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User Guide
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Cub Scouting Scouts BSA Venturing Sea Scouting Exploring
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Internet Rechartering may be accessed by the Unit Leader, Charter Org Rep, Committee Chairman

or Key 3 Delegate by logging into their Scoutbook.com or my.Scouting Account or directly at

https://advancements.scouting.org/

Note: Be sure to read all the instructions before beginning the recharter process and review the new Internet Recharter Guide and
Timeline found at https://www.scouting.org/resources/internet-rechartering/
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Open Recharter
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Select your recharter term.

Consult with your Unit Commissioner or Council Registrar before selecting another term other than 12 months. If you
change the term later after information has been entered, any information previously entered will need to be inputted and
uploaded again.
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Once the roster is loaded, you may start editing the roster

e YPT - Red Exclamation Point — Youth Protection Training has not been completed and recorded in the person profile or the YPT has expired
e YPT - Green Checkmark — Youth Protection Training is current

e CBC Auth - Green Checkmark — New Criminal Background Disclosure has been received and recorded in the person profile

e CBC-Red Exclamation Point — New Criminal Background Disclosure has not been received

e Scout Life — Toggle off — No subscription has been added to the registration

e Scout Life — Toggle on — Subscription has been added to the registration

e No status — “- -“ — Not applicable (New Members, youth, and no fee adults)
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MY UNIT CHARTERED ORGANIZATION INFORMATION
PACK 62 VISTA RIDGE UNITED METHODIST CHURCH  FAMILY, VISTA RIDGE UNITED METHODIST GHURCH
Unit Type: Pack Chartered Organization Name: Vista Ridge Unized Methodist Church
Unit Number: 52 Chartered Organization Address: 2901 Denton Tap Rd
Tenure: 352 months Chartered Organization City: Lewisville
Unit Expire Date: 01/31/2023 @ Chartered Organization State: T
Chartered Organization: Vista Ridge United Methodist Church Chartered Organization Zip: 75067-8156
District: Oricn
Gouncil: Longhom Councl
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Unit New Expire Date: 01/31/2024
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Changing an adult leader position
You have the ability to change a position of a leader by clicking on the pencil icon. Choose the appropriate position within the drop down and click update
information.
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Adding an Existing Member of Another Unit

Click on Manage Members>Add New Member>Click Existing Member>Enter all required information>Click the Add Member button. The member will show a
“+” by their name to indicate they are paying their registration fees in another unit. If they are paying their registration fees in your unit, click the checkbox by
their name>Click Manage Members>Click Unmark as Multiple.

If they are an adult, be sure to add a signed adult application for the new adult member from another unit by clicking the checkbox by their name>Upload
Document>Select a file of the application>Click Save
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Adding a New Member

Click on Manage Members>Add New Member>Enter all required information>Click on the “+” sign next to Add Paper Application>Select the file and attach
the application >Click the Add Member button.
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Add New Member 2. Enter information in fields
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Uploading a Group of Documents into the Renewal

A group of documents, perferably in a zip file, can be uploaded into the renewal. They are Adult and Youth Applications, Criminal Background Disclosure
Authorizations, Youth Protection Training Certificate, CORI Form and PA background records. Select the individuals that you are uploading documents for by
checking the box next to their name and click upload documents. A popup will appear and this is where you load the zip file of documents.
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Promoting a Member

In order to promote a youth member to an adult, a youth member to a participant, or a participant to an adult, you must click the box next to the individual
you would like to promote. Click Manage members and follow the instructions listed in this User Guide to first remove the person from the charter. Then add
them as a new member with the “New Paper Application” option following the instructions in this User Guide to add a person. You will upload a new
application, CBC (if applicable), and YPT (if applicable). The member id for the individual will remain the same.

Creating a Zip File for loading documents

If you are uploading a group of files, use your Zip File option by highlighting the documents, right click after highlighting the documents and select Send to
and next slect Compressed (zipped) folder. Once you have created the zip file and named your zip folder, choose the folder when clicking the Upload
Document option.
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Adding a Multiple

If an individual is paying in another unit, you have the ability to register them in your unit(s) as a multiple and no fee is collected. The unit listed as the
multiple unit is the unit they through which they will be paying their recharter fees. If an individual is paying in a council level position, you have the ability to
register them in the unit(s) as a multiple and no fee is collected by the unit(s).

Note 1: For those multipling from a council position select “Non-unit Position”

Note 2: The Charter Org Representative is the only individual that can multiple in more than one postion as a committee chair or committee member only.
No other adult leaders can multiple in more than one position within the same unit.

