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Introduction 

Welcome to myscouts.ca. 
 

This training is intended to support Registrars, 
Commissioners, Treasurers, Executive Directors (and other 
volunteers and employees) in the performance of tasks 
related to the registration process and to the maintenance 
of member and organization records, including: 

• Establish access to myscouts.ca and log in 
• View your member profile 
• Request a new password and update password and 

language 
• Search the system to find an organization or an 

Individual 
• View the Volunteer Employee Directory 
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Introduction 

• View/edit organization details 
• View/edit meeting details 
• Setup online registrations and payments 
• Set fees 
• Prepare for registration events 

• Print registration-related reports 
• View member status 

• Renew returning members 
• Transfer members 
• Renew your membership and renew family memberships 
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Introduction  

• Register new members  
• Create an account and self register 
• Update member role records 
• Update a member profile 
• Screen volunteers 
• Process Registration Financial Transactions 

• Enter subsidies/discounts and close a batch 
• Reconcile registration fees 

• View/add training and recognition records 
• View registration history 
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Overview 

 
 

• Screen Anatomy 
• Scouts Canada Organization 

Hierarchy 
• Terminology 
• Notes 

 

Presenter
Presentation Notes
Screen AnatomyDefines each part of the screenIntroduces navigation elementsScouts Canada Organization HierarchyIllustrates the hierarchy of the organizationTerminologyLists common terms from MMS and the new terms in myscouts.caNotesProvides important general information about myscouts.ca
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Overview 
Screen Anatomy 

Employee/volunteer: 
 

Presenter
Presentation Notes
Upon access to myscouts.ca, if the user is a volunteer or employee, their primary organization profile window displays.
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Overview 
Screen Anatomy 

Employee/volunteer – Member Profile: 

Presenter
Presentation Notes
Note that clicking on My Profile in the tabs at the upper right of the screen displays the member profile.
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Overview 
Screen Anatomy 

Non-employee/volunteer: 

Presenter
Presentation Notes
If the user has an account but is not a volunteer or employee, the user’s member profile window displays.
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Overview 
Screen Anatomy 

Non-employee/volunteer with child/charge: 

Presenter
Presentation Notes
If the account holder has a child/charge registered, a My Family tab is added.
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Profile Name: 

Overview 
Screen Anatomy 

Scouts Canada
myscouts.ca Training Notes
Profile Name – indicates the name of the profile (Member Profile or Organization Profile – in this case, an Organization Profile).
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Scouts Organization – Organization Profile: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Scouts Organization – on Organization Profiles, provides a link to access the next level up in the organization hierarchy.
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Scouts Organization – Member Profile: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Scouts Organization – on Member Profiles, indicates the member’s primary organization (does not provide a link).
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Details: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Details – provides details about the organization or member indicated by the Profile Name.
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Contact Information: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Contact Information – provides details about how to contact the organization or member indicated by the Profile Name.
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Volunteer Screening Information: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Volunteer Screening Information – provides screening details for the member indicated by the Profile Name.
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Information Tabs (Member Profile): 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Information Tabs – lists records in the profile and provides details.Note that in a Member Profile, each organization listed in the Organization column of the My Roles tab provides a link to the indicated organization profile.
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Information Tabs (Organization Profile): 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Note that in an Organization Profile, each organization listed in the Organization Name column of the Child Orgs tab provides a link to the indicated organization profile.
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Remove Icon: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Remove Icon – click on this icon to remove the record listed to the right of the icon.
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Link Text: 

Link Text – click on link text to access 
the next level of information; in this 
case an organization is listed, so the 
link will display the Organization 
Profile for 1st Expedition Colony 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Link Text – click on link text to access the next level of information; in this case an organization is listed, so the link will display the Organization Profile for 1st Expedition Colony.
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Menu: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Menu – provides the menu items applicable to the user logged in and the profile in display.
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My Profile: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
My Profile – provides the member details about the user logged in.
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My Organization: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
My Organizations – lists the organizations where the logged in user has a role; the primary role is indicated by [P].Note that each organization listed in the My Organizations section provides a link to the indicated organization profile.
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Links: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Links:Displays the email address of the user logged inMy Profile – links to the member profile window of the user logged inFind a Group – links to the Find a Scouts Group window allowing a search for a group based on a postal codeSupport – links to the Volunteer Support ToolkitLogout – logs out of myscouts.ca; displays the �Welcome to Scouts Canada login windowFrançais – links to the French version of the current windowEnglish – links to the English version of the current window
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Action Button: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Action Button – initiates the action indicated on the button or opens a popup window allowing the user to perform the task.
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Screen Scroll Bar: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Screen Scroll Bar – scrolls display of the entire screen.
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Popup Window Scroll Bar: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Popup Window Scroll Bar – scrolls display of a popup window.
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Close Icon:  

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Close Icon – closes a popup window.
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Entry Field: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Entry Field – accepts entry of data.Note: use the mouse to position the cursor in the first field where data is to be entered; use the Tab key to move to subsequent fields.
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Dropdown Field: 

Overview 
Screen Anatomy 

Presenter
Presentation Notes
Dropdown Field – provides a default entry and a list of accepted values; to change the default, click on the dropdown list icon to display the dropdown list then select the required value.
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Overview 
Scouts Canada Organization Hierarchy 

Battlefield Council 
 Lynn Valley Area 
  1st Waterford Group 
   1st Waterford A Colony 
   1st Waterford A Pack 
   1st Waterford A Troop 
   And so on… 
  1st Port Dover Group 
   1st Port Dover A Colony 
   1st Port Dover A Pack 
   1st Port Dover Sea Scouts Troop 
   And so on… 
 Fruitbelt Area 
  2nd West Grimsby Group 
   2nd West Grimsby A Colony 
   And so on… 

Presenter
Presentation Notes
In myscouts.ca, access to organizations and individuals is based on the highest level of the user’s membership.If a user’s highest member role is at the Group level, they have access to organization and member records within the Group and within all Sections of the Group.
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Overview 
Terminology 

myscouts.ca MMS 

Active Active 

Inactive Inactive-Retired, Inactive-Unknown 

Pending Prospective 

Not Renewed Active Not Renewed 

Decline Service No term 

No term Waitlisted 

Member Status: 

Presenter
Presentation Notes
This table lists common terms from MMS and the new terms in myscouts.ca.
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Overview 
Terminology 

myscouts.ca MMS 

Active No term 

Inactive No term 

Pending No term 

Not Renewed No term 

Decline Service No term 

Member Role Status: 

Presenter
Presentation Notes
This table lists common terms from MMS and the new terms in myscouts.ca.
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Overview 
Terminology 

myscouts.ca MMS 

Volunteer Volunteer 

Volunteer (SIT, AL, Kim, Keeo) Youth 

Participant Youth 

Employee Employee 

Member Type: 

Presenter
Presentation Notes
This table lists common terms from MMS and the new terms in myscouts.ca.
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Overview 
Terminology 

myscouts.ca MMS 

%  (one or more characters) *  (one or more characters) 

_  (one character) ?  (one character) 

Wildcards: 

Presenter
Presentation Notes
This table lists common terms from MMS and the new terms in myscouts.ca.
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Overview 
Notes 

• A member can be a participant, a volunteer, and/or an 
employee at the same time, for example: 
• A participant (Rover) and a volunteer  

(Assistant Cub Leader) 
• An employee (Camp Staff) and a participant  

(Venturer Scout) 
• The relationship between a member and their role in an 

organization is called a member role; when a member 
has more than one member role, one is designated as 
the primary member role 

• The primary member role organization for the member 
displays upon logging in to myscouts.ca 

Presenter
Presentation Notes
These are a few important notes about myscouts.ca.
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Overview 
Notes 

• When a member has one member role, their administration 
rights are hierarchically-based and flow down from the 
organization their member role is attached to. 

• When a member has more than one member role, their 
administration rights are hierarchically-based on the role 
with the most rights and flow down from the organization it 
is attached to. 

• A member has a status 
• Each member role has a status 
• A member must have a status of Active in at least one 

member role to be active for a scouting year 
• myscouts.ca retains all member role records in the 

member’s registration history 
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Overview 
Notes 

• Accounts have been introduced in myscouts.ca that allow: 
• Parents to go online to register and manage the records of 

one or more children 
• Volunteers to go online to register themselves and their 

children, and to manage their own records and the records 
of their children 

• Everyone 18 years of age and over has an account in 
myscouts.ca; for those less than 18 years of age, a parent 
has an account 

• myscouts.ca has a Volunteer/Employee Directory that lists 
the name, member type, member role, organization, email 
address, phone number, city, province, and postal code of all 
volunteers who have indicated they wish to be listed, and of 
all employees 
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Overview 
Notes 

• Training and recognition records can be viewed and 
added in myscouts.ca 

• Organizations cannot be added in myscouts.ca; Council 
Registrars can add an organization in myscouts.ca 
admin 

• Duplicate member records cannot be merged in 
myscouts.ca; Council Registrars can merge records in 
myscouts.ca admin 

• Primary roles cannot be changed in myscouts.ca; 
Council Registrars can change primary roles in 
myscouts.ca admin 
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Access myscouts.ca 

 
 

• Log In 
• View My Member Profile 
• Request a New Password 
• Update Password or Language 
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Access myscouts.ca 

 
 

• myscouts.ca is accessible at https://myscouts.ca. 
• Upon the introduction of myscouts.ca, all employees, 

adult volunteers, adult participants and 
parents/guardians with a valid and unique email address 
will be given accounts; new members are given accounts 
when they register with a valid and unique email address 
(new parents/guardians create their own accounts).  

https://myscouts.ca/
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Access myscouts.ca 
Log In 

Presenter
Presentation Notes
Anyone with an account can log in to myscouts.ca at any time:Your Email Address - enter your email address Your Password - enter your passwordClick on the Login buttonNote that on your first access to myscouts.ca, you must request a password (see Request a New Password).
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Access myscouts.ca 
Log In 

Account holder - parent/guardian or participant 18 years of 
age or over with an account: 

Presenter
Presentation Notes
For parents/guardians and participants 18 years of age and over who are not registered under a parent/guardian, the member profile for the person logged in displays.
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Access myscouts.ca 
Log In 

Account holder with a family member: 

Presenter
Presentation Notes
If the account holder has a child/charge registered, there is a My Family tab.Note that each name listed under the Name column of the My Family tab provides a link to the member profile of the indicated member.
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Access myscouts.ca 
Log In 

Account holder who is a volunteer or an employee: 

Presenter
Presentation Notes
If an account holder is a volunteer or an employee, their primary organization profile displays.Click on My Profile to access your member profile.
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Access myscouts.ca 
Log In 

Account holder  
who is a  
volunteer 
or an employee  
– My Profile: 
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Access myscouts.ca 
View My Member Profile 

 
• A member profile contains the information on record for a 

member. 
• Volunteers and employees can view their member profile 

information at any time.  
• Parents/guardians who have an account can view their 

own member profile content and the content for their 
children/charges 

• Participants 18 years of age and over who have an 
account can view their own member profile content. 

