Unit Renewal Guide for Unit Key 3 Member

Unit Renewal is found in Organization Manager and available to Unit Key-3 members.
(not delegates)

Tips for a successful unit renewal:

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

2. Aunit can renew two months prior to expiration.
Expiration date = Feb 28, renewal opportunity begins Jan 1.

3. Aunit has athree-month lapsed period after the unit expires.
Expiration date = Feb 28, lapse period ends April 30, will drop May 1.

4. All Combined Troops MUST renew both Boy and Girl units and pay the charter fee for
each troop.

5. Itisrecommended to pre-check all requirements are met prior to proceeding to avoid any
validation issues.

Areas to check before starting Unit Renewal Process:

a. Check roster and make sure all members have a updated expiration date. If you have
members that are multipled in your unit and they are showing an expired expiation date
please reach out to Eileen B.

b. Check that all Leaders have current Youth Protection Training. From your Unit Dashboard you
can download a report to see who is expired or about to expire before Feb

6. 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 jobs to run, then
you can validate again.

7. Haveacredit card or ACH information handy to pay the Unit Recharter fee (5100.00).

8. Proceed with unit renewal.
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Unit Renewal “Pay at Council Option” 1 of 1

A member of the Key 3 will log in to their my.Scouting account and go to Menu>Organization Manager>Unit

Renewal.

When selected, the validation process automatically runs and will show any errors that must be cleared up before proceeding.
Each time you open the Unit Renewal page, the validation check processes again. If you are having issues with getting this
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List of errors, and who they
apply to that were found during
the validation process.

resolved

Once all validation errors have been resolved, Select ”Click Here to pay at council office option”. Print the

document, sign it and send it to Eileen.B@scouting.org with information on where the money is being taken from
(Unit account, Call for credit card payment, etc.)

Eileen will send you an email confirming once the entire process is complete.

This will complete the Unit renewal process for “Pay at Council office”
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Unit Renewal “Pay with Credit Card or ECH Option” 1 of 4

A member of the Key 3 will log in to their my.Scouting account and go to Menu>Organization
Manager>Unit Renewal.

When selected, the validation process automatically runs and will show any errors that must be cleared up
before proceeding. Each time you open the Unit Renewal page, the validation check processes again.
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apply to that were found during
the validation process.
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Once all validation errors have been resolved, “sign” the renewal by entering you name approving the
leadership for renewal and then select “Next Step: Unit Pin Review”
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Unit Renewal “Pay with Credit Card or ECH Option” 2 of 4

Make any necessary changes to the Unit Pin Setup. Be sure the indication to show on BeAScout
corresponds with the “Fields to Display on Unit Pin.”

l.e.: If indicate to show on BeAScout, select which fields to show.
Then select “ Continue to Unit Renewal.”

o Unit Validation ——— ei.lmleFh&vm-w

Unit Information Contimas to e Continue to Unit Renewal
Appear on BeAScout: 0
Allow People to Apply Online m

Contact information

Contact Person:  Cheistopher Holloway
Phona: {205) 7923276
Email: cholloway31 23@qrmail com

Fields to Display on Unit Pin:

Unit Meeting Address

Contact Person's Mame

Speceal Interest Type

HIGH ADVENTURE
Fhanie Mumber

Unit Website
SR Contact Emad; [ @)
www SCouting ooy
thia Uinit Website :

additonal Unit information Additional Unat Information:

The ACH Payment admin fee is $1.00; the Credit Card admin fee is 3%.
Select “Credit Card” or “Bank Account” (ACH). Enter the credit card or bank account (ACH) information on
the appropriate tab.

(See next page for ACH payment information.)

Linit Aetawsl Fadn

Recharter Fes: £100.00
Subtotal: S10:0.00
Admin Fee (Credit Card - 3%); 53,00

Total: £10:3.00

Billng Informadion

CudtOwd Bl Asocunt Credit Card Bank Account
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As a unit, you have the option to securely store the payment information for next year if desired.
Select “Submit Payment” if paying by credit card or “Pay with Bank Account” if paying by ACH.

i Murte i

Save this card for
future payments.

w15 r3d o fshurg paymant

Submit Payment

Click on “Submit Payment” (if by credit card) or “Pay With Bank Account” (if by ACH).

Billing Information

Credit Card
ACH Payment

Credit Card ACH Payment

* First Mame:

* Last Name:

* Ermail Adidress:

* Phone Number o
* Address Lime 1:
& Cify
* State/Region!
* ZIP Code:
Save account
information for future Save aceount infarmatian for future @]

payments:

payments.

Pay With Bank Account Pay With Bank Account
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Unit Renewal “Pay with Credit Card or ECH Option” 4 of 4

You will next see a recap of the fees. Select “Go to Confirmation.”

HLFL Y
e paid v
Troated By ' -

Ured Fenew e Fae

Recharter Foe: 510000
Sutiiotal £108 00
Aerriey Faee (Cradil Cord - %) 100

Tt =103.00

Go to Confirmation

You will next see the payment processing and confirmation page, at the same time, an email
confirmation and receipt will be sent to the email address provided in the billing information section.

Tou payment i being prosesoal

Your unlt |S no' Paymient confirmation

CHASE

SCE A | T
I Paymen

Receipt

Wina moEd 1]
Mary P

WED $100.09

By Seatet uf Amarica
1328 'W. Wosleast Ml Lare
irving. TH, THE3), US

Wepay admendlscouing org

Eale

[kl Tk
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