MY UNIT CHARTERED ORGANIZATION INFORMATION
PACK 1381 HIGHER GROUND ACADEMY FAMILY H HIGHER GROUND CADE
g Click Manage Members
Unit Type: Pack Chartered Organization Name: Hig
. and check the box next :
Unit Number: 1381 e Chartered Organization Address:
R — to the name that is a Chartersd Onpiatsstion Chy: Seiie P
Chartered Organization: Higher Ground Academy multiple and click on Chartered Organization State:
- - Chartered Organization Zip: 55104-6315
District: K
Mark as a Multiple in the
Council: Northern Star Counc
T drop down
Unit New Expire Date: 04/30/2022
PACKROSTER  REMOVED MEMBERS (0)  PENDING MEMBERS (0 $ ter C
a Upload Document = Show: All Roster Q
I Name Gender Position Member ID YPT cBC Scoutlife  Total
Samuel Yigzaw M Chartered Organiz Re; 405289 ] (] 2
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Mark as Multiple

-'_il Barry Kemnedy
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Choose the Council
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unit number - Once
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Invite New Member into the unit (Leads)

2. Complete all fields and click

- on the Invite Member
Invite New Member

donna.arnold(@scouting.org
1. Select Invite New Member

arnold

Invite Member

Invite New Member

There are three invite options - Adult , Youth
and Participant

Participant

Invite New Member ¥

fammher Tvoe

Invite New Member ¥

An email is sent with a link to complete an online registration. Reminder: click on Refresh Roster periodically throughout processing your renewal. This will
add any new online registrations into your unit. Once the invite is sent, they will appear on the Pending Members Tab.



RECharter InVitaﬁDn TROCP ROSTER REMOVED MEMBERS I< PENDING MEMBERS {1i >

@ Boy Scouts of America <boyscoutsofamerica@email scouting.org = Send Reminder

To Donna Armold

: B ) ] Name Gender Member Type Invited on
Retention Palicy 3 Year Delete (3 years)

(-l) donna amold - — Adult 2027-05-07

i ] Tetal 1 ems [ 1] 10/ page v

View Online

You're Invited to Join Us!

Troop 0118 is waiting for you to join!

donna, you've been invited to join Troop 0118 and become a
member of the Boy Scouts of Americal To finish the joining

process, please click the below.

hitps://myga scouting.org/NVES/OnlineReg/1.0.0/?tu=UF-MB-
578taal118

If you have any questions or concems, please reach out to Troop
0118 directly.

We look forward to all the great things you will accomplish in your
Scouting journey.

2 2021 Boy Scouts of America - All Rights Resenved




Edit Personal Information

Click Roster. Then the profile of the individual you would like to edit. Edit the information on the profile (for Scouts, click Scouts Info). Then click Recharter
and Refresh Roster.
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Internet Advancement Voutn Profile

@ Welcome. Christopher Price

*.

e

PERSONAL INFORMATION

=l |

‘ Preferred Name [ ‘

Date of Birth:
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ADDRESS INFORMATION

Business Vacation

> o 2
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Unit Type: Pack Chartered Organization Name: Vista Ridge United Methodist Church
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Remove From Recharter

Select the person whom you are removing. Click on Manage Members and select Remove From Recharter. A popup will appear and you will choose Remove.
At that point they will be moved to the Removed Members Tab.
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Adding An Individual Back Into The Recharter After Removing Them

You have the ability to add someone back into the renewal after removing them by clicking on the Removed Member Tab.

1. Click on Remove Member tab

2. Check the box next to the person you are adding back into the unit

3. Click Add to Recharter.

4. A pop up box will appear-click Add

Internet Advancement Recharer

0 Welcome, Derek Brasher - 0

(

F MY UNIT
- TROOP 118 FRIENDS OF THE WILLIAMSO

Unit Type: Troop
Unit Mumber: 118

Unit Expire Date: 03/

Chartered Organization; Friends of the Wiliamson Trog)

District: Sabine
Councik: Three Rivers Counc
Unit Term: 12

Unit New Expire Date: 03/20

TROOF ROSTER

REMOVED MEMBERS (1)

Add To Recharter &)

ONTROOP BOYS

1. Click on the Removed Member tab

Add to recharter X

4. Click Add

Payment and

Confirmation

CHARTERED ORGANIZATION INFORMATION

Chartered Organization Name: F

Chartered Organization Address:
Chartered Organization City: Vid,

Chartered Organization State: TX
Chartered Organization Zip: 775
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Validate Recharter and Pay

Once you have updated your roster and attached the necessary documents, click Refresh Roster and then the Validate Recharter and Pay. A popup will
appear that will display any errors or warnings. At that time you will need to review and correct the warnings and errors before you can continue with your
renewal. The errors will have a red bubble next to them and the warnings a yellow bubble. If you receive a warning or error, you have the ability to correct
and continue through the submittal process.

Once the error has been corrected within the roster, click the Validate Recharter and Pay button. If there are no errors and you have addressed the warnings
and you are ready to submit your unit, click the Proceed to Payment button. If you have no errors or warnings and you may proceed straight to payment. You
have the option to print your roster by clicking the “Print Roster” button above the search for Name or Member ID bar once you have validated all
information and before you move to the payment page.