Presenter
Presentation Notes
Log in to myscouts.ca



50 

Access myscouts.ca 
View My Member Profile 

Account holder - parent/guardian or participant 18 years of 
age or over with an account: 

Presenter
Presentation Notes
For parents/guardians and participants 18 years of age and over who are not registered under a parent/guardian, the member profile for the person logged in displays.
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Access myscouts.ca 
View My Member Profile 

Account holder with a family member: 

Presenter
Presentation Notes
If the account holder has a child/charge registered, a My Family tab is added.Note that each name listed under the Name column of the My Family tab provides a link to the member profile of the indicated member.
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Access myscouts.ca 
View My Member Profile 

Account holder who is a volunteer or an employee: 

Presenter
Presentation Notes
If an account holder is a volunteer or an employee, their primary organization profile displays.Click on My Profile to access your member profile.
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Access myscouts.ca 
View My Member Profile 

Account holder 
who is a  
volunteer  
or an employee 
– My Profile: 
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Access myscouts.ca 
View My Member Profile 

Links at upper right of the window: 

Presenter
Presentation Notes
The tabs at the upper right of the screen present the logged-in user email address followed by:My Profile – links to the user’s member profile pageFind a Group – links to the Find a Scouts Group window allowing a search for a group (based on a postal code) where a participant or a volunteer can be registeredSupport – links to the Volunteer Support ToolkitLogout – logs out of the websiteFrançais – links to the French version of websiteEnglish – links to the English version of the website
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Access myscouts.ca 
View My Member Profile 

Content at the left of the window: 

Presenter
Presentation Notes
The left side of the window provides:The menu available to the user logged inThe My Profile information about the user logged in:Member NumberStatusPRC StatusPRC Due DateThe My Organizations information for the user logged in:Lists the organizations and member roles where the user is registeredNote that each organization listed provides a link to that organizationNote that the member’s primary organization is in bold print
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Access myscouts.ca 
Request a New Password 

Presenter
Presentation Notes
Requesting a new password is used on your initial access to myscouts.ca (to get a password) and whenever you forget your password.Anyone with an account can request a new password at any time.Access the myscouts.ca Welcome to Scouts Canada landing page at https://myscouts.ca.
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Access myscouts.ca 
Request a New Password 

Presenter
Presentation Notes
In the Your Email Address field, enter your email address.Click on Request new password.Check your email for a message from Scouts Canada regarding your new password.
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Access myscouts.ca 
Request a New Password 

Request a new password – Scouts Canada email example: 
dberry@scouts.ca, 
 
A request to reset your myscouts.ca password has been made.  You may login 
to live.myscouts.ca by clicking on the link below or copying and pasting it in 
your browser.  You will be asked to answer verification information prior to 
accessing your profile. 
 
https://myscouts.ca/user/rest/78974687ihiunni867677 
 
This is a one-time login, so it can be used only once and it expires after one 
day. 
 
After logging in, you need to go to 'My Profile' and click 'Member Options' 
and ‘Update Password and Language’. 
  
If you have any issues please contact myscouts.ca Support at 1-888-726-8876. 
  
Thank you, 
myscouts.ca Support Team 

 

Presenter
Presentation Notes
In the email message, click on the link provided (or copy and paste it into your browser).Provide your:First nameLast nameBirth date (MMDDYY)Postal codeHome phone numberWhen the information provided matches your data of record, you will be logged in. 

mailto:dberry@scouts.ca
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Access myscouts.ca 
Request a New Password 

Presenter
Presentation Notes
For a parent/guardian or participant 18 years of age or over who is not registered under a parent/guardian, their member profile displays; for a volunteer/employee, their primary member role organization profile displays.To complete the process, update your password – see Update Password and Language.
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Access myscouts.ca 
Update Password or Language 

Presenter
Presentation Notes
Upon initial access to myscouts.ca, after requesting a new password, you must update your password.Anyone with an account can update their password or language at any time.If not currently logged in to myscouts.ca, log in.Access your member profile window (click on My Profile in the tabs at the upper right of the screen).From the menu, under Member Options, select Update Password and Language.
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Access myscouts.ca 
Update Password or Language 

Presenter
Presentation Notes
To update your password:In the Account information section:Your Password - enter a new passwordConfirm password - enter the new password againTo update the language setting:In the Language settings section:Select the required languageTo cancel the new password/language setting request, click on the close icon.�OR�To save the new password/language setting, click on the Save button; the password/language setting is saved and ready to use.
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Search myscouts.ca 

 
 

• Find an Organization  
• Find an Individual 
• Volunteer/Employee Directory 
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Search myscouts.ca 

• Volunteers and employees can search myscouts.ca to 
access: 
• Organization profiles 
• Member profiles 
• Volunteer/employee information 

• Volunteers and employees have access to profiles only 
within their administrative hierarchy (for example, a 
Group Registrar can access member profiles within their 
Group and their Sections; they can access organization 
profiles for their Sections). 
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Search myscouts.ca 
Find an Organization 

Presenter
Presentation Notes
Only volunteers and employees can search myscouts.ca to access organization profiles.Volunteers and employees can search the system for organization profile records at any time; once found, a record can be viewed or edited.Volunteers and employees have access to profiles only within their administrative hierarchy (for example, a Group Registrar can access profiles within their Sections).From the menu, under Search Options, select Find Organization.
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Search myscouts.ca 
Find an Organization 

Search for an organization: 

Presenter
Presentation Notes
This popup window allows a search for an organization.Search using the Organization Name field and/or the Organization Type dropdown list values.Use the mouse to position the cursor in the Organization Name field and enter the name.When entering an organization name; if the full name is not known, use % to replace the unknown content – for example, %Expedition would list organization records containing the word Expedition (note that % is not required at the end of a string).The Organization Type field defaults to All; to change the default (if required), from the dropdown list, select the required type.To abandon the search click on the close icon.�OR�To find an organization, click on the FIND ORGANIZATION button; a search occurs.
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Search myscouts.ca 
Find an Organization 

When a match is found: 
 

Presenter
Presentation Notes
When matching records are found, they are listed.If no matching records are found, enter new search data and search again.If many records are found, refine the search – enter search data that is more specific to the results you seek.To view an organization listed, click on the Organization Name link text for the required organization.
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Search myscouts.ca 
Find an Organization 

View an organization profile: 

Presenter
Presentation Notes
View the details of the organization.
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Search myscouts.ca 
Find an Organization 

Access an organization from a member profile: 
 

Presenter
Presentation Notes
Note that you can access an organization from a member profile - in the My Roles tab, click on the Organization link text.
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Search myscouts.ca 
Find an Organization 

Access an organization from another organization: 
 

Presenter
Presentation Notes
Note that from an organization profile, you can access other organizations:Under the organization profile name, click on the Scouts organization to access the next level up in the hierarchyIn the My Organizations list, click on the link text for an organizationIn the Child Orgs tab, click on the Organization Name link text
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Search myscouts.ca 
Find an Individual 

Presenter
Presentation Notes
Only volunteers and employees can search myscouts.ca to access member profiles.Volunteers and employees can search the system for member profile records at any time; once found, a record can be viewed or edited.Volunteers and employees have access to profiles only within their administrative hierarchy (for example, a Group Registrar can access profiles within their Group and their Sections).From the menu, under Search Options, select Find An Individual.
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Search myscouts.ca 
Find an Individual 

Search for an individual: 

Presenter
Presentation Notes
This popup window allows a search for a member.Search using the First Name and/or Last Name fields.Use the mouse to position the cursor in the field and enter the name; the Tab key can be used to move to a subsequent field.When entering a name; if the full name is not known, use % to replace the unknown content – for example, Mat%hew would list records including the names Matthew and Mathew (note that % is not required at the end of a string). To abandon the search, click on the close icon.�OR�To find an organization, click on the FIND AN INDIVIDUAL button; a search occurs.
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Search myscouts.ca 
Find an Individual 

When a match is found: 
 

Presenter
Presentation Notes
When matching records are found, they are listed.If no matching records are found, verify the name and search again (Bill or William? English name or ethnic name?).If many records are found, refine the search – enter search data that is more specific to the results you seek.
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Search myscouts.ca 
Find an Individual 

Select an individual: 
 

Presenter
Presentation Notes
To view a member profile, click on the Select link text for the required individual.
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Search myscouts.ca 
Find an Individual 

View a member profile: 

Presenter
Presentation Notes
View the details of the member profile.TIP: �If you are trying to find the name of a volunteer in a particular role within an organization (for example Commissioner), search for the organization (Find an Organization) and see the Volunteers tab – the name and role should be listed.
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Search myscouts.ca 
Find an Individual 

Access a member profile from an organization: 

Presenter
Presentation Notes
Note that you can access a member profile from an organization – click on the Name link text in the Participants and Volunteers tabs.
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Search myscouts.ca 
Volunteer/Employee Directory 

• The Volunteer/Employee Directory is a listing that includes 
all current volunteers who have indicated (when they 
registered) that they wish to be listed in the directory, and all 
employees. 

• All volunteers and employees can use the 
Volunteer/Employee Directory to search myscouts.ca for 
information about volunteers/employees across Canada 
(regardless of their organization association).  

• The Volunteer/Employee Directory lists only basic 
information about volunteers/employees; member profiles are 
not accessible from this search option. 

• If a volunteer no longer wants to be listed in the 
Volunteer/Employee Directory, they can opt-out. 
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Search myscouts.ca 
Volunteer/Employee Directory 

Presenter
Presentation Notes
From the menu, under Search Options, select Volunteer/Employee Directory.
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Search myscouts.ca 
Volunteer/Employee Directory 

Search the Volunteer/Employee Directory: 

Presenter
Presentation Notes
This window allows the entry of data upon which the system will search for registered volunteers/employees.Enter data in any of the fields provided.To abandon the search, click on the close icon.�OR�To find volunteer/employee records that match the search data entered, click on the SEARCH button; a search occurs.



80 

Search myscouts.ca 
Volunteer/Employee Directory 

When a match is found: 

Presenter
Presentation Notes
When matching records are found, they are listed.If no matching records are found, enter new search data and search again.If many records are found, refine the search – enter search data that is more specific to the results you seek.Note that each individual is listed for each role and each member type.Reminder: �Only volunteers who elected to be included in the directory will be listed; all employees are listed. 
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Prepare for Registration 

 

• View/Edit Organization Contact Details 
• View/Edit Meeting Details 
• Set Up Online Registrations and Payments 
• Set Fees 

• View Fees for an Organization 
• Edit Fees for an Organization 
• Add Fees for an Organization 
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Prepare for Registration 
View/Edit Organization Contact Details 

Presenter
Presentation Notes
The organization profile provides details about the organization; the following details can be edited at any time:Organization name, status, type, and sub-typeCharter numberOrganization evening phone, fax number, website, and emailPrimary contact name, phone, and emailMeeting addressPrior to the beginning of registration, the Group Registrar verifies that the Contact Details content provided is correct; if the information is not correct, it must be edited.From the menu, under Org Options, select Edit Organization Details.
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Prepare for Registration 
View/Edit Organization Contact Details 

Presenter
Presentation Notes
Note that when a Section ORGANIZATION STATUS field value is Inactive, the Section does not display in the Find a Scouts Group feature.Attention: �Do not edit the ORGANIZATION NAME, ORGANIZATION TYPE, or ORGANIZATION SUBTYPE fields.To close the popup window without saving the record, click on the close icon.�OR�To save any edits made to the content, click on the SAVE UPDATES button.
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Prepare for Registration 
View/Edit Meeting Details 

Presenter
Presentation Notes
Prior to the beginning of registration, the Registrar verifies that the meeting details provided are correct; if the information is not correct, it must be edited. Meeting details include:Organization sponsor and sponsor typeMeeting location and location typeMeeting day and start timeClosed group, co-ed, and special needs access indicatorsMaximum number of participants – current and next session �(Section level only)Maximum number of volunteers – current and next session �(Section level only)Date foundedNotesNote that the maximum number of participants must be managed by the Group during registration to reflect the evolving available space for each Section.The Registrar can edit meeting details throughout the year.From the menu, under Org Options, select Edit Meeting Details.
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Prepare for Registration 
View/Edit Meeting Details 

Presenter
Presentation Notes
View/edit the content as required. Notes:When a Section CLOSED GROUP? field value is Yes, the Section does not display in the Find a Scouts Group feature.When a specified group maximum is reached (with Active members), the Section does not display in the Find a Scouts Group feature; at such a time, Not Renewed members risk losing their place in the Section.To close the popup window without saving the record, click on the close icon.�OR�To save any edits made to the content, click on the SAVE UPDATES button.
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Prepare for Registration 
Set Up Online Registrations and Payments 

• One of the prerequisites for online registration is to set up Group 
bank account information to deposit Group proceeds collected 
through the online payment system; once collected, the appropriate 
fee for each level of Scouts Canada will be separated and 
forwarded by Electronic Funds Transfer (EFT) to the appropriate 
Council and Group. 

