO G DR (T AT e (EETR
number of notifications will display. 2 eyiw i
CLHANEEICOUTIGONG (303 1232300 Bl = |
You will also receive email notifications twice a
week if you have actions to take.
30wy my Scouting ] Click on the bell icon to open your notifications or
you can open it through your menu on the top
O e ) left hand side of the screen.
O —
(o L sl You will see a list of notifications. Open the
Q tsmstatn - notifications by clicking on the title.
Q ez e
Q i
i [r—
e oy oo my Scouting o & @ The message will pop up in a box that you can

:\ Vs Burves o boirst s Bt it o athocdion in Tanoq (1144 Tk e Bution Bedow 10 procond deodly i

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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