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ONLINE REGISTRATIONERVIEW

The online registration system is designedrake it easy fofamiliesto join Scouting They carind a

unit, if they do not already have one in mipor applydirectlyto the unit of their choice The system
walksthem through the entire application and payment procefishere is an application or lead to be
processed, the unit Key 3 will receive a notifioatin theirpersonal email and thelvly.Scouting ibox

twice a weekletting them know they have actions to tak&hey can also select actions such as
GwSlaairady (2 S5Aa0GNRAOGE 2NJ a52 b2 ! Gallié HKAOK

Council and District level volunteers can also subhnair applicationsfor paidor multiple positions
through the online registration systeand be accepted electronically by the council.

At the council levelyou will be able to viewall the applications and leads for theouncil,district, and
units. At the district levelyou will be able to view all applications and leads for your district and those
units in your district.

WHAT DOES HHREGISTRATION TO@?D

Thee are three parts to théool:

1. Invitation Manager:

o Collects information from potential new Scoukst come in througtBeAScout

0 Helpsunitsmanage leads from joining nights and from individual refeyrals

o Allowsunitsto send invitations directly to interested famili@sth alink to the
applicationthat is specific totheir unit; and

o Allows districts and councils to send invitations to become a volunteer at the district or
councils level

2. DigitalApplication: *

o Electronic application that collectdl the data needed to register;

o A f2¢6a GKS LI AOFYyld OAF 20SNI myo 2NJ 0KS
and

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

3. The Application Manager:

o Collects completed applications fronew youth andadults; *

o Allows the unit leadeiKey 3to 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 indifferent unit;

o Allows thedzy’ AQbréndittee Chair toeview the adult application and make
recommendations for adult positions

o Allows theChartered 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 aifferent unit.
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o Can also be used by the council or district to register voluntegraithpositions within
their district or council organization.

o Allows the council to review and accept or reject applications for council and district
levelvolunteers with an electronic signature from the Scout executive or designee.

* Youth and adults who use this system should be new to Scoutinge currently
registered in a unit and applying to multiple in a different udrganization levelthan the
one in which they are currently registeredThis system is not designed to registeon-
payingadult positions, position changes in the same uniby youth or adultrenewals.

Both the Invitation Manager and Application Manager are accessedtlgh yourMy.Scouting
account
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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
signin

Step 1.Go tomy.scoutingorgand log in.

e ) 2 |l
If you do not have an account you —— J— s f )
cancreatoned @ a St SOU A 1. RN EXPERIENCE THE

i ) N = BEST OF SCOUTING! | i
1 002dzyiée FyR AyLXK®

information.

Step 2.SelectMenu to get a drop down menu e L @
Ci nmi Tools and Units
Menu
Step 3:SelectMy Dashboardn the dropdown men
| g
.lel\box o |

My Application (0) f

+ My Recent Tools

Step 4:System defaults to My Training. Click the g, myScouting —

pancake symbohext to My Training — O

YPT  Training Genter  Requirements  Completions

e My Youth Protection Training
Salect one of e Youth Profection Trainings below. New leadsrs are required to teks Youth Protection Training wihin 30 days of registenng and befors voluniesr

sevice with youth begins To take other BSA iainngs, select he Training Center tab To view and take trainings speciie to your pasiton, select e Requirements
o

Step 5:&lectMy Profilefrom the dropdown menu. @® Wy Dashboara

my Training [

You will see your profile information detail®lake
sure youraddress, phone number, email address and My Training >
other informationis correct Be sure to save any @ >
changes you make. My Account >
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Step 6:To change your password and/or update security @® wy Dashboard

guestions, click thpancake symbothen select
My Accountfrom the dropdown menu. —(_D My Training _

My Training >
\ My Profile >

>

SET UPROCESSES

VERIFY COUNCIL ANBTRICREGISTRATIONS

Access to tools iMy.Scoutingare role based; therefore, the roles and organization level in which
professionals and volunteers are registered will determine what ttiadg can access through the
system.

Council level professionals and valeers must be registered at the council level. District level
professionals and volunteers must be registered in the districts in which they serve so that they have
access to the online registration tools that help them manage unit registrationgetah items in

that district organization.

UPDATING BEASCOUTUBICILSETTINGS

Check your council configurations for BeAScout to ensure that you have ertabledrrect functions
for units to turn their pins to active.

ey e 2, 2017 Wl s, Nt Lo —
P

2 Home Page .

ng Step 1:.Log in to MyBSA and select
Membershipfrom the menu barat the top

of the home page.