Validate recharter

Since you received an error, the
Recharter cannot continue due 1o the reasons listed below. error will need to be corrected
befare moving to the next
process. Click the Continue
Editing button and correct the
error.

Unit does nat have the required amount of leadership
positions

@ Leaders do not have current YPT
Leaders have completed CBC authorization

Q Leaders are more than 18 years old

‘ CONTINUE EDITING ’)

e ——




Validate recharter

Recharter validation successful!

CONTINUE EDNTING (

PROCEED TO PAYMENT ’

Once the error has been
carrected within the roster, click
the Validate Recharter and Pay
button. The error should no longer
appear in the popup and click
Proceed to Payment




Payment and Confirmation

During this process you have the ability to verify all fees and choose your payment option. The payment option is ACH ($1 fee),
Credit Card (3% fee) and Pay at Council. If you pay at council, you will need to provide a form of payment to the local council in order
to register your unit. Once you have chosen your payment option, click the Pay and Post Renewal button.

BILLING INFORMATION 9 RENEWAL ROSTER FEES TOTAL: 5705 USD

Faid Youth 3 $360.00
Pre Paid Youth ] 50.00

Muttiple Youth 0 50.00

gk

Paid Youth SL

Pre Paid Youth SL ] 50.00

USA (US) T @ Paid Adults
Pre Pa S0.00

s0.00

Pre Paid Adult SL
PAYMENT METHOD Charter Fee

Pajd Join Fes S0.02

e i

TOTAL AMOUNT

Pay and Post Renewal )

During this process, you have ability to verify all fees and choose your
payment option. The payment option is ACH ($1 fee), Credit Card (3% fee)
and Pay at Council, which a local processing fee may apply. If you pay at
council, you will need to provide a form of payment to the local council in
order to register your unit. Once you have chosen your payment option, click
the Pay and Post Renewal button.




Note on ACH

WePay, the payment processor, is the entity with whom ACH transactions occur. (BSA simply receives a confirmation or failure status for the transaction.)
Your payment and charter will not be processed until your unit confirms their bank account.

To begin, you will receive an email after you select ACH and click “Pay and Post Renewal.” If you did not receive an email, be sure to whitelist or add
support@wepay.com to your SafeSenders list through your email provider. (Also, check the email inbox of the individual submitting the recharter as well as

the key 3).

BSA Payment Platform via WePay <support@wepay.com>
To: 2

XXXXXX9135

days.

[When they arrive, confirm your bank account by clicking here »

To opt out of these notifications please go

here

\WePay Payments will make two small deposits to your bank account chase XXXXXX9135.
[These deposits should appear in your bank account within the next few days.

WePay Payments will make two small deposits to your bank account chase

These deposits should appear in your bank account within the next few

When they arrive, confirm your bank account by clicking here »

° BSA Payment Platform via WePay <support@wepay.com
To: raj maitreyiconsultants.com

i that you still have not confirmed your bank account

= chase XXXXXX9135 To ¢

count will not be processed unti

»ank account. These

e next few days.

onfirm this bank account, glick here »

Click the tiny link at the bottom of the modal which appears and asks you to
select your bank.

Once clicked, the bank routing and account number will need to be entered.
Following this step, a series of microdeposits will be made to the account
entered. An email will be sent from WePay to the email entered as the payor
information every day for 30 days, which will ask the user to click to a form where
they will need to confirm the microdeposit amounts.

Once confirmed, the microdeposits will be reverted and the transaction amount
—the full recharter amount — will be immediately withdrawn, and payment will
be complete.

If payment fails, common issues include

e Bank was not confirmed within 30 days

e Bank refused the payment request

e Incorrect bank account information was provided
¢ Incorrect transaction amount entered for payment
e Insufficient funds in the bank account



Signature and Approval

After paying and posting the renewal an Adobe Acrobat Sign document will be sent to your NEW Key 3 (as entered on the recharter),
COR Delegate, and Key 3 Delegate. Any of these individuals may sign the document if approval has been discussed with the
Charter Organization Representative. It is preferable that it be signed by the Charter Organization Representative. Be sure to save

and/or print the recharter renewal prior and after submittal. Once signed and payment has been completed, your recharter
process will be complete for your unit.

Adobe Acrobat Sign

P8 Adobe sign

Boy Scouts of America °

Has Sent You

I -t

Troop 2 Girls Charter

Artached is the final agreement between:

oceed do

» Boy Scouts of America

You can also open it online to review its activity history.

Afteryousien  ——— - Charter, all parties . i
will receive a final PDF copy by email.

inue receluing our emals, ploace add adobesizn@adobesign.com to your addrecs boak ar

ensure that you Continus receiving our emails, please acd adobasign@adobasion.com to your address book or safe list

Example of email sent to Key 3, COR Delegate, and Key 3

Delegate. Remember to save/print agreement Example of recharter completed email after
charter has been electronically signed sent to
Key 3 COR Delegate, and Key 3 Delegate.
Remember to save/print agreement



