Council Processing an Individual Renewal:
Parent, Member, or Unit

If needed, you can renew members for a unit in Registrar Tools. Units will need to provide a list for you.

NOTE: This process is similar to the “Non-Unit Renewal” process we had.

Within the “Unit Info” page, if there are members eligible to renew.

There are selection boxes along the left side of each member listed and you can select all or select
individual names to renew.
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A mini window will show, listing all the members selected. You can adjust the positions as needed with the
dropdown selection box. If any are multiple, check the box for the position under the “Multiple” column.
Select “Renew Selected Positions” once everything is correct.
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This will take you to the File Review Screen, you can do all the same functions here as in “Add-Reg.”
Click “Submit for Pricing.”
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If all looks correct, click “Submit Registrations” The renewals will be posted overnight, and the fees
will be added to the overnight Membership Journal ACH.
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