——
NI T e + o] e Nl DI T | e
m Mem hip wnnml:nllnla.narul . Omcumeres
z

— e e e —— Step 2:SelectBeAScoufrom the list, then
selectAdministration.
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BeAScout Administration Step3: SelectDistrict Emailing List Utility There

Carc , must be an email address in each of thistricts
rw — . listed. (Note: This email address will not be used
m:g:m ; ‘;‘m“;::};““ by the online system, but the BeAScout system
gm";z»“«'m =]m“" will not work if an email address is not in each
emie district ¢ it can be the same email address for all.)

«

Sep 4: SelectCouncil Join Statutab and set Join
Status to Active.

CONFIGURINGAE ONLINE REGISTRANTBYSTEMOR YOUR COUNCIL

Before yourcouncilstarts using the online registration system, there are some configuration decisions
that the councilmustmake. The Scout executive or the Registration Suppegignee has access to
make changes through the Organization Manager tool in My.Scouting.

CONFIGURATION OPTSON

Configurations that youcouncilcan make include:

1 Payment optionsg Council can select the panent option that they would like all units to use
or they can let the unit select the payment option they wish to use.

1 Council onboarding URt.Councils can include a URL to the page that they would like new
youth and adults to go to upon acceptance intarat. This is the place to welcome new
families and adult leaders and let them know what your Council has to offer.

1 Adult application availabilityg this configuration allows theouncilto turn on or off the
availability of the adulvolunteerandadult participants ¥enturers aged8-20) applications
online. The youth application will always be available through the system.
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1 Automated application andlead reassignment to the distriot the council can configure the
system to automatically reassigqpplications or leads to the district when they are not acted
upon by the units This configuration will send leads that have not been acted upon after five
days and applications after 8 days. This functionality is intended to allow councils to facilitat
action so that a potential new member is not lost.

SEsystem notifications opt out ¢ this configuration allows the Scout executive to opt out of
receiving the twice weekly notifications of actions pending in the online registration system.
This option an only be selected if someone is assigned to the Registration Support role.

SETTING YOURCOUQEIL / hbCLD; w! ¢L hb{

pe———— N

my Scouting

Step 1:While logged in to your/,(ﬁ )
My.Scouting account, selebtenu e

at the top left hand side of your s A FHBRRaT Untks New o Scouing?
p y Click Here To Take Training
.”' bex o ving traditional and exploring units. In early 2017, Commissioner Tools will .
S C re e n . 1d districts to assign and enter contacts for traditional and exploring units,
e My Applcation (1) imissioner Service Team is working with volunteers and professionals from

3p toals that will help volunteers serve exploring units more effectively as we

S e 5. We will communicate to commissioners as new tools and resources

>
v S Ci il 162 - Area 6 90! o n
(i ssenopcana it iazlflc Training Released

3nt they need when they need it is the purpose of the new BSA

O Applcation Manager een added to the leam center consisting of 14 e-leaming modules. It
acting youth officers, building a crew budget and annual program planning,
complete position specific training online.

-

[ J—

- —

>~ S—

Step 2:From the dropdownW N
selectyour council name BSA LEARN CENTER
CLICK HERE TO ACCESS POSITION SPECIFIC TRAINING

ard, My Training, or, click the Position Specific Training image on the right

CUB SCOUTING VENTURING

EXPLORING

CLICK HERE TO ALCESS EXPLORING TRAINING

Step 3:SelectOrganization
Managerc you may have to scroll

my Scouting p——— N )

down using the grey bar on the
side of the menu

O

nd Exploring Units

g traditional and exploring units. In early 2017, Commissioner Tools will
districts to assign and enter contacts for traditonal and exploring units.
issioner Service Team is working with volunteers and professionais from
tools that will help volunteers serve exploring units more effectively as we
We will communicate to commissioners as new tools and resources

ific Training Released

they need when they need it is the purpose of the new BSA

0 added 1o the leam center consisting of 14 e-leaming modules. It
ting youth officers, building a crew budget and annual program planning
mplete position specific training oniine

parts, or leaming plans. Each leaming plan is designed for the specific
ore the first meeting, within the first 30 days, and within 90 days. The
teers to complete therr training at thewr own pace

1, My Training, or, click the Position Specific Training image on the right

New to Scouting?
Click Here To Take Training

BSA LEARN CENTER

CLICK HERE TO ACCESS POSITION SPECIFIC TRAINING

EXPLORING

CLICK HERE T0 ACCESS EXPLORING TRAINING
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@ organization Manager

Step4: Select theSettingstab. Py
Ommn Distriet 07

OMnmnqm

my Scouting

Dl 1 Settings |

Organization Detais

Sagamore Council 162

Council Commissioner Darrell G Clase
@ clhanks@scouting.org 1]
Council President Jeotfrey Willlam Love
@ claudia hanks@gmall.com (]
Scout Executive Christopher § Mehaffey
@ debrakendrew@scouting.org 1]