• In order to offer the opportunity for online registration, the following 
information is required from each Group: 
• Name and address of the banking institution 
• Name of the account holder as it appears on bank 

statements/cheques 
• Transit number 
• Account number 
• A voided cheque (scanned copy is accepted) 

• For more information, contact your Council Office. 
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Prepare for Registration 
Set Up Online Registrations and Payments 

Presenter
Presentation Notes
Access the required organization profile.From the menu, under Org Options, select Allow Online Registration.
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Prepare for Registration 
Set Up Online Registrations and Payments 

Presenter
Presentation Notes
If there is no bank account information on file with Scouts Canada, a popup window displays with a Warning popup window.Online registrations cannot be activated until bank account information is on file with Scouts Canada; contact your Council Office for more information.
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Prepare for Registration 
Set Up Online Registrations and Payments 

Presenter
Presentation Notes
Enable/disable online registrations and payments:A checked selection box indicates online registrations and payments are applied to this organization.An unchecked selection box indicates online registrations and payments do not apply to this organization.To close the popup window, click on the close icon.�OR�To save an edit to the allow online registrations request for this organization, click on the SAVE button.Note that online registration is activated for a Group after three actions occur:National confirms ‘Bank account received by finance’ in myscouts.ca adminNational enables ‘Allow online registration and payment’ in myscouts.ca adminThe Group Registrar enables ‘Allow online registration and payment’ in myscouts.ca
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Prepare for Registration 
Set Fees 

• Fees are set in the organization profile at the National, Council, and 
Group levels. 

• Fees are entered by the Treasurer (or designate) as separate 
records for participants and for volunteers.  

• After National and Council set their next-session budgets, Groups 
set their budgets.  

• Fees for the next session year must be entered, at all levels, by May 
1st to accommodate early registration. 

• There is no default fee – the Treasurer (or designate) must set the 
fees prior to registration of members;  an error will occur if a fee is 
not entered for the date of registration.  

• Fees can be viewed throughout the year and special fees can be 
entered for different timeframes (for example, a partial year fee). 
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Prepare for Registration 
Set Fees – View Fees 

Access the organization where the fee is to be viewed: 

Presenter
Presentation Notes
Access the required organization profile (National, Council, or Group).
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Prepare for Registration 
Set Fees – View Fees 

Access the Fees tab: 

Presenter
Presentation Notes
To view fees for an organization, click on the Fees tab.
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Prepare for Registration 
Set Fees – View Fees 

View fees: 

Presenter
Presentation Notes
The Fees tab content displays.Note that when fees are yet to be set for the first time, there will be no data in the Fees tab.
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Prepare for Registration 
Set Fees – Edit Fees 

• Fees can be edited by the Treasurer (or 
designate)  
at any time throughout the year.  

• When editing fees, ensure that the fee record 
being edited is for the correct session year.  

• Registration fees for the current session year 
need  
to remain until August 31.  

• If fees for the same member type have an 
overlapping timeframe, the fee with the earliest  
start date overrides any other fees until its end 
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Prepare for Registration 
Set Fees – Edit Fees 

Access the organization where the fee is to be edited: 

Presenter
Presentation Notes
Access the required organization profile (National, Council, or Group).
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Prepare for Registration 
Set Fees – Edit Fees 

Access the Fees tab: 

Presenter
Presentation Notes
To access fees for the organization, click on the Fees tab.
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Prepare for Registration 
Set Fees – Edit Fees 

View fees for the organization: 

Presenter
Presentation Notes
The Fees tab content displays.Note that when fees are yet to be set for the first time, there will be no data in the Fees tab.
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Prepare for Registration 
Set Fees – Edit Fees 

Select EDIT FEES: 

Presenter
Presentation Notes
In the line listed for the fee to be edited, click on the EDIT FEES button.
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Prepare for Registration 
Set Fees – Edit Fees 

Edit fees for the organization: 

Presenter
Presentation Notes
If there is no bank account information on file with Scouts Canada:The Add/Edit Organization Fees popup window displays with a Warning popup window.Online registrations cannot be completed until bank account information is on file with Scouts Canada; contact your Council Office for more information.Click on the OK button.The Add/Edit Organization Fees popup window displays.
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Prepare for Registration 
Set Fees – Edit Fees 

Edit fees for the organization: 

Presenter
Presentation Notes
View/edit the content as required.Fields marked with * must be completed.Reminder:Fees can be edited by the Treasurer (or designate) at any time throughout the year. When editing fees, ensure that the fee record being edited is for the correct session year. Registration fees for the current session year need to remain until August 31.If fees for the same member type have an overlapping timeframe, the fee with the earliest start date overrides any other fees until its end date.To close the popup window without saving the record, click on the close icon.�OR�To save the edit, click on the SAVE button.
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Prepare for Registration 
Set Fees – Add Fees 

 
• Fees can be entered by the Treasurer (or designate) 

throughout the year.  
• When a fee is added for an organization it cannot be 

deleted.  
• If fees for the same member type have an overlapping 

timeframe, the fee with the earliest start date overrides 
any other fees until its end date. 
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Prepare for Registration 
Set Fees – Add Fees 

Access the organization where the fee is to be added: 

Presenter
Presentation Notes
Access the required organization profile (National, Council, or Group).From the menu, under Org Options, select Add Fee.��
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Prepare for Registration 
Set Fees – Add Fees 

Add fees for the organization: 

Presenter
Presentation Notes
If there is no bank account information on file with Scouts Canada:The Add/Edit Organization Fees popup window displays with a Warning popup window.Online registrations cannot be completed until bank account information is on file with Scouts Canada; contact your Council Office for more information.Click on the OK button.The Add/Edit Organization Fees popup window displays.
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Prepare for Registration 
Set Fees – Add Fees 

Add fees for the organization: 

Presenter
Presentation Notes
Enter the required content - fields marked with * must be completed:MEMBER TYPE - select the required member type (Participant or Volunteer - note that fees must be set for each Member Type as separate records)REGISTRATION YEAR - defaults to the current session year; to edit the field, from the dropdown list, select the required registration yearAMOUNT - enter the amount for your organization level portion of the registration fee; entry is required in this fieldFROM - enter the date from which the fee is in effect; enter as MM/DD/YYYY or click on the calendar icon and select a dateTO - enter the date to which the fee is in effect; enter as MM/DD/YYYY or click on the calendar icon and select a dateTo close the popup window without saving the record, click on the close icon.�OR�To save the record, click on the SAVE button.The Add/Edit Organization Fees popup window is removed and the organization profile remains in display; the newly entered fees can be viewed under the Fees tab.



106 

 
myscouts.ca 

 
 

Module 5 
Prepare for Registration Event(s) 

 
User Training 
Release 1.0 

February 2012 
 

© Copyright Scouts Canada 2012 



107 

Prepare for Registration Event(s) 

• Print Pre-filled Registration Forms 
• Print Member Listing (by 

Organization) 
• Print PRC/VSS Expiry Listings 
• View Member Status 

• View Member/Member Role 
Status by Individual 

• View Member Role Status by 
Organization 
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Prepare for Registration Event(s) 

• Prior to the registration event(s), Registrars can print: 
• Pre-filled Registration Forms 
• Member Listing (by Organization) 
• PRC/VSS Expiry Listing 

• Registrars can also view the statuses of an individual or 
an organization. 

• Registrars can perform these tasks at any time 
throughout  
the year. 

• For more information see Reporting. 
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Prepare for Registration Event(s) 
Print Pre-filled Registration Forms 

• Printing the pre-filled registration forms for each 
returning member provides a starting point for 
registration. 

• The pre-filled registration form contains the registration 
information used in the previous session so only the 
information that has changed needs to be recorded. 

• Using the pre-filled registration forms saves time during 
the registration events and when entering the 
information into myscouts.ca. 

• The Registrar can print these forms at any time 
throughout the year.  
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Prepare for Registration Event(s) 
Print Membership Listing (by Organization) 

• The Membership Listing (by Organization) provides a listing 
of volunteers and participants by organization; it includes 
member numbers, addresses, phone numbers, and email 
addresses.  

• The Member Listing can be used to find contact information 
for members and to see where members were registered for 
the previous session year – it can also be used to see who 
might be changing organizations (for example, moving from 
Beavers to Cubs).  

• The Membership Listing can be used as a checklist to track 
returning members who have submitted applications. 

• The Registrar can print this listing at any time throughout the 
year. 
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Prepare for Registration Event(s) 
Print PRC/VSS Expiry Listing 

 
• The Police Record Check (PRC)/Vulnerable Sector 

Screening (VSS) Expiry Listing shows the PRC and 
VSS statuses for each volunteer. 

• It indicates who has had a PRC and VSS in the last 
three years, who needs them this year, and whether 
they are complete. 

• The Registrar can print this listing at any time 
throughout the year. 
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Prepare for Registration Event(s) 
View Member Status 

 
 

• The Registrar can view the registration status of members 
to see who is registered currently and who has already 
registered for the upcoming session year. 

