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Scoutbook Plus Online Payment Onboarding 

 

You will need to link your unit’s bank account with Stripe to accept payments through Scoutbook 
Plus. Please proceed with the following steps to onboard your unit. 

 
IMPORTANT ITEMS: 

 
1: DO NOT START THE PROCESS UNLESS YOU HAVE CONFIRMED THE EIN (Employer 
Identification Number) ASSOCIATED WITH THE BANK ACCOUNT AND THE LEGAL NAME OF THE 
ENTITY FOR WHOM THE EIN IS REGISTERED 
 
(this may be different than the name of the organization that is listed on bank statements).  

THE NAME FOR WHOM THE EIN IS REGISTERED MUST MATCH EXACTLY OR A STRIPE ACCOUNT 
WILL BE UNABLE TO BE CONFIRMED. 

2: DO NOT ONBOARD MORE THAN ONE UNIT AT A TIME. MAKE SURE EACH UNIT IS 
COMPLETED BEFORE INITIATING ANOTHER UNIT.  
 
 
STEP 1: To begin, your unit will be in “Pre-Staging” status. Submit the Direct Payment Contact by 
clicking EDIT. The Direct Payment Contact must be one of the following: 
 
Unit Leader 
Chartered Organization Representative 
Committee Chair 
Key 3 Delegate 
Treasurer 
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STEP 2: The unit will move to “Staged” status.  
 
STEP 3: Direct Payment Contact will be confirmed within 48 hours after submittal. Once the Direct 
Payment Contact is confirmed your account will go into “Initiated” or “Link Generated” status. A 
“Create Stripe Account” button will be available and you may click to onboard your unit. 
 
 

 

 

IMPORTANT: 
 ONCE “CREATE STRIPE ACCOUNT” IS CLICKED, THE LINK WILL ONLY BE ACTIVE FOR 10 

MINUTES FOR SECURITY REASONS.  

DO NOT CLICK THE CREATE STRIPE ACCOUNT UNLESS YOU ARE READY TO ONBOARD YOUR 
UNIT. 

IF YOUR LINK BECOMES INACTIVE, A NEW LINK WILL BE GENERATED THE FOLLOWING DAY. 
 

Step 4: After clicking the “Create Stripe Account” link you will be directed to the Stripe website. You 
will be asked to enter your email and phone number so that MFA (multiple factor authentication) 
codes can be sent to you for account security.  
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The phone number will be used each time you login to send the MFA code so it should be your own 
number that can receive text messages (text and data rates may apply).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5: Once you have entered your email and phone number, click Continue. 

Clicking Continue will automatically send the MFA to the phone number you entered (if you entered 
the wrong number, you can go back and change it) 

If you do not get the code, you can click Resend Code. Or, if you think you entered the wrong phone 
number (or just wish to change it), you can click Use a different mobile number.  
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Step 6: After you have entered the MFA and clicked Continue, you will be asked to enter your unit’s 
information. The EIN must match the EIN that is associated with your unit’s bank account.  



Scoutbook Plus Online Payment Onboarding   Page 5 of 15 
 

 

 

 

Step 7: The next step will be adding the account representative.  
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Clicking Add Representative will open the following form.  

 

You will then need to verify personal details as shown below. 
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Step 8: You will then need to select a financial institution for payouts. You can use the search to 
locate your bank. 
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After selecting your institution, you will need to Agree to the Terms of Service. 
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Once you have agreed, you will be prompted to log into your bank account. If you chose the wrong 
bank, you can click Choose a different bank to go back. 
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Step 9: Clicking Continue will open a new window with your bank login screen. You will enter the 
username and password for your bank account here. 
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Your bank may require a verification code so you will need to get that from the phone number on 
your bank account.  

Once you have logged in and shared the account details, you will see the following Success 
message letting you know that Stripe and your bank are successfully linked. 
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Step 10: You will need to choose which account within your bank that you wish to receive funds. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After selecting your account for payouts, you will be able to review everything you have entered and 
submit it to complete the process. This will be the last opportunity to change anything before 
completing the process. 

 

 

 

 

 

 



Scoutbook Plus Online Payment Onboarding   Page 13 of 15 
 

 

Step 11: Once everything is correct, you will click Agree and Submit. 

 

 

 

 

 

 

 

 

 
 
Step 12: Your unit is done onboarding and should have “Onboarded” status.  

 

 

 

Users will now have the option to pay charges online from their individual payment log in 
Scoutbook Plus. 

 

 


