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2022-2023 Scouting Unit Renewal Walkthrough Y./

Information and Steps to Complete Your Annual Unit Renewal (re-charter)
opens July 5th

What to Know

e Unit Renewal opens July 5.
e Unit Renewal paperwork needs to be received at your district Curbside Kick-off or Base Camp by August 15t
e All Unit Renewal forms and resources can be found online at http://northernstar.org/registration.

e  Each week the Chartered Organization Rep., Committee Chair, and Unit Leader will receive an email reminder to check their
Unit Membership Charter Report in the Scouting Event system.

1. Getting Started ANNUAL PROGRAM REGISTRATION/RENEWAL
Get Started Guides/Resources Unit Renewal
a. Review registration/renewal resources on http://northernstar.org/registration. _ -
i.  Walkthrough guides are located on the Guides/Resources tab. f f

ii. Unit Renewal documents and resources can be found on the Unit Renewal tab.

. ) o ) SCOUTING EVENT LINKS
iii. Included on the Unit Renewal tab are links to tutorial videos on managing trusted users

and rosters within the Scouting Event system. _
= |fyou are listed as a ‘“Trusted User’ for your unit, you will be able to fill in »
youth/adult information from your Scouting Event rosters.
b. Contact your DE, Unit Commissioner, or the Registration office (612-261-2304) with questions.
2. Start Your Registration ANNUAL PROGRAM REGISTRATION/RENEWAL

Get Starled Gii urces General Information & FAQ Unit Renewal Additional Links

a. Goto http://northernstar.org/registration and click the link to go to the
. . . . TO RENEW OR REGISTER USE THE FOLLOWING LINKS STARTING JULY 5, 2022
registration site for your unit type. » p—

$

- , . X X . , Unit Renewal
b. Select the ‘Unit Renewal’ option on the right-hand side and click ‘Unit Annual Renewal’. Northern Star Council
i. Chartered Organizations that have multiple units will need to complete a Unit
Annual Renewal registration for each unit.

Iore Information

c. Choose ‘Continue as guest’ or log in with a Scouting Event username and password.
d. Your Annual Unit Renewal will automatically be included in your registration, with the $75 ‘
renewal fee. :am_’;: : «
e. You may choose to renew any CURRENT youth or adults (paid or multiple) as part of your
Unit Renewal registration, if your unit wishes to do so.
i.  Any youth or adults who are not already registered with your unit will need to go
online individually and register as NEW youth/adults.

Annual Unit Renewal

Required to remain an active unit.
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3. Enter Your Unit’s Information

a. You must sign under the Annual Unit Renewal registration
using your mouse or a mobile device to indicate unit leader o

approval.

b. If your unit has chosen to renew any current youth or adults on your Annual Unit
Renewal registration, you must fill in their information.

i. Ifyou are logged in as a trusted user, you may choose to fill youth/adult

information from your Scouting Event roster by clicking the ‘Roster’ button.

If the ‘Update Information’ button is red, additional information is required.

Vi.

4. Pay Online

a. Click ‘Proceed to Checkout’ to complete your registration.

Most fields will auto-fill when selecting the
youth/adult from the roster.

Required fields are marked with a (1) symbol.
Some fields are optional.

Required fields will be different for youth vs.
adults/18+.

Change Information for Annual Unit Renewal

Signature «

Done

1 Renew Current Adult - Unit Paid

‘ Current adults whose dues are being paid by the unit for the

Renew Current Adult - Unit Paid Regular price: $45.00
Checkout Required Balance Due: $45.00

Update Information @ Roster «

Change Information for Renew CURRENT Youth - Unit Paid

UnitInformation | Select Unit

L Pack 3046 F

Mickname

@ Eirth Date

Unit Paid Youth may still request financial assistance by filling out
the 2022-2023 Financial Assistance Request Form. You must click

the ‘Are you applying...” checkbox after they complete their

application.

b. Click Checkout to continue.

-~ o a0

Committee Chair).

Enter your billing information and agree to the council policies.
Use a checking account number or credit card to pay for your registration online.
You will have an option to make an additional donation, if you choose.
The unit may also use their unit account at the Council to pay online (check with your

@ First Name

=

Middle Name

@ Gender

Select Gender v

BSA Membership Number 7

Registration Financizl Assistance  Application Required «

[JAre you applying for "Registration Financial Assistance"?

Regular Price 518000 &

Balance Due: $180.00

Proceed to Checkout

Payment Options ~

@ Pay $180.00 full amount due
(O Pay $80.00 now with the balance due on Jun, 01 2022

S

I have read and agree to the council policies (required)

@E «
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Unit Renewal Check List

Review Your Report

The walkthrough for accessing your Unit Membership Charter Report can be found on http://northernstar.org/registration.

v" Verify your unit has the following:
M 1 Chartered Organization Representative

e  This must be the same for ALL units under the Chartered Partner
1 Committee Chair
1 Unit Leader

e  Cubmaster/Scoutmaster/Venturing Advisor/Exploring Advisor/Skipper
At least 2 Committee Members
At least 1 Den Leader

e Packs only
At least 5 primary/paid youth or approval from your District Executive

N RN RHE

e Units must have at least 2 paid youth to renew.

v' Verify positions for all adult leaders.
e Adults are required to select their position when registering.

v Verify that all of the renewing youth and adults in your unit are listed on the report.
e If ayouth or adult is not listed, they have not registered or renewed their membership online yet.

v"Inform your DE or the Registration Department of any changes that need to be made.

Verify the Status of Youth and Adults

v' Ensure all NEW youth and adults are approved.
e  NEW Adults must be approved in writing by the Chartered Organization Rep.
e All approvals must be received in writing or emailed to registration@northernstar.org.
e We are unable to accept verbal approvals.

v Verify that all adults and youth 18 years of age or older have current Youth Protection Training.
e The YPT Date listed on the Unit Membership Charter Report was entered by the individual when they
registered/renewed online and does not sync with My.Scouting.
e  Your DE will be notified if anyone has expired Youth Protection Training.

v' Contact individuals marked ‘Defective’ to ensure they are taking steps to correct their registration.
e Individuals listed as ‘Defective’ on your Unit Membership Report have been contacted via email with instructions
for correcting their registration.
e Your DE receives a weekly report of all individuals marked ‘Defective’, along with a description of what is needed
to correct their registration.

v If a registration has been corrected and is still marked defective, please notify your DE.
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Prepare Your Paperwork

v Have your IH/Executive Office or Chartered Organization Rep. complete the following:
M Review your current Unit Membership Charter Report.
M Sign the Chartered Organization Approval Form.
e Changes to your IH/Executive Office can be made using this form.
M Sign the Charter Partner Agreement.

v" Contact your District Executive or Unit Commissioner with any questions. You may also contact the Registration
Department at 612-261-2304 or registration@northernstar.org.

Submit Your Unit Renewal Paperwork

v" Turn your signed Unit Renewal forms in to your district Curbside Kick-off or Base Camp by August 15t
e  Youth or adults not included on your core charter can be added back on after renewal.

Signed Chartered Organization Approval Form
Signed Charter Partner Agreement
Any youth or adult applications and fees for those who did not register/renew online
Current Unit Membership Charter Report
e Only needed if there are changes noted on the report

NENENEN

v If you cannot drop off or mail the Unit Renewal paperwork to Base Camp, make arrangements with your DE to email the
paperwork or have it picked up.

Unit Renewal paperwork may be dropped off at Base Camp or mailed to:
Northern Star Scouting
Attn: (your District Executive)
6202 Bloomington Road,
Fort Snelling MN 5511
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