• This provides a glimpse at the number of people the 
registrar might expect to be registering in person as 
returning members. 
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Prepare for Registration Event(s) 
View Member Status – View Member/ 
Member Role Status by Individual 

Presenter
Presentation Notes
Access the member profile for the required member.
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Member status: 

Prepare for Registration Event(s) 
View Member Status – View Member/ 
Member Role Status by Individual 

Presenter
Presentation Notes
For the Member Status, see the Member Details section Status field.
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Member role status: 

Prepare for Registration Event(s) 
View Member Status – View Member/ 
Member Role Status by Individual 

Presenter
Presentation Notes
For the Member Role Status, in the My Roles tab, see the Status column.
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Organization status: 

Prepare for Registration Event(s) 
View Member Status – View Member Role Status  
by Organization 

Presenter
Presentation Notes
Status can also be viewed on organization profiles; access the required organization profile.For the Organization Status, see the Organization Details section Status field.
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Participant – member role status: 

Prepare for Registration Event(s) 
View Member Status – View Member Role Status  
by Organization 

Presenter
Presentation Notes
For the Member Role Status for participants, in the Participant tab, see the Status column.
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Volunteer - member role status: 

Prepare for Registration Event(s) 
View Member Status – View Member Role Status  
by Organization 

Presenter
Presentation Notes
For the Member Role Status for volunteers, in the Volunteer tab, see the Status column.
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Renew/Transfer Members 

 
 

• Renew/Transfer Participants 
• Renew a Volunteer 
• Renew Yourself or Your 

Child/Charge 
• Transfer Members 
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Renew/Transfer Members 

• Renew/Transfer Participants 
• Participants in a section can be renewed, transferred, or 

renewed and transferred (within the Group) in a single request 
• Renew a Volunteer 

• Volunteers are renewed individually 
• Renew Yourself or Your Child/Charge 

• You can renew yourself or your child/charge; a credit card 
payment is required for any fees 

• Transfer Members 
• Volunteers can be transferred; participants can be transferred to 

other Groups by the Council Registrar using myscouts.ca 
admin 



122 

Renew/Transfer Members 

 
• The registration year runs from September 1 to  

August 31.  
• Memberships can be renewed for the current 

registration year until the February rollover. 
• Memberships can be renewed for the upcoming 

session year starting May 1, (prior to the start of the 
registration year) and any time during the current 
registration year until the February rollover.  
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Renew/Transfer Members 

 
• Members can be transferred at any time. 
• After the registration event(s), the Registrar uses the 

information collected on paper registration forms to 
enter registration information for returning members 
into myscouts.ca. 
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Renew/Transfer Members 
Renew/Transfer Participants 

• For returning participants who register at a registration event, the 
Registrar can perform a mass participant renewal for all participants 
in a Section (based on information collected on the paper 
registration forms at the registration event[s]). 

• Registrars can also perform a mass transfer of Active participants 
among Sections within the Group; transfers can be done at any time 
throughout the year. 

• Instead of searching for and renewing/transferring these members 
one at a time, the Registrar can renew/transfer one or more 
returning participants in a Section (per page) – all in one request; 
note that this feature is not available for volunteers. 

• The Registrar can renew participants for the upcoming registration 
year at any time after May 1st; a participant can be transferred at any 
time. 
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Renew/Transfer Members 
Renew/Transfer Participants 

Presenter
Presentation Notes
Access the organization profile for the participants who are to be renewed/transferred and click on the Renew/Transfer Participants tab.
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Renew/Transfer Members 
Renew/Transfer Participants 

Renew/transfer/renew and transfer participants: 

Presenter
Presentation Notes
The Actions column and the Sections column provide dropdown lists for each participant listed.For each member of the Section, the Registrar can renew and transfer, renew, or transfer any or all of the Section participants (per page) in one  request.Renew a member - in the Actions column, select Renew and do not edit the Sections column.Transfer a member - in the Actions column, select Transfer only and from the Sections column dropdown list, select the new Section.Renew and transfer a member - in the Actions column, select Renew and from the Sections column dropdown list, select the new Section.Address the Actions field and the Sections field for each participant in the Section to be: 1) renewed and transferred, 2) renewed, and 3) transferred.To save the renew/transfer request, click on the Submit Request button.Reminder:�The Submit Request button submits the request per page.
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Renew/Transfer Members 
Renew/Transfer Participants 

Renew/transfer/renew and transfer participants: 

Presenter
Presentation Notes
For example, there are two members in this section who are yet to be renewed: Jethro Bodine and Ginny Weasley.For this example, Jethro and Ginny will be renewed only:Jethro - Actions field - select RenewGinny - Actions field - select RenewClick on the Submit Request button and the request is processed
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Renew/Transfer Members 
Renew/Transfer Participants 

View results: 

Presenter
Presentation Notes
A message is presented regarding the success of the request.Note that Ginny and Jethro are now Active.Remember:�Active participants can be transferred at any time, so if you renewed a participant who also needed to be transferred, but forgot to transfer them, simply transfer them to the new section and their membership will be reflected in their Registration History records.
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Renew/Transfer Members 
Renew a Volunteer 

Presenter
Presentation Notes
For returning volunteer members, the Registrar uses the information collected on paper registration forms to renew the returning member in myscouts.ca.Access the organization profile for the organization where the volunteer membership will be renewed.From the menu, under Org Options, select Register A Volunteer.
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Renew/Transfer Members 
Renew a Volunteer 

Search for the volunteer to renew: 

Presenter
Presentation Notes
Search for the volunteer whose membership is to be renewed.First Name – enter the first name of the individual; use % to replace one or more characters/unknown content – for example, Mat%hew would list records including the names Matthew and Mathew (note that % is not required at the end of a string).Last Name – enter the last name of the individual; use % to replace one or more characters/unknown content – for example, M%Donald would list records including the names McDonald and MacDonald (note that % is not required at the end of a string).In this example, the search is for Thumper Rabbit.Click on the FIND AN INDIVIDUAL button.
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Renew/Transfer Members 
Renew a Volunteer 

No match found: 

Presenter
Presentation Notes
When no match is found, it indicates that the individual may not currently be a member.Verify the name and search again (Bill or William? English name or ethnic name?)�OR�Register the individual as a new member (see Register a New Volunteer).Note:�If you know that the volunteer was previously registered but they are not found in this search, they may be an Inactive volunteer; contact your Council Registrar office.
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Renew/Transfer Members 
Renew a Volunteer 

Match found: 

Presenter
Presentation Notes
When a match is found, all matching records are listed.In the line listing the required member, click on the REGISTER button.
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Renew/Transfer Members 
Renew a Volunteer 

Add and/or edit  
information in the 
Volunteer Registration  
form: 

Presenter
Presentation Notes
The Volunteer Registration form displays; the fields default with the member’s information.Add or edit data as required.To close the Volunteer Registration form without saving the renew request, click on the CANCEL button.�OR�To save the renew request, click on the SUBMIT button.
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Renew/Transfer Members 
Renew a Volunteer 

View results: 

Presenter
Presentation Notes
For our example, Thumper Rabbit is now Active.
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Renew/Transfer Members 
Renew Yourself or Your Child/Charge 

Renew yourself: 

Presenter
Presentation Notes
Anyone with an account can self-renew.They can renew themselves as a participant or a volunteer, or if they are a parent/guardian, they can renew their children/charges as participants.To complete an online registration renewal, a fee is involved requiring a credit card payment. Note that subsidies cannot be applied when using the online process.Log in and access your member profile.To renew yourself in a role, in the My Roles tab, in the line listing the Not Renewed role, click on the RENEW button; the Volunteer Registration window displays with your information defaulted in the fields provided.
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Renew/Transfer Members 
Renew Yourself or Your Child/Charge 

Add and/or edit  
information in the  
Volunteer Registration  
form: 
 

Presenter
Presentation Notes
Review and add or edit fields as required.To see the agreements and policies listed at the bottom of the form, click on the agreement or policy name link text and the agreement/policy is presented in a popup window; to close the window, click on the close icon.To cancel the renew request, click on the CANCEL button.�OR�To complete the renew request, click on the SUBMIT button; the renewed role is listed on your member profile under the My Roles tab.
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Renew/Transfer Members 
Renew Yourself or Your Child/Charge 

Renew your child/charge: 

Presenter
Presentation Notes
To renew your child/charge (as a Beaver, Cub, Scout, Venturer, or Rover), in the My Family tab, in the line listing your child’s/charge’s Not Renewed role, click on the RENEW button; the Membership Registration window displays with your child’s/charge’s information defaulted into the fields provided.Remember:To complete an online registration, a fee is involved requiring a credit card payment. Subsidies cannot be applied when using the online process.
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Renew/Transfer Members 
Renew Yourself or Your Child/Charge 

Add and/or edit  
information in  
the Membership  
Registration  
form: 
 

Presenter
Presentation Notes
Review and add or edit fields as required.Notes:If the participant is registering in a new section within the group, the section can be changed in the registration form.To see the agreements and policies listed at the bottom of the form, click on the agreement or policy name link text and the agreement/policy is presented in a popup window; to close the window, click on the close icon.To cancel the renew request, click on the CANCEL button.�OR�To complete the renew request, click on the SUBMIT button; the renewed role is listed on your member profile under the My Family tab.
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Renew/Transfer Members 
Transfer Members 

• The Group Registrar can transfer a volunteer within their 
Group from one Section to another, (for example, from 
Cubs to Scouts).  

• The Council/Area Registrar can transfer volunteers to 
other organizations.  

• A volunteer can be transferred at any time after they are 
registered. 

• A Registrar can transfer one or more Active participants 
within the Group from one Section to another – in a 
single request (see Renew/Transfer Participants). 

• A Council Registrar can transfer a participant to another 
organization using myscouts.ca admin. 
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Renew/Transfer Members 
Transfer Members 

Presenter
Presentation Notes
To transfer a volunteer, the Registrar:Adds a new member role in the Section where the volunteer will now be associated.Removes the member role from the Section where they will no longer be associated (the removed role is added to the member’s registration history records).Access the member profile for the volunteer who is to be transferred.From the menu, under Admin Options select Add Role.
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Renew/Transfer Members 
Transfer Members 

Search for an organization: 

Presenter
Presentation Notes
Search for the organization where the member is to be transferred:Organization Name – enter the organization name of the organization where the volunteer is to be transferred; if the full name is not known, use % to replace the unknown content – for example, %Expedition would list organization records containing the word Expedition (note that % is not required at the end of a string); you can select any organization, at any level, within your administrative hierarchy.Organization Type - defaults to ALL; to change the default, from the dropdown list, select the required organization type.To abandon the search, click on the close icon.�OR�To find the organization, click on the FIND ORGANIZATION button.
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Renew/Transfer Members 
Transfer Members 

Organization found: 

Presenter
Presentation Notes
If no matching records are found, search again.When matching records are found, all matching records are listed.On the line listing the required organization, click on the ADD ROLE button.
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Renew/Transfer Members 
Transfer Members 

Add the member role in the organization where the 
member is transferring to: 

Presenter
Presentation Notes
Edit fields as required.From the ROLE field dropdown list, select a new role.If required, edit the START DATE (enter as MM/DD/YYYY or click on the calendar icon and select a date). If required, edit the MEMBER TILL DATE (enter as MM/DD/YYYY or click on the calendar icon and select a date).Ensure the STATUS field is set to the required status (if screening is required, select Pending).To close the popup window without saving the record, click on the close icon.�OR�To save the record, click on the ADD ROLE button.
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Renew/Transfer Members 
Transfer Members 

View the added member role: 

Presenter
Presentation Notes
The member profile remains in display – the new member role record is added for the member.
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Renew/Transfer Members 
Transfer Members 

Remove the role that the member has transferred from: 

Presenter
Presentation Notes
Remove the role that the volunteer has transferred from.Under the My Roles tab, in the line listing the role to be removed, click on the remove icon to the left of the Organization name.The Confirm Remove Role popup window displays.
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Renew/Transfer Members 
Transfer Members 

Confirm remove role: 

Presenter
Presentation Notes
Review the content of the Confirm Remove Role popup window to ensure that the correct record is being addressed.To close the Confirm Remove Role popup window without removing the role, click on the close icon.�OR�To confirm the remove a role request, click on the REMOVE ROLE button; The member role record is removed (and added to the member’s registration history records).The member profile remains in display – note that the member role record is no longer listed in the My Roles tab listing.
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Register New Members 

 

• Register a New Participant 
• Register a New Volunteer 
• Self Register 

• Create an Account 
• Register Yourself or  

Your Child/Charge 



149 

Register New Members 
Register a New Participant 

 
 

• After the registration event(s), the Registrar uses the 
information collected on paper registration forms to enter 
registration information for new participants into 
myscouts.ca.  

