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ONLINE REGISTRATION OVERVIEW

The online registration system is designed to make it easy for families to join Scouting. They can find a
unit, if they do not already have one in mind, or apply to the unit of their choice. The system walks

them through the entire application and payment process. If there is an application or lead to be
processed, the unit Key 3 will receive an email Summary Report twice a week to notify them to take

action.

WHAT DOES THE REGISTRATION TOOL DO?

There are three parts to the tool:

1. Invitation Manager:

o
o
o

Collects information from potential new Scouts for your unit from BeAScout;
Helps you manage leads from joining nights and from individual referrals; and
Allows you to send invitations directly to interested families with a link to the
application that is specific to your unit.

2. Digital Application:*

o
o

(0]

Electronic application that collects all the data needed to register in a unit;

Allows the applicant (if over 18) or the applicant’s parent to provide a digital signature;
and

Includes credit card payment of national and council fees.

3. The Application Manager:

(0]

(0}

Collects completed applications from new youth and adults or those with current
registrations who are registering as multiple in another unit for the first time; *

Allows the unit leader/Key 3 to review the youth application and either accept the
application with an electronic signature or send the application to the district so that
they can place the youth in a different unit;

Allows the Committee Chair to review the adult application and make recommendations
for adult positions; and

Allows the Chartered Organization Representative (COR) or their designee to review and
accept or reject the application with their electronic signature or refer the application to
the district for placement in a different unit.

* Youth and adults who use this system should be new to Scouting or be currently
registered in a unit and applying to multiple in a different unit than the one in which they
are currently registered. This system is not designed to be used for youth or adult
renewals. Transfers to another unit or council should be initiated by the member or
leader through their personal My.Scouting account.

Both the Invitation Manager and Application Manager are accessed through your My.Scouting

account.
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https://boyscouts-my.sharepoint.com/personal/pwellen_scouting_org/Documents/IDG%20PROJECTS/Online%20registration%20BETA/Playbooks/my.scouting.org

How Can online registration help me recruit?

Your unit committee, leaders, parents, and youth in your unit are the best “sales force” for Scouting.
They know the program that the unit provides and other parents and youth who are not in Scouting.
However, research shows that these groups often do not encourage others to join because they do not
know how, do not have the time, are afraid to ask, or do not think about it.

The Invitation Manager tool can help overcome some of these obstacles.

e Ask parents and youth in your unit to talk with others and hand out cards or flyers with your
unit’s QR code or URL to the online application (how to on page 19),

e Have parents or youth give you the names and email addresses of friends that they think would
be interested in Scouting, input them in the Invitation Manager and send them an invitation to
join. (Make sure that the invitation for anyone under 18 is sent to the parent’s or guardian’s
email address as the parent or guardian is required to register youth under 18 years of age.)

Invitation Manager is also connected to BeAScout, an internet-based tool that parents can use to find a
unit in their area. So, families who want to join Scouting can also find your unit there to send in
requests for more information or apply directly and complete an application and pay online so that it is
ready for you to accept.

You can also use the electronic application at joining nights if you have internet access:

e Logintoyour My.Scouting account.

e Open Invitation Manager and select +New Leads.

e As prospective members arrive, have them input their email address and other required
information into the Invitation Manager new leads form.

e Select all the entries that have been input at the joining event and send everyone a link to your
unit’s online application before you begin your short presentation.

e Parents can fill the form out using their smartphone and pay their registration fee by credit card
before they leave the joining night.

e The Cubmaster, Committee Chair, or Chartered Organization Representative can open the
Application Manager and accept the new youth as applications come in.

e Since adult applications require Youth Protection Training to be completed before acceptance,
the Chartered Organization Representative or their designee can view the adult applications
that night for any “yes” answers to the screening questions. The applicant will also receive an
email with a link to YPT training when they submit their application. The unit leadership should
encourage adult applicants to get the training completed as soon as possible so they can accept
the application and appoint the person to their leadership role in the unit.

e The system will automatically send the family a welcome email upon your acceptance of their
paid application. And, if the unit has selected to automatically send a message, the unit
message will also be sent to the family within 24 hours.
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UPDATING YOUR MY.SCOUTING PROFILE, ACCOUNT, & TRAINING RECORDS

Updating your My.Scouting profile is an essential step to ensuring that you receive the notifications
from Invitation Manager or Application Manager showing what actions you must take.

Step 1. Go to my.scouting.org and log in.

If you do not have an account you can create by gﬁw
selecting “Create Account” and inputing the '

. . . Welcome to my.Scouting tegnio g
required information.

myScouting

Mpowering you to deliver the Sautinz =ro g

Step 2. Select the person icon.

. . -
Step 3: Select My Profile in the dropdown menu.
I Cubmaster Pack
. . . . . n ga@scouting.org
You will see your profile information details. Make | =
. c My Training
sure your address, phone number, email address and -
other information is correct. Be sure to save any Pl CE=

My Account

changes you make. ¢

Cubmaster Pack

Parscn I0: 9320
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http://my.scouting.org/

Step 4. To change your password and/or update security questions, click on the person symbol and
select My Account from the dropdown menu.

