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Assigning and updating required adult positions for Recharter

Access to my.scouting.org and Rechartering tools is based on upon positions registered unit adults have been assigned.
Therefore, assigning and updating unit positions is an essential step to ensuring that you have access to the tools,
training, and notifications relevant to your unit position or role.

Only the Charter Organization Representative or their delegate can assign or update adult unit positions. The COR
delegate is a functional position. Instructions on how to add a delegate are in the Functional Position instructions below.
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Updating and Assigning Required Unit Positions
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Step 1: While logged in to your my.scouting.org account, e
select Menu at the top left-hand side of your screen
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Step 2: From the drop down, menu select the unit you
will be configured. If you’re in multiple units.
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Step 3: Select Organization Manager. —> UPBATE UNIT Pl

nd even between Council usina the o

Step 4: From the menu on the left select Position
Manager: (If you do not see position manger in the
list then you do not have access to this tool.)

& GoBack my.Scouting | Organization Manager Welcome, Jennifer Carapia

ack 3400 Lincoln-Glenwood-Dexter Scout Reach

Key Three Information Download Charter Certificate

@ Chartered Organization Rep. Committee Chairman Cubmaster
RS0/, .
o Derek MKillop Derek McKillop Gregory Seibert
4
firefightergreg602@yahoo.com
Pack 3400

Settings
Settings
Please be aware that as of July 1, 2020, online applications may only be paid by debit or credit card.
Unit Pin
Membership Application Approval
Roster

select who has the ability to accept (approve) applications for your unit. Note: this applies only to adult

Position Manager @ Chartered Org Representative Approval Required

Reports applications Committee Chair Recommendation and Chartered Org Representative Approval Required

Adult Applications

Allow Adult Applications

Types of Youth Applicants This Pack Accepts

Q airlonly O Boysonly (O Both Boys and Girls
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Pack 3400 Lincoln-Glenwood-Dexter Scout Reach

At the top of the page, you will see two tabs, one for

Registered Positions and one for Functional Roles. \ M l
@ KEY 37
“i*ﬂ'ﬂ' Committee Chairman (1/1*) Cubmaster (1/1%) Chartered Organization Rep. (1/1*)
) ® ® 5

Pack 3400

The page will open with the Registered Positions

. Commites Mamber (3 Den Leader 1 Rssistant Cubmaster (0
showing. o ‘@’ o . ©
Unit Pin Q
Roster Q@
Note: only the council can update or change the E—
person holding the COR position. All other positions Reports Rssistant Webelos Leader (0 Asst.DenLeades (0) Exmaithe Offier (1

9

can be changed by the COR or their delegate.

Lion Guide (0) New Member Coordinator (0) Pack Trainer (0)

Parent Goordinator (0) Tiger Den Leader (0) Unit Chaplain (0/1)

Linis Callana Canutar O; o Linit 7\ Linit Dali BL A (0111

Updating and Assigning Functional Roles

Only the COR can assign this functional role:

e COR Delegate — the Charter Organization Representative (COR) is the person authorized to assign positions
and accept adults in accordance with the BSA Bylaws. This configuration allows the COR to designate
another person who is a registered leader in the unit to also assign volunteer positions and accept adult
applications

The COR, COR delegate, Unit Key 3, and Unit Key 3 delegates can assign registered adults to these functional roles:

e Key 3 Delegate — This role will have the same access to Online Registration as the Committee Chair and the
Cubmaster, Scoutmaster, Venturing Advisor, or Exploring Advisor. Up to three people can be assigned to this
role. In this role they can accept youth applications.

Step 1: While on the Position Manager € GoBack my.Scouting | Organization Manager Wacome et cazps 3
Screen Select the tab at the top that says Pack 3400 Lincoln-Glenwood-Dexter Scout Reach
’

Functional Roles.

COR Delegate (0/1) Key 3 Delegate (1/3) Registration Inquiry (0)

e If all the positions in that role are
not filled, you will see an ADD

+  Jennifer Carapia ©@ © A0 @

button. Pack 3400 o
e If all positions in that role are Unit Advancement Chalr (1/1) Unit Training Chair (071) Youth Protection Champion (0/1)

filled, you will just see the names | oriwcem® O e e

of the adults holding the position. e

Roster

Position Manager

Reports
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Step 2: To change a person out of a functional

position:

€ GoBack my.Scouting | Organization Manager Welcome, Jennifer Carapia &

2ack 3400 Lincoln-Glenwood-Dexter Scout Reach

Registered Positions Functional Roles
“g? COR Delegate (0/1) Key 3 Delegate (1/3) Registration Inquiry (0)
Select the Blue Circle beside the +/ 4 serniter Carapia © w00 @
—
’ B . »
person’s name. With a negative Pack 3400 o0 ©
Sym bol . Unit Advancement Chair (1/1) Unit Training Chair (0/1) Youth Protection Champion (0/1)
< Jennifer Carapia @ €] ADD @ ADD @
Settings
Unit Pin
Raster

Position Manager

A pop up asking for the Expiry Date
will appear. Put in the date that you
want the position to change. If
the Expiry Date you enter is

greater than today’s date, then
the person will remain in the Enter the expiry date for the outgoing position.
position until that date.

Reports

Expiry Date

10/20/2021

If the Expiry Date is today’s date
or before, Select Expire Position @
and the person will be moved
out of that position and the ADD
button will show for that
position.

roanization Mapag Welcome ennifer Carapia 8,
@ The position is expired as of 2021-10-20. Please allow up to 24 hours for the changes to take effect
Pack 3400 Lincoli™8lghwuuu-veater suuut neaun
PeRositions Functional Roles
Kgg COR Delegate (0/1 Key 3 Delagate{6 Registration Inquiry (0)
R gate (0/1) ey eg quiry (0)
+ / ADD @ ADD @
Pack 3400 Unit Advancement Chair (1/1) Unit Training Chair (0/1) Youth Protection Champion (0/1)
4 Jennifer Carapia @ o ADD @ ADD @
Settings
Unit Pin
Roster
Position Manager
Reports
Contact  Terms & Conditions
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Step 3: To add a person to a functional position: /‘“”"\

e Select Add for the role you wish to change.

e From the drop-down list Select the Person’s name
who you wish to assign to the role.

e Then Select OK.

Select a Member to Assign to this Position

g fer Carapia

m guting | organi

o You will receive a message telling YOU 5.0k 5400 Lincolielew. o e o

[ Functional Position assigned Successfully. Please allow up to 24 hours for the changes to take effect.

the functional position was assigned
SUCCGSSfU | Iy Registered Positions Functional Roles

Welcome Jernifer Carapia

Registration Inquiry (0)

‘Youth Protection Champion (0/1)

ADD @

Chartared Organization Rep. (1/1%)

Assistant Cubmaster (0)

e The position will take effect within 24 g, COR Delegate (0/1) Key 3 Delegate (179
hours of making the change.
Pack 3400 ADD @
Unit Advancement Chair (1/1) Unit Training Chair (0/1)
- Jennifer Carapia @ [S] ADD @
Settings
Unit Pin
Step 4: Save your changes.
Pack 3400 Lincoln-Glenwood-Dexter Scout Reach
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New Member Coordinator (0)

Tiger Den Laader (0)

Executive Officer (1%)

Pack Trainer (0)

Unit Chaplain (0/1)

Unit Religious Emblems Coord (0/1)
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