• The Registrar can enter new participant registration 
information into myscouts.ca at any time. 
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Register New Members 
Register a New Participant 

Presenter
Presentation Notes
Access the organization profile for the organization where the new participant membership will be entered.From the menu, under Org Options, select Register A Participant. 
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Register New Members 
Register a New Participant 

Search to verify if the participant has previously been 
entered: 

Presenter
Presentation Notes
There are two options to proceed:Abandon the registrationClick on the close icon.Search for a participant (to see if the participant has already been entered):First Name – enter the first name of the individual; use % to replace one or more characters/unknown content – for example, Mat%hew would list records including the names Matthew and Mathew (note that % is not required at the end of a string).Last Name – enter the last name of the individual; use % to replace one or more characters/unknown content – for example, M%Donald would list records including the names McDonald and MacDonald (note that % is not required at the end of a string).Click on the FIND AN INDIVIDUAL button.
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Register New Members 
Register a New Participant 

Match found: 

Presenter
Presentation Notes
When a match is found, the participant has previously been registered and is currently an active/not renewed/pending memberNote that the list includes each member role for each matching participant.If a record for the required participant is listed with a Status of Active, the participant has already been registered; search for another participant to register or close the popup window.If a record for the required participant is listed with a Status of Not Renewed, the participant has been registered for a previous session year; they can be renewed (see Renew/Transfer a Participant).
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Register New Members 
Register a New Participant 

Match not found: 

Presenter
Presentation Notes
If no match is found, the participant has not previously been entered – you can search for a parent/guardian under whom the participant can be registered or you can register a them as a new participant.To search for a parent/guardian, click on the Search for a parent/guardian instead link text.
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Register New Members 
Register a New Participant 

Search for parent/guardian: 

Presenter
Presentation Notes
Search for a parent/guardian:First Name -  enter the first name of the parent/guardian; use % to replace one or more characters/unknown content – for example, Mat%hew would list records including the names Matthew and Mathew (note that % is not required at the end of a string).Last Name – enter the last name of the parent/guardian; use % to replace one or more characters/unknown content – for example, M%Donald would list records including the names McDonald and MacDonald (note that % is not required at the end of a string).Click on the FIND AN INDIVIDUAL button.
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Register New Members 
Register a New Participant 

Search for parent/guardian – no match found: 

Presenter
Presentation Notes
When no match is found (the parent may not be registered/have an account), search again OR click on the close icon to close the popup window.To register the new member, search for the new member again and see Register a new member instead.
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Register New Members 
Register a New Participant 

Search for parent/guardian – match found: 

Presenter
Presentation Notes
When a match is found:Review the list to locate the required parent/guardian.To register a new member under a parent/guardian, in a line listing the required parent/guardian record, click on the REGISTER SCOUT button; the Register a Scout window displays If none of the records listed indicate the required parent/guardian, click on the close icon, then search for the new member again and see Register a new member instead.��
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Register New Members 
Register a New Participant 

Complete registration form for a new participant registered 
under a parent/guardian: 

Presenter
Presentation Notes
Enter data into each of the fields provided; fields marked with * must be completed.Notes:In the Scout Group Name And Role section, the Registration Year, Name, Section, and Registration Fee field content defaults based on the organization from which the registration was initiated, and as the registration was initiated from a parent/guardian record, the Parent/Guardian Information section content defaults based on the information submitted when the parent/guardian account was created.The Role field defaults – use the dropdown list to select the required role.To see the agreements and policies listed at the bottom of the form, click on the agreement or policy name link text and the agreement/policy is presented in a popup window; to close the popup window, click on the close icon.To cancel the participant registration request without saving the record, click on the CANCEL button.�OR�To create the participant registration, click on the SUBMIT button; the record is processed.
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Register New Members 
Register a New Participant 

View new participant registration: 
 

Presenter
Presentation Notes
Upon completion, the organization profile displays with the new member listed under the Participants tab.
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Register New Members 
Register a New Volunteer 

 
 

• Using the information collected on the paper registration 
form, the Registrar enters the new volunteer information 
into myscouts.ca.  

• The Registrar can enter new volunteer registration 
information into myscouts.ca at any time. 
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Register New Members 
Register a New Volunteer 

Presenter
Presentation Notes
Access the organization profile for the organization where the new volunteer membership will be entered.From the menu, under Org Options, select Register A Volunteer.
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Register New Members 
Register a New Volunteer 

Search to verify if the volunteer has previously been 
entered: 

 

Presenter
Presentation Notes
There are two options to proceed:Abandon the registrationClick on the close icon.Search to see if the volunteer has already been entered:First Name – enter the first name of the individual; use % to replace one or more characters/unknown content – for example, Mat%hew would list records including the names Matthew and Mathew (note that % is not required at the end of a string).Last Name – enter the last name of the individual; use % to replace one or more characters/unknown content – for example, M%Donald would list records including the names McDonald and MacDonald (note that % is not required at the end of a string).Click on the FIND AN INDIVIDUAL button.
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Register New Members 
Register a New Volunteer 

Match found: 

Presenter
Presentation Notes
When a match is found, the volunteer has previously been registered and is currently an active/not renewed/pending member.Note that the list includes each member role for each matching volunteer.If a record for the required volunteer is listed with a Status of Active or Pending, the volunteer has already been registered; search for another volunteer to register or close the popup window.If a record for the required volunteer is listed with a Status of Not Renewed, the volunteer has been registered for a previous session year; they can be renewed (see Renew a Volunteer).
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Register New Members 
Register a New Volunteer 

Match not found: 

Presenter
Presentation Notes
If the volunteer does not appear in the list or no match is found, the volunteer has yet to be registered.To register a new volunteer, click on the Register a new member instead link text.
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Register New Members 
Register a New Volunteer 

Complete registration form: 

Presenter
Presentation Notes
Enter/edit data in each of the fields provided; fields marked with * must be completed.Notes:In the Scout Group Name And Role section, the Registration Year, Name, Section, and Registration Fees field content defaults based on the organization from which the registration was initiated.The Role field defaults – use the dropdown list to select the required role.The Include in directory? selection box is pre-selected and indicates that the volunteer will be listed in the Volunteer/Employee Directory; to be excluded from the Volunteer/Employee Directory, click the Include in directory? selection box and the checkmark is removed – the volunteer will not be listed in the directory.To see the medical release agreement indicated at the bottom of the form, click on the agreement name link text and the agreement is presented in a popup window; to close the popup window, click on the close icon.To cancel the volunteer registration request, click on the CANCEL button.�OR�To create the volunteer registration, click on the SUBMIT button; the record is processed.
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Register New Members 
Register a New Volunteer 

View new volunteer entry: 

Presenter
Presentation Notes
Upon completion, the organization profile displays with the new volunteer listed under the Volunteers tab. 
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Register New Members 
Self Register 

• Members of the public can register with Scouts Canada 
as: 
• Parents/guardians (to register their children/charges) 
• Volunteers 
• Participants 18 years of age and over 

• There are two steps in the self-registration process: 
• Create an account 
• Register yourself or your child/charge 

• This section is included in the training to provide 
information about the self-registration process; it is 
intended to help enable you to assist the public in 
registering online. 
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Register New Members 
Self Register – Create an Account 

Create an account: 

Presenter
Presentation Notes
Parents/guardians and new volunteers can create an account in order to use the online registration feature and for ongoing access to their member profile content and that of their children/charges.Participants 18 years of age and over can create an account to access their own member profile content.Access the myscouts.ca Welcome to Scouts Canada landing page at https://myscouts.ca .Click on the CREATE AN ACCOUNT button.
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Register New Members 
Self Register – Create an Account 

Enter account information: 

Presenter
Presentation Notes
Enter data into the fields provided; fields marked with * must be completed.Note that each time you log in to myscouts.ca in the future, you will use the email address entered as your username and the password entered as your password.To cancel the account request, click on the CANCEL button; the Welcome to Scouts Canada page displays.�OR�To save the account request, click on the CREATE INDIVIDUAL button.
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Register New Members 
Self Register – Create an Account 

Login: 

Presenter
Presentation Notes
In the Your Email Address field, enter your username (email address).In the Your Password field, enter your password.Click on the Log in button; your member profile (My Profile) window displays.
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Register New Members 
Self Register – Create an Account 

View your profile: 

Presenter
Presentation Notes
You can now enter yourself as a volunteer or register a child/charge. 
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

 
 
• Anyone with an account can self register; they can 

register themselves as a participant or a volunteer, or if 
they are a parent/guardian, they can register their 
children/charges as participants. 

• To complete an online registration, a fee is involved 
requiring a credit card payment.  

• Note that subsidies cannot be applied when using the 
online process. 
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Access your profile  
(parent/guardian/member 18 years of age or older with account): 

Presenter
Presentation Notes
Having created an account, log in.Those who are not volunteers see their profile.
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Access your 
profile  
(volunteer -  
organization 
profile): 

Presenter
Presentation Notes
Those who are volunteers see their primary organization profile.To access your member profile, click on the My Profile link.



174 

Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Access your 
profile  
(volunteer -  
member profile): 
 

Presenter
Presentation Notes
From the menu, under Member Options, select Register Member.



175 

Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Indicate the member to register: 

Presenter
Presentation Notes
As an account holder (not yet a member), in the Member to Register column:To register yourself, click on the Myself link textTo register your child/charge, click on the New Member link text 
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Search for a Scouts group by postal code: 

Presenter
Presentation Notes
This window enables a search for a group in a specified age group that meets on specified days, based on a postal code.Postal Code - enter a postal code upon which to base the search for local active groups.Age Group - click on the age group applicable to the individual being registered or the age group that you want to volunteer with.Night(s) you are interested in - select/deselect applicable nights.Click on the FIND GROUPS button.
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Find a Scouts group: 

Presenter
Presentation Notes
Scroll through the list to find a group of interest.There are two options to proceed:Contact a groupRegisterTo contact a group, under the desired group listing, click on the CONTACT button.
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Contact a Scouts group: 

Presenter
Presentation Notes
Complete each field in the window.Click on the Submit button.The message is sent to the applicable group .
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Complete Scouts group contact: 

Presenter
Presentation Notes
To return to the Find a Group window, click on the Click here link text. 
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Register: 

Presenter
Presentation Notes
To register, under the desired group listing, click on the REGISTER button.
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Confirm registration type – volunteer: 

Presenter
Presentation Notes
There are two options for registration:VolunteerParticipantTo register as a volunteer, click on the Yes, I am button; the Volunteer Registration window displays.
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Complete Volunteer Registration form: 

Presenter
Presentation Notes
Enter data into each of the fields provided; fields marked with * must be completed.Notes:In the Scout Group Name And Role section, the Registration Year, Name, and Registration Fee field content defaults based on the organization selected in the Find a Group window.The Role field defaults – use the dropdown list to select the required role.To see the agreements and policies listed at the bottom of the form, click on the agreement or policy name link text and the agreement/policy is presented in a popup window; to close the popup window, click on the close icon.To cancel the registration request, click on the CANCEL button.�OR�To complete the registration, click on the SUBMIT button; the record is saved.
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Confirm registration type – participant: 

Presenter
Presentation Notes
There are two options for registration:VolunteerParticipantTo register as a participant, click on the No, I am not button.
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

Complete the Membership Registration form: 

Presenter
Presentation Notes
Enter data into each of the fields provided; fields marked with * must be completed.Notes:In the Scout Group Name And Role section, the Registration Year, Name, Section, and Registration Fees field content defaults based on the organization selected in the Find a Group window, and that the Parent/Guardian Information section content defaults based on the information submitted when creating the parent/guardian account from which this registration was initiated. The Role field defaults – use the dropdown list to select the required role.To see the agreements and policies listed at the bottom of the form, click on the agreement or policy name link text and the agreement/policy is presented in a popup window; to close the popup window, click on the close icon.To cancel the registration request, click on the CANCEL button.�OR�To complete the registration, click on the SUBMIT button; the record is saved.
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

View the new registration – yourself: 

Presenter
Presentation Notes
Upon saving the registration, your My Profile window displays.See the My Roles tab for your new registration.
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Register New Members 
Self Register – Register Yourself or Your Child/Charge 

View the new registration – child/charge (participant): 

Presenter
Presentation Notes
See the My Family tab for your child’s/charge’s new registration.
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Update Member Role Records 

 
 

• Add a Member Role Record 
• Add an Existing Volunteer to an 

Organization 
• Remove a Member Role Record 
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Update Member Role Records 

 
• The Registrar can: 

• Add a member role when a member takes on a new 
or additional role. 

