Unit Procedure for Processing a Unit Renewal

Allvalidation errors will have to be resolved before the renewal can be posted. Itis suggested to
check for and resolve anything that will return a validation error before initiating the renewal
process.

Tips for a successful unit renewal:

1. Remember: This process only renews the unit, not any of the members, whichis a
separate process based on the joining date or their last renewal date.

2. Aunitcanrenew two months prior to expiration.
Expiration date =June 30, renewal opportunity begins May 1.

3. Aunithas atwo-month lapsed period after the unit expires.
Expiration date = June 30, lapse period ends Aug 31, will drop Sept 1.

4. Itisrecommended to pre-check allrequirements are met priorto proceeding to
avoid any validation issues.
Validation Codes in Unit Renewal:
Errors (red) will not let you proceed.
Warnings (yellow) will allow you to proceed.
a. Leaders do not have current annual Safeguarding Youth Training —
Error.(most common)
Unit does not have required number of leadership positions — Error.
Leaders are less than 18 years old — Error.
Youth do not meet the age/grade requirement for the program — Error.
Leaders do not have completed CBC Authorizations —
Adults do not have SSN -

0 Q0T

5. Check your leadership positions and make sure you have the correct names in the
correct positions, if not the Chartered Organization Representative can use “Position
Manager” also found in Organization Manager to edit and then wait overnight for the data

jobstorun, then you can validate again.
6. Have payment information available to pay the Unit Renewal fee ($100.00).

7. Proceed with unit renewal.
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Log in to my.Scouting>0Org Manager>Unit Renewal.

If the Key 3 member processing the unit renewal is a member of multiple units, be sure the correct

unit is selected for processing.
Accessingthe unit renewal automatically initiates the validation process. If any errors are found, they

will have to be resolved before you can proceed.

If a leader is listed in grey, that means that leader has lapsed. If the leader is in a required position,
they will have to be renewed before you can proceed with renewing the unit.
If the leader is listed in blue, their registration is current.

You can select Edit Positions to be taken to the Position Manager to make any necessary changes in
position. Changes in Position Manger can only be completed if the member is not expired. If they are
expired, renew their membership, and wait overnight for it to post. Then return to the renewal process
where the validation process will run again.
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Scroll down to see any Validation Errors.

In this example, the error is regarding “not enough required number of leadership, but currently there
are 0”. Be aware, there are also instances where there could be too many assigned to a specific role
resulting in the error. This will be reflected in the number following the error message.

Valikation

v s Charter validation resultx 1 Error

Error:Unit dote 1ol hyee requred number of leadeship posions

Posithrn Affectect

o ExcCuthve OMier (Requbedt | curestly asshineet 0)

o Corrmittes Chitkermasn (Reguiract | cumently sssigres: 0)

o Cuzenpter (Reguited 1, outtendy segwd O

o I L madey 21 oo Coandey L Dan D wsacher fowi oo 1 oaassy Dngenrisd 1 o momes, o nty ascesprid ©
o Chirtered QeQanzator Med (RIures: 1, cummently a3 Qred: 0)

When all the validation issues are cleared, sign the form indicating your approval.

Unit Renawdl and Loadership ZApprova)
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Clok beoe 26 Pay 31 e Couno | OMize Opnon

Selecting “Click here for Pay at the Council Office Option” creates a renewal summary document to
take to the council along with your payment.
Select “Next Step Unit Pin Review.”

Membership

2 0

Youth Members Muttiple Members

Validation

v / Charter validation results: 1 Error

Error: Unit does not have required number of leadership positions
Positions Effected:

+ Executive Officer

+ Committes Chairman

« Scoutmaster

« Committes Member and New Member Coordinator

« Chartered Organization Rep.

Unit Renewal and Leadership Approval

| , #pprove the renewal of the above-named unit and leadership for the year.

‘ Click here for Pay at the Council Office Option | Next Step: Unit Pin Review

Review the unit pin information making any necessary edits. Make sure that if “Appear on
BeAScout” is selected, that there are fields selected to display. Otherwise, you will receive an error
when trying to advance the process to the next step.
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Once the unit pin information is correct, select “Continue to Unit Renewal.”

. Unit Validation o Unit Pin Review 2

Unit Information Continue to Unit Renewal Unit Pin Preview

Allow People to Apply Online:

Contact Information

Pin Made @ Pack (N

(O Only Allow the Council to Update Pin Information Contact:
© Allow Units to Update Pin Information Email: (.
Website: www.scouting.org
Appear on BeAScout: Dens for Boys or Girls
@ Online Registration available for this unit.

‘We're an active Pack! All dens (K-5th grade) meet each

Monday night at 6 prm a1 GGG

I Ermail for more information!

Contact Person: NN

| Reguest More Infarmation | Apply Now

Phone: I
Emoil: I

¢ Edit

Unit Website

www.scouting org
Phone Mumber:

Additional Unit Informaticn Contact Email:

We're anactive Pack! All dens (K-5th grade) meet each

Fields to Display on Unit Pin:

Unit Meeting Address:

Contact Person's Name! v @

Monday night at & pm at Western Heights Church of Unit Wigbste
Chris il for armation!
Christ. Email for more information! Additional Unit Infarmation:

Continue to Unit Renewal

Review that everything looks correct on the payment summary screen.

The unit renewal has been successfully created. While the unitis in the initiated status, the council

has the ability to “delete order” if needed. If the renewal is at any other status, the Delete Order

option will not be displayed for the council to select.
The fees listed should only be the $100 unit renewal fee.

Enter the units payment information. Select “Process Payment

and Renew Unit.”

' z;g) Pack 4777 Kinwin ity Warld Cutimath tions Chib ¥
k"3".!’ v o
" e nnges

s pabd: 1o

Heart of America Council ceovarr [

307

@ wavasinn O een dvaew X
Unit Renewsl Fees

2 Recharter Fee: $100.00
Subtotal $100.00
Totak $100.00

Biling Information

—— ww”

Mgl Background Crec

You will get a success message as well as a payment received message.
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For unit payments it can take up to 4 business days for payments to be received. Once payment is
received, the status will update to “Pending Approval” (by the council).

o U Vaatien - — N IR P Draew - B Pyymen —— °;:u'1mm:n

ncil

Payment Received

Yot Unk reneseal has So0n 300022298y £e0sesoed Pack 4777 st e actier 100 the niat peir

Chirtered Orgasizesios: I
% paNs: 1t

Creoted By: I

Bepiry Date: (137017079
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