Step 5 Set configurations: @ orgerzason wanaer
1 Unit Paymentoptions:

Select the payment optioR—__|
you want all units to use or
allow the units to
determine the payment
options they wish to use
Defaultisa ! YA G Y1 &
OK22aS LI e&yYySy

Select BSA Organization
East District 09

Onnm.

o West District 08

my Scouting [——

Organization Hame Sagamore Council

Credit Card Opt-in

Plaasa configura tha credit card settings for membarship and Boys' Lifa fees. Note: Your selection
affact a unit's ability o accept credit cards. Plaasa read all choicas before making a selection

Oits May choose Payment Option|

Units May choose Payment Option
|Accept CC Only

Ot E nccopt Cash/Chack only

Councif's Onboarding URL &gl both CC and Cash/Check

Allow or Disallow adult appiications to be submitied to units Allow Units to Choo

Auto Reassignment Opt-In (applies to all Units in the Council)
Raassign Apgiications f not procussed in § days

Ronansign Requests for nformation f ot proces sedin § days Opt-Out

@ organization Manager
1 Council Onboarding URL _

Select BSA Organization

Input the URL t0 youD 2 dzy | @emomen
Welcome page for new (o Lt

omnmu

members. This URL will lye— .

myScouting p—

Please configure the credil card seftings for membership and Boys’ Life fees. Note: Your selection
may effect a unit's ability to accept credit cards. Please read all choices before making a selection

Poyment Optens Units May choose Payment Option

Other Council Settings

included in the Welcome
email that is sent upon unit
acceptance of new youth or
adultapplications.

Allow o DisallOw adut appi ations 10 be submitled 1o urds. Allow Units to Choo

Auto Reassignment Opt-in (applies to all Units in the Council)
Reassian Aooacations € sl processed in 8 days

Faassign Requests for INformanon I nol processed in § days Opt-Out

Send OLR Emads for SE Optn
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1 Adult Application Availability:
If the council wants to control

adult applicationavailability “\_

for allunits, they can use the
setting to turn them on or off.
This will also turn off the adull
participant application for
Venturers who are 18 or over
Defaultisa ! £ £ 2 6 dzy
OK22aSo¢

Auto reassign functionlf
you would likeapplications
to be automatically
reassigned to the district if
the unit does noprocesst
within 8 days and leads to
moveto the district if they
are not acted uporby the
unit within 5 days you can
opt-in here. 6Opt-oute is
the default.

1 SE System Notification Opt
Out: If the Scout executive
does not wish to receive the
twice weekly notification of
actions opt out here.
Default istt pt-in.€

Step 6: SelectCommitto saveall
your settings

@ organization Manager myScouting [Rr— X

Select BSA Organization

Organzason Wame Sagamere Council

OEmmwmm

Credit Card Opt-in
Distriet 07

Please configure the credit card settings for membership and Boys’ Life fees. Note: Your selection
may effect a unit's ability lo accept credit cards. Please read all choices before making a selection

Payment Comons Units May choose Payment Option

Other Council Settings

Councif's Onboarding URL

Allow or Disallow sdutt sppecatrons. 1o be submithed to unsts

low Units to Choose
Allow Units to Choose
Do not allow adult applications
Auto Reassignment Opt-in (applies to all Units in the Council) Allow aduit applications

Reassign Appacations # o processed in 8 days

Reassign Requests for informaton i nat processed in 5 days.

Opt-Out

@ organization Manager myScouting s Chsigea stater ? [6)
Please configure the credit card settings for membership and Boys' Life fees Note® Your sslection

may effect a unit's ability to accept credit cards. Please read all choices before making a selection
Select BSA Organization

ezmoum«m

Payment opoons Units May choose Payment Option
ommm
Qmmmu Other Council Settings

Counci's Onboordng URL

Allow or Disallow aaus appscations 10 b SubmAea 10 units Allow Units to Choo -

Auto Reassignment Opt-in {applies to all Units in the Council)

Reassign Appecations if 1ot processed in § days

Send OLR Emais for SE
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p 151 ¢9 ¢1 9 COMTAGI/INFOERMATIONSCOUTNET

To ensure thayour councils information is ufp-date and displays accurate information on BeAScout,
please check and update your council SCEIN Y T2 N G A 2y @ LF | dzyAdQa LI
2ysS GKS O2dzyOAf Qa I RRNBaaz {8&eisclified iyf Scouibzi 6eS NE |y
displayed.

Step I Login toMyBSA e e
Step 2 Select theéScoutNETab on the
homepage. D

O
Step 3 SelectProgramfrom the list on
the left-hand side of your screen.

S
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