• Remove a member role when a member is no longer 
participating in a specific role. 

• The Registrar can affect records only within their 
administrative hierarchy 

• The Registrar can update member roles as required, at 
any time throughout the year. 
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Update Member Role Records 

 
• A complete list of each member’s organizations/roles 

(with  
an indication of their primary member role) can be 
viewed in their member profile under the My Roles tab; 
members and roles can also be viewed in the 
organization profile under the Volunteers tab. 

• Member role records are permanently recorded in 
myscouts.ca. 
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Update Member Role Records 
Add a Member Role Record 

 
• A Registrar can add a member role record for an active 

member whenever a member takes on a new or 
additional role.  

• Member role records are added from the member’s 
profile. 

• Note that a volunteer role can be added for a Participant 
but a participant role cannot be added for a Participant. 

• The Registrar can affect records only within their 
administrative hierarchy. 
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Update Member Role Records 
Add a Member Role Record 

Presenter
Presentation Notes
Access the member profile of the member for whom a member role record is to be added.From the menu, under Admin Options, select Add Role.
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Update Member Role Records 
Add a Member Role Record 

Search for an organization: 

Presenter
Presentation Notes
Search for an organization where the member role is to be added:Organization Name - enter an organization name; if the full name is not known, use % to replace the unknown content – for example, %Expedition would list organization records containing the word Expedition (note that % is not required at the end of a string).Organization Type - defaults to ALL; to change the default, from the dropdown list, select the required organization type.To abandon the search, click on the close icon.�OR�To find the organization, click on the FIND ORGANIZATION button; a search occurs and all matching records are added to the display.
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Update Member Role Records 
Add a Member Role Record 

Select the organization where the record is to be added: 

Presenter
Presentation Notes
If the required organization is not listed, try the search again.When the required organization is listed, in the line for the required organization, click on the ADD ROLE button.
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Update Member Role Records 
Add a Member Role Record 

Enter the member role record: 

Presenter
Presentation Notes
The Add Role popup window displays with default values in all fields.Edit fields as required:From the ROLE field dropdown list, select the new role.If required, edit the START DATE (enter as DDMMYYY or click on the calendar icon and select a date).If required, edit the MEMBER TILL DATE (enter as DDMMYYY or click on the calendar icon and select a date).Ensure the STATUS field is set to the required status (reminder, a volunteer may require an interview and/or references for the new role).To close the popup window without saving the record, click on the close icon.�OR�To save the record, click on the ADD ROLE button.
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Update Member Role Records 
Add a Member Role Record 

View the new member role record: 

Presenter
Presentation Notes
The new member role record is added for the member.
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Update Member Role Records 
Add an Existing Volunteer to an Organization 

 
 

• A Registrar can add an active volunteer to an 
organization whenever a volunteer takes on a new or 
additional role. 

• The Registrar can affect records only within their 
administrative hierarchy. 
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Update Member Role Records 
Add an Existing Volunteer to an Organization 

Presenter
Presentation Notes
Access the organization profile for the organization where the member is to be added as a volunteer.From the menu, under Org Options, select Add Existing Volunteer.
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Update Member Role Records 
Add an Existing Volunteer to an Organization 

Search for the volunteer: 

Presenter
Presentation Notes
Search for the volunteer to be added to the organization:First Name - enter the first name of the individual; if the full name is not known, use % to replace the unknown content – for example, Mat%hew would list records including the names Matthew and Mathew (note that % is not required at the end of a string).Last Name - enter the last name of the individual; if the full name is not known, use % to replace the unknown content – for example, M%Donald would list records including the names McDonald and MacDonald (note that % is not required at the end of a string).To abandon the search and close the popup window, click on the close icon.�OR�To find the volunteer, click on the FIND AN INDIVIDUAL button.



200 

Update Member Role Records 
Add an Existing Volunteer to an Organization 

Select the volunteer: 

Presenter
Presentation Notes
If no match is found, try the search again; if unable to find the volunteer, they may not be an existing volunteer.When a match is found, in any line listed for the required volunteer, click on the ADD ROLE button – the Add Role popup window displays.
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Update Member Role Records 
Add an Existing Volunteer to an Organization 

Enter the member role record: 

Presenter
Presentation Notes
Edit fields as required:From the ROLE field dropdown list, select a new role.If required, edit the START DATE (enter as DDMMYYY or click on the calendar icon and select a date).If required, edit the MEMBER TILL DATE (enter as DDMMYYY or click on the calendar icon and select a date).Ensure the STATUS field is set to the required status (reminder, a volunteer may require an interview and/or references for the new role).To close the popup window without saving the record, click on the close icon.�OR�To save the record, click on the ADD ROLE button. 
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Update Member Role Records 
Add an Existing Volunteer to an Organization 

View the new member role record: 

Presenter
Presentation Notes
The new member role record is added to the organization in the Volunteers tab.
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Update Member Role Records 
Remove a Member Role Record 

 
 

• Member role records are removed when the member will 
no longer perform the role. 

• The Registrar can remove a member role record when 
required, at any time throughout the year.  

• The Registrar can affect records only within their 
administrative hierarchy. 
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Update Member Role Records 
Remove a Member Role Record 

Presenter
Presentation Notes
Access the member profile window for the member whose member role record is to be removed.
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Update Member Role Records 
Remove a Member Role Record 

Select the member role record to be removed: 

Presenter
Presentation Notes
Under the My Roles tab, in the line listing the role to be removed, click on the remove icon to the left of the Organization name.
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Update Member Role Records 
Remove a Member Role Record 

Confirm the member role record to be removed: 

Presenter
Presentation Notes
Review the content of the Confirm Remove Role popup window to ensure that the correct record is being addressed.To close the popup window without saving the record, click on the close icon.�OR�To confirm removal of the record, click on the REMOVE ROLE button; the message Role updated is added to the window and the removed role is no longer listed under the My Roles tab.
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Update a Member Profile 
 
View/Edit a Member Profile 
• Contact Information 
• Emergency Information 
• Medical Information 
• Photo Release, Fundraising Release,  

Scouting Life Subscription, and 
Volunteer/Employee Directory Option 

• Parent/Guardian Involvement 
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Update a Member Profile 

• Registrars can update information in member profiles for 
members within their administrative hierarchy. 

• Volunteers and employees can view/edit their own 
member profile and the member profile content of their 
family member(s) at any time.  

• Parents/guardians who have an account can view/edit 
their member profile content and the member profile 
content of their children/charges.  

• Participants 18 years of age and over who have an 
account can update their own member profile content. 

• Member profiles can be viewed/edited at any time. 
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Update a Member Profile 
View/Edit a Member Profile 

Presenter
Presentation Notes
Access the member profile for the member whose information is to be viewed/edited.
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Update a Member Profile 
View/Edit a Member Profile 

Access a family member profile: 

Presenter
Presentation Notes
To access the member profile of a family member click on the My Family tab and select a family member.
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Update a Member Profile 
View/Edit a Member Profile 

Select content to be edited: 

Presenter
Presentation Notes
From the menu, under Member Options, select the content to be viewed/edited.View/edit the information as required.To close a popup window without saving the record, click on the close  icon.�OR�To save an edited record, click on the SAVE CHANGES button; the popup window is removed and the member profile window remains in display.
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Update a Member Profile 
Contact Information 

Presenter
Presentation Notes
Allows the viewing/editing of member contact information such as:NameGenderDate of birthHome addressEmail addressPhone numbersFaith affiliationEmployment informationLanguageNon-entered years of serviceView/edit the information as required.To close the popup window without saving the record, click on the close icon.�OR�To save an edited record, click on the SAVE CHANGES button.
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Update a Member Profile 
Emergency Information 

Presenter
Presentation Notes
Allows the viewing/editing of emergency contact information.View/edit the information as required.To close the popup window without saving the record, click on the close icon.�OR�To save an edited record, click on the SAVE CHANGES button.
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Update a Member Profile  
Medical Information 

Presenter
Presentation Notes
Allows the viewing/editing of medical information such as:Provincial healthcare numberInformation about the physician of recordInsuranceAllergiesConditionsSpecial assistance requirementsTetanus shotsSwimming abilitiesView/edit the information as required.To close the popup window without saving the record, click on the close icon.�OR�To save an edited record, click on the SAVE CHANGES button.
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Update a Member Profile  
Photo Release, Fundraising Release, Scouting Life 
Subscription, and Volunteer/Employee Directory  

Presenter
Presentation Notes
Allows the viewing/editing of:Use-of-photos consentFundraising agreementScouting Life magazine subscription specificationInclusion in the Volunteer/Employee Directory option.View/edit the information as required.To close the popup window without saving the record, click on the close icon.�OR�To save an edited record, click on the SAVE CHANGES button.
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Update a Member Profile  
Parent/Guardian Involvement 

Presenter
Presentation Notes
Allows viewing/editing of parent/guardian involvement specifications.View/edit the information as required.To close the popup window without saving the record, click on the close icon.�OR�To save an edited record, click on the SAVE CHANGES button.
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Volunteer Screening 

• Record Interview and Reference Check 
Information 

• Record Information in the  
Volunteer Screening Checklist 

• Record PRC and VSS Dates and Statuses 
• Approve New Volunteers and Returning 

Volunteers with New PRC/VSS 
• Approve Returning Volunteers with  

Full Screening 
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Volunteer Screening 

 
• Before working with youth, Scouts Canada requires that 

volunteers go through a screening process comprised of: 
• Interview 
• Three Reference Checks 
• Police Records Check (18 years of age and older) 
• Vulnerable Sector Screening (18 years of age and 

older) 
• When an applicant applies to be a volunteer, they are 

entered with a status of Pending; this remains their 
status until all aspects of the screening process are 
complete and passed.  



221 

Volunteer Screening 

 
• When the applicant is entered into myscouts.ca, a 

confirmation email is sent to them to thank them for their 
application and inform them of the screening process; a 
notification email is sent to the Group and Council 
Commissioners indicating that the individual has applied 
to be a volunteer and that the screening process must 
occur to activate them. 

• Volunteers must be approved each session year; the 
PRC and VSS are required every three years. 
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Volunteer Screening 
Record Interview and  
Reference Check Information 

• Interviews are performed by the appropriate organization 
Commissioner (see Volunteer Screening Standard 
Operating Procedure) and a second volunteer; reference 
checks are performed by the Commissioner (or 
designate).  

• The resulting interview and reference check information is 
entered into myscouts.ca by the Commissioner (or 
designate).  

• Reference checks are performed and documented after 
the interview. 

• The Commissioner (or designate) can only access 
records within their administrative hierarchy. 
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Volunteer Screening 
Record Interview and  
Reference Check Information 

Presenter
Presentation Notes
Access the member profile of the volunteer whose interview and reference check information is to be entered.From the menu, under Admin Options, select Screening Details.



224 

Volunteer Screening 
Record Interview and  
Reference Check Information 

Access Edit Screening Details popup window content: 

Presenter
Presentation Notes
Note that the PRC/VSS Status section is read only for Group and Area Registrars and Commissioners; the PRC and VSS Status section content can only be edited at the Council level.Use the scroll bar at the right of the Edit Screening Details popup window to scroll to the Interview & Reference Status section.
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Volunteer Screening 
Record Interview and  
Reference Check Information 

Enter interview and reference status: 
 

Presenter
Presentation Notes
Enter Interview and reference status information:INTERVIEWER NAME 1 - enter the name of the lead interviewerINTERVIEWER NAME 2 - enter the name of the other interviewerINTERVIEW DATE - enter the date that the interview occurredINTERVIEW STATUS - select the required status:Not Completed – the interview has not been completedPass – the interview is complete and the volunteer applicant has passedFail – the interview is complete and the applicant has failedREFERENCE CHECKER NAME - enter the name of the individual who performed the reference checksREFERENCE CHECK STATUS - select the required status:Not Completed – the three references have not all been checkedPass – all three references have been checked and the references have passedFail – all three references have been checked and one or more references have failed
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Enter reference information: 

Volunteer Screening 
Record Interview and 
Reference Check Information 

Presenter
Presentation Notes
Use the scroll bar at the right of the Edit Screening Details popup window to scroll to the Personal References section.Enter reference information (for each reference):RELATIONSHIP - select the relationship of the reference to the volunteer applicantREFERENCE CHECK DATE - enter the date that the reference was checkedTo close the popup window without saving the record, click on the close icon.�OR�To save the edit, click on the SAVE CHANGES button.�
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View results: 

Volunteer Screening 
Record Interview and  
Reference Check Information 

Presenter
Presentation Notes
Note that Int and Ref (interview and references) are no longer listed in the Requires column.
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Volunteer Screening 
Record Information in the  
Volunteer Screening Checklist 

• The Volunteer Screening Checklist is used to record 
information collected for each volunteer applicant during the 
screening process.  

• Information is recorded and/or viewed in the Volunteer 
Screening Checklist by the Commissioner (or designate) and 
the Council Executive Director for volunteer applicants within 
their administrative hierarchy.  

• Returning volunteers may or may not require an interview or 
new references. 

• The Volunteer Screening Checklist is available throughout 
the session year; information for a volunteer applicant can be 
added/edited/viewed until the volunteer applicant is given final 
approval by the Council Executive Director. 
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Volunteer Screening 
Record Information in the  
Volunteer Screening Checklist 

Presenter
Presentation Notes
Access the member profile of the volunteer whose Volunteer Screening Checklist information is to be entered.From the menu, under Admin Options, select Screening Checklist.
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Volunteer Screening 
Record Information in the  
Volunteer Screening Checklist 

Enter data in the Volunteer Screening Checklist: 

Presenter
Presentation Notes
Enter data in the fields provided.To close the popup window without saving the record, click on the close icon.�OR�To save the edit, click on the SAVE button - the Volunteer Screening Checklist popup window is removed and the member profile remains in display.



231 

Volunteer Screening 
Record PRC and VSS Dates and Statuses 

 
 

• For volunteer applicants 18 years of age and over, the  
Council Executive Director ensures that the  
Police Records Check (PRC) and Vulnerable Sector 
Screening (VSS) are complete and approved. 

• The Council Executive Director (or designate) enters the  
PRC and VSS dates and statuses into myscouts.ca. 
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Volunteer Screening 
Record PRC and VSS Dates and Statuses 

Presenter
Presentation Notes
Access the member profile of the volunteer whose PRC and/or VSS date and status are to be entered.From the menu, under Admin Options, select Screening Details – the Edit Screening Details popup window displays.
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Volunteer Screening 
Record PRC and VSS Dates and Statuses 

Enter PRC and VSS dates and statuses: 

Presenter
Presentation Notes
Note that if a PRC/VSS is received from local police services with only one date, use that date for both the PRC and VSS.In the POLICE RECORD CHECK (PRC) COMPLETED DATE field, enter the date that the PRC was completed; enter as MM/DD/YYYY or click on the calendar icon and select a date. From the PRC STATUS field dropdown list, select the required status:Not Required – volunteer applicant is less than 18 years of age; PRC is not requiredPending – PRC is not yet completePassed – PRC is complete and approvedFailed– PRC is complete and not approvedExpired – myscouts.ca changes the PRC status to Expired three years from the date of the Passed PRC; an email notice is provided to the member six months and four months prior to the expiration dateIn the VULNERABLE SECTOR SCREEN (VSS) COMPLETED DATE field, enter the date that the VSS was completed; enter as MM/DD/YYYY or click on the calendar icon and select a date. From the VSS STATUS field dropdown list, select the required status:Not Required – volunteer applicant is less than 18 years of age; VSS is not requiredPending – VSS is not yet completePassed – VSS is complete and approvedFailed– VSS is complete and not approvedExpired – myscouts.ca changes the VSS status to Expired three years from the date of the Passed VSS; an email notice is provided to the member six months and four months prior to the expiration dateWhen the PRC STATUS and the VSS STATUS are both Passed, from the VOLUNTEER SCREENING CODE field dropdown list, select Fully Screened (default).To close the popup window without saving the record, click on the close icon.�OR�To save the edit, click on the SAVE SCREENING DETAILS button.
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Volunteer Screening 
Record PRC and VSS Dates and Statuses 

View results: 

Presenter
Presentation Notes
Note that PRC and VSS are no longer listed in the Requires column. 
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Volunteer Screening 
Approve New Volunteers and  
Returning Volunteers with New PRC/VSS 

• The Council Executive Director (CED) or designate must provide final 
approval of new volunteer applicants by confirming that the screening 
process is complete 

• The CED or designate must also provide approval of returning 
members who require a new PRC/VSS.  

• When the screening process is complete, a returning 
volunteer/successful volunteer applicant can be approved.  

• To approve a new volunteer or returning volunteer with new 
PRC/VSS, the CED (or designate) changes the volunteer’s member 
status to Active (if the volunteer is not approved, the volunteer’s 
member status is set to Decline Service) – this constitutes 
confirmation that the screening process has been completed and 
records the user’s electronic signature and date. 

• This task applies to new volunteers, and returning volunteers with a 
new PRC/VSS approval. 
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Volunteer Screening 
Approve New Volunteers and  
Returning Volunteers with New PRC/VSS 

Presenter
Presentation Notes
Access the Council-level organization profile where approval of a new volunteer is required.
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Volunteer Screening 
Approve New Volunteers and  
Returning Volunteers with New PRC/VSS 

Access the Screening tab and select a volunteer to approve: 

Presenter
Presentation Notes
Click on the Screening tab.In the Name column, click on the name of the volunteer to be approved.
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Volunteer Screening 
Approve New Volunteers and  
Returning Volunteers with New PRC/VSS 

Access the Edit Screening Details popup window: 

Presenter
Presentation Notes
Access the Screening Details content for the volunteer.From the menu, under Admin Options, select Screening Details.
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Volunteer Screening 
Approve New Volunteers and  
Returning Volunteers with New PRC/VSS 

View Edit Screening Details popup window content: 

Presenter
Presentation Notes
Use the popup window scroll bar to scroll through and view the Edit Screening Details content. Close the popup window – click on the close icon; the member profile remains in display.
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Volunteer Screening 
Approve New Volunteers and  
Returning Volunteers with New PRC/VSS 

Access the Volunteer Screening Checklist: 

Presenter
Presentation Notes
Access the Volunteer Screening Checklist content for the volunteer.From the menu, under Admin Options, select Screening Checklist.
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Volunteer Screening 
Approve New Volunteers and  
Returning Volunteers with New PRC/VSS 

View Add - Volunteer Screening Checklist content: 

Presenter
Presentation Notes
Use the popup window scroll bar to scroll through and view the Add - Volunteer Screening Checklist content.Close the popup window - click on the close icon; the member profile remains in display.
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Volunteer Screening 
Approve New Volunteers and  
Returning Volunteers with New PRC/VSS 

Access the Council-level organization:  

Presenter
Presentation Notes
Access the Council-level organization profile where final approval of the volunteer applicant is required.
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Volunteer Screening 
Approve New Volunteers and  
Returning Volunteers with New PRC/VSS 

Access the Screening tab: 

Presenter
Presentation Notes
Click on the Screening tab.
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Volunteer Screening 
Approve New Volunteers and  
Returning Volunteers with New PRC/VSS 

Access the Update Screening Status popup window: 

Presenter
Presentation Notes
In the line listing the volunteer to be approved, click on the EDIT STATUS button – the Update Screening Status popup window displays.
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Volunteer Screening 
Approve New Volunteers and  
Returning Volunteers with New PRC/VSS 

Set the Status: 

Presenter
Presentation Notes
From the STATUS field dropdown list, select the required status:To approve the volunteer applicant, select Active.�OR�To decline approval of the volunteer applicant, select Decline Service.To close the popup window without saving the record, click on the close icon.�OR�To save the edit, click on the SAVE button – the organization profile remains in display.
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Volunteer Screening 
Approve Returning Volunteers  
with Full Screening 

 
• To approve a returning volunteer with fully approved 

screening, the Commissioner or designate of the parent 
organization changes the volunteer’s member status to 
Active (if the volunteer is not chosen for approval, the 
volunteer’s member status is set to Decline Service).  

• This constitutes confirmation that the screening process 
has been completed and records the user’s electronic 
signature and date. 
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Volunteer Screening 
Approve Returning Volunteers  
with Full Screening 

Presenter
Presentation Notes
Access the organization profile where approval of a volunteer is required.
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Volunteer Screening 
Approve Returning Volunteers  
with Full Screening 

Access the Screening tab and select a volunteer to approve: 

Presenter
Presentation Notes
Click on the Screening tab.In the Name column, click on the name of the volunteer to be approved.
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Volunteer Screening 
Approve Returning Volunteers  
with Full Screening 

Access the Edit Screening Details popup window : 

Presenter
Presentation Notes
Using the Screening Details and the Volunteer Screening Checklist content, view screening results for the returning volunteer applicant.From the menu, under Admin Options, select Screening Details. 
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Volunteer Screening 
Approve Returning Volunteers  
with Full Screening 

View Edit Screening Details popup window content: 

Presenter
Presentation Notes
Use the popup window scroll bar to scroll through and view the Edit Screening Details content.Close the popup window – click on the close icon; the member profile remains in display.
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Access the Volunteer Screening Checklist popup window: 

Volunteer Screening 
Approve Returning Volunteers  
with Full Screening 

Presenter
Presentation Notes
Access and review the Volunteer Screening Checklist content for the volunteer.From the menu, under Admin Options, select Screening Checklist.
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Volunteer Screening 
Approve Returning Volunteers  
with Full Screening 

View Add - Volunteer Screening Checklist content: 

Presenter
Presentation Notes
Use the popup window scroll bar to scroll through and view the Add - Volunteer Screening Checklist content.Close the popup window - click on the close icon; the member profile remains in display.
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Volunteer Screening 
Approve Returning Volunteers  
with Full Screening 

Access the  
organization  
where approval  
of the volunteer 
 is required: 

Presenter
Presentation Notes
Access the organization profile where approval of a volunteer is required.
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Volunteer Screening 
Approve Returning Volunteers  
with Full Screening 

Access the Update Screening Status popup window: 

Presenter
Presentation Notes
In the Screening tab, in the line listing the volunteer to be approved, click on the EDIT STATUS button.
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Volunteer Screening 
Approve Returning Volunteers  
with Full Screening 

Set the Status: 

Presenter
Presentation Notes
From the STATUS field dropdown list, select the required status:To approve the volunteer, select Active�OR�To decline approval of the volunteer, select Decline ServiceTo close the popup window without saving the record, click on the close icon.�OR�To save the edit, click on the SAVE button; the record is saved and the organization profile remains in display.
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Process Registration  
Financial Transactions 

 
 
 

• Enter Subsidies/Discounts and  
Close a Batch 

• Reconcile Registration Fees 
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Process Registration  
Financial Transactions 

• A registration invoice is created when a member is 
registered; a batch is comprised of a group of registration 
invoices.  

• Upon entry of the first member registration, myscouts.ca 
opens a new batch and subsequent registration invoices 
accumulate in the batch (see Batch Standard Operating 
Procedure).  

• Group-level, Council-level, and National-level fees are 
applied to each registration received.  

• The Registrar closes the batch and, once subsidy 
approvals are received, enters subsidies and discounts. 

Presenter
Presentation Notes
Note that discounts could include a third (or more) participant in a family or Rover fees, etc.
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Process Registration  
Financial Transactions 

 
• When a batch is closed at the Group level and all 

subsidies and discounts are entered, the Group sends a 
cheque and the paperwork to the Council.  

• The cheque amount equals the batch total, minus the 
group fees, minus the subsidies, and minus the 
discounts. 

• Payments are sent from the Group to the Council 
(according to Council instructions).  

• The Council reconciles this payment with their records 
and sends the balance owed to National. 
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Process Registration Financial Transactions 
Enter Subsidies/Discounts and Close a Batch 

• When registering, a parent/guardian of a participant may 
inquire about a subsidy; the Group makes the subsidy 
request to the Council on their behalf.  

• Subsidies and discounts are applied to the batch; they 
are not tied to individual registrations. 

• The Group Registrar closes all batches formed by Group-
level registrations; the Council Registrar closes all 
batches formed by Council-level and Area-level 
registrations.  

• Batches are closed and once subsidies approvals are 
received, subsides and discounts are entered.  
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Process Registration Financial Transactions 
Enter Subsidies/Discounts and Close a Batch 

• Each Group or Council has only one batch open at a time 
– invoices are added to the batch until the batch is 
closed; if no open batch exists, myscouts.ca opens a 
new batch when the next registration is saved.  

• The Group Registrar enters Council and National 
subsidies and/or batch discounts applicable to the 
registrations in the batch.  

• The National Finance Manager closes all batches formed 
by self registrations and National-level registrations. 
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Process Registration Financial Transactions 
Enter Subsidies/Discounts and Close a Batch 

Presenter
Presentation Notes
Access the Group or Council organization profile for the batch to be closed.Click on the Batches tab.
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Process Registration Financial Transactions 
Enter Subsidies/Discounts and Close a Batch 

Access the required batch: 

Presenter
Presentation Notes
In the Batch Code column, click on the link text of the batch to be closed.
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Process Registration Financial Transactions 
Enter Subsidies/Discounts and Close a Batch 

View invoices: 

Presenter
Presentation Notes
View the invoices in the batch.From the menu, select Close Batch.
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Process Registration Financial Transactions 
Enter Subsidies/Discounts and Close a Batch 

Enter subsidies/discounts: 

Presenter
Presentation Notes
To close the Close Batch popup window without affecting the batch, click on the close icon.�OR�To save the batch so a new batch can be opened:Click on the Close batch selection boxClick on the SAVE BATCH buttonThis allows the batch to remain accessible for subsidy and discount entries, and allows a new batch to be opened for registrations by myscouts.ca.The batch profile remains in display with the Invoices tab open  When subsidies are approved, enter subsidies and discounts in the fields provided.To close the batch:Click on the Check to confirm that you wish to close the batch selection boxClick on the SAVE BATCH buttonThe batch is closed - changes can no longer be madeThe batch profile remains in display with the Invoices tab open, and any subsidies/discounts entered are listed in the Batch Financial Information section
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Process Registration Financial Transactions 
Reconcile Registration Fees 

Group Level 
• When a batch is closed at the Group level, the Group 

sends a cheque to the Council (see Payment and 
Reconciliation Standard Operating Procedure).  

• The cheque amount equals the (council fees + national 
fees) – (council subsidies + national subsidies). 

• Payments are sent from the Group to the Council  
(according to Council instructions). 

• The Council reconciles this payment with their records 
and sends the balance owed to National. 
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Process Registration Financial Transactions 
Reconcile Registration Fees 

 
Council Level 
• When a batch is closed at the Council level, the Council 

sends a cheque to National.  
• The cheque amount equals the National fees and minus 

National subsidies.  
• Payments should be sent from Council to National 

monthly.  
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Process Registration Financial Transactions 
Reconcile Registration Fees 

National Level 
• The National Finance Manager closes all batches formed 

by self registrations and National-level registrations.  
• When a batch is closed at the National level, an electronic 

funds transfer (EFT) occurs; the total fees collected for 
each level are transferred directly into Group and Council 
bank accounts.  

• EFT is an automated process; funds should be received 
by the Group and Council bank accounts no more than 
five business days after the daily National batch closes.  
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Access Recognition/Training/ 
Registration History Records 

 

• View Recognition Records 
• View Training Records 
• View Registration History Records 
• Add Recognition Records 
• Add Training Records 
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Access Recognition/Training/ 
Registration History Records 

• Employees and volunteers can view recognition, training, 
and registration history records for members within their 
administrative hierarchy, at any time throughout the year. 

• Select volunteers and employees who have 
administrative rights can add recognition and training 
records for members within their administrative hierarchy, 
at any time throughout the year. 

• Parents/guardians can view the recognition, training, and 
registration history records for their children/charges; 
volunteers and participants 18 years of age and over who 
are not registered under a parent or guardian can view 
their own recognition, training, and registration history 
records. 
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Access Recognition/Training/ 
Registration History Records 
View Recognition Records 

Presenter
Presentation Notes
Access the member profile for the member whose recognition records are to be viewed.Click on the My Recognition tab.
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Access Recognition/Training/ 
Registration History Records 
View Recognition Records 

Presenter
Presentation Notes
The recognition records for the member are listed.View the records.Note that recognition records cannot be added or edited under the My Recognition tab.
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Access Recognition/Training/ 
Registration History Records 
View Training Records 

Presenter
Presentation Notes
Access the member profile for the member whose training records are to be viewed.Click on the My Training tab.
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Access Recognition/Training/ 
Registration History Records 
View Training Records 

Presenter
Presentation Notes
The training records for the member are listed.View the records.Note that training records cannot be added or edited under the My Training tab.
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Access Recognition/Training/ 
Registration History Records 
View Registration History Records 

Presenter
Presentation Notes
Access the member profile for the member whose registration history is to be viewed.Click on the My Registration History tab.
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Access Recognition/Training/ 
Registration History Records 
View Registration History Records 

Presenter
Presentation Notes
The registration history records for the member are listed.View the records.Note that registration history records cannot be added or edited.
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Access Recognition/Training/ 
Registration History Records 
Add Recognition Records 

Presenter
Presentation Notes
Access the member profile for the member for whom a recognition record is to be added.From the menu, under Admin Options, select Add Recognition.
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Access Recognition/Training/ 
Registration History Records 
Add Recognition Records 

Search for the required recognition: 

Presenter
Presentation Notes
Search for the recognition to be added:Recognition Name - enter the name of the recognition to be awarded; if the full name is not known, use % to replace the unknown content – for example, %Medal would list recognitions containing the word Medal (note that % is not required at the end of a string).Click on the FIND RECOGNITION button.
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Access Recognition/Training/ 
Registration History Records 
Add Recognition Records 

Select the recognition to be added: 

Presenter
Presentation Notes
If no matching records are found, search again.When matching records are found, all matching records are listed.In the line for the recognition to be awarded, click on the ADD RECOGNITION button.
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Access Recognition/Training/ 
Registration History Records 
Add Recognition Records 

Add the recognition record: 

Presenter
Presentation Notes
The MEMBER NAME and RECOGNITION NAME fields default; enter data in the remaining fields provided:APPLICATION DATE - enter the application date; enter as MM/DD/YYYY or click on the calendar icon and select a date.APPROVAL DATE - enter the approval date; enter as MM/DD/YYYY or click on the calendar icon and select a date.RECOGNITION DATE - enter the recognition date; enter as MM/DD/YYYY or click on the calendar icon and select a date.NOTES - enter any notes regarding the recognition.To close the popup window without saving the record, click on the close icon.�OR�To save the recognition record, click on the SAVE UPDATES button; the added recognition record can be viewed in the member profile My Recognition tab.
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Access Recognition/Training/ 
Registration History Records 
Add Training Records 

Presenter
Presentation Notes
Access the member profile for the member for whom a training record is to be added.From the menu, under Admin Options, select Add Training.
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Access Recognition/Training/ 
Registration History Records 
Add Training Records 

Search for the required course: 

Presenter
Presentation Notes
Search for the course to be added to the training records:Course Name - enter the name of the course to be recorded; if the full name is not known, use % to replace the unknown content – for example, %Troop would list courses containing the word Troop (note that % is not required at the end of a string).Click on the FIND COURSE button.
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Access Recognition/Training/ 
Registration History Records 
Add Training Records 

Select the course to be added: 

Presenter
Presentation Notes
If no matching records are found, search again.When matching records are found, all matching records are listed.In the line for the course to be recorded, click on the ADD TRAINING button.
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Access Recognition/Training/ 
Registration History Records 
Add Training Records 

Add the training record: 

Presenter
Presentation Notes
The MEMBER NAME and COURSE NAME fields default; enter data in the remaining fields provided:TRAINING RESULTS - enter the training results.If the training is complete, click on the TRAINING COMPLETED? selection box and a checkmark is added; if the selection box is checked by mistake, click on the checkmark and it is removed.EXPIRATION DATE - enter the expiration date; enter as MM/DD/YYYY or click on the calendar icon and select a date.COMPLETION DATE - enter the completion date; enter as MM/DD/YYYY or click on the calendar icon and select a date.NOTES - enter any notes regarding the training.To close the popup window without saving the record, click on the close icon.�OR�To save the training record, click on the SAVE UPDATES button; the added training record can be viewed in the member profile My Training tab.
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