-
I Cubmaster Pack
qa@scouting.org
My Accoant o me
danal ot c My Training
My Profile

<

Make any changes you need to reset
your password or update your
information then Save.

Undate Security Swestions

» Anwee Guestian

i3 the riame of your first pes?

What wiks the color and manufacturer of your first car

Step 5. To view your training records and see the training required for your position select My Training

from the dropdown menu. =
I Cubmaster Pack

qa@scouting.org

At 9329
My Training
My Profile
Pt
= My Account

¢

my Scouting | My Training

My Position Requirements

My Youth Protection Training
| -
l Al
= : / Cubmaster

4 us: Never Take Addi dance in YPT .
© YPT Staws: Never Taken R e Cubmaster and Assist Pos Specific Tng Classroom  C40 Classroom Traiing
Youth Pratection Training 10 Teke Course >
€518 Weloome SC0_250 Take Course >
Training Courses by Pragram €513 Aims and Methads of Cub Scouting 520_45 Take Course >,

" CS19 Adi t SCO0_453 Take Course

My Completions
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ASSIGNING AND UPDATING REQUIRED AND FUNCTIONAL ADULT
POSITIONS

Access to My.Scouting and Online Registration tools is based 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 Chartered 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.

UPDATING AND ASSIGNING REQUIRED UNIT POSITIONS

Step 1: While logged in to your yoBcouting P ©

My.Scouting account, select ==
Menu at the top left-hand side @ rosenne ols and Exploring Units
Of yO ur screen. @i e @ ity soring traditional and exploring units. In aary 2017, Commissionar Tools will
ncils and districts 1o assign and enter contacts for tradiional and exploring units,
owlw‘-h " nal Commissioner Senicn Team i working with voluntears and profiessionals from

0 develop tools that will help volumeers serve exploring units more effectively as we
2 all units. We wil communicate to commissioners as new tools and resources

» My Recent Tools

pecific Training Released

Step 2: From the drop-down

. .
g contient thary nood when they need it & the purpese of the new BSA
menu SeIeCt the unlt you Wll OJ\WWW it has bean added 1o the leam center consisting of 14 e-leaming modules. it
.. e sakoctng youth ofices, KNG 8 crow Dudget a0 sl roorom plonring, BSA LEARN CENTER
co nflgu ring. ° per L Lo e U G T CLICK HERE T0 ALCESS POSITION SPECIFC TRAING
o in three parts, or leameng plans. Each leaming plan is designed for the spacific
taken bfor the first meeting, within the first 30 days, and wilhin 90 days. The
o"“"'“"" Manager wing volunteers bo completn their trainng at their own pace )‘J i
‘;f G Dashboard, My Traming, or, click the Position Specific Training image on the nght SEASLRUTING 2 ]

Step 3: Select Organization @ EXPLORING
Manager o-.m.._._...m. cle £55 ELPLORN TRAING .

ODMWI
step 4: From the menu on the Key Three Information Dowrloss Crrtes Cetficats
left select Position Manager: S
(If you do not see position
. i Pack 3272
manager in the list then you do _
not have access to this tool.) '

clication Agorovel

Selact why has the bdity 10 scoept (soprove) socbeations for your unrt Note: this soplies oy 15 soul appbestions
e . e
- [a] Jormenistes Chisk Hecommendatio

1 0 Chirtened Org Mepresentative Anpiovsl Rsguined

ypes of Youth Applicans This Pack Acceprs

@) Dot Boys e Girla
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At the top of the page you will see
two tabs, one for Registered
Positions and one for Functional
Roles.

‘ Functional Roles

Committee Member (7) Show All  Den Leader (5) Assistant Cubmaster (0)

The page will open with the S il | Peok T
. ey . . Unit Pin + Kessie + Adam
Registered Positions showing. e —
| Fosition Mznzger + Leii + Randel
Note: only the council can update . . o .

or change the person holding the
COR position. All other positions
can be changed by the COR or their
delegate.

The number of people in each
position is listed beside the position
title.

Registered Positions Functional Roles

Chair @ Cubmaster (1/1%) Chartered Organization Rep. (1/1%)

+ CCPack 4  Cubmaster Pack

Pack 3272

If there is a limit to the number of T . PR—
people that can hold the position e i i P
concurrently, there will be asecond ™™ o —=
number after a slash. —— . -

Reports | Ann +  Joshua
An asterisk beside the position
means it is a required position, so
someone must be in that position.
Step 5: Drag and drop the Tiop 32469708 72427 s
person from their current ey
position to their new position. $ s .

Troop 3246

In this example you can see the
new person was moved into a
position that only allows one
registered adult. - o

KEY 3:
Committee Chairman (1/1%) Cubmaster (1/14) hartered Organization Rep. (1/14)
+ CCPak +  Cubmaster Pack & CORPac
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Before | can save | must move
the other person out of that
position by dragging and
dropping their name into
another position.

Tioop 3246 BPOE #2427 Elks

Registered Pasitions. Funerinnal Reles

KEY 3.
Cormerstwe Chalersan (4/1%) B, (114

Step 6: Save your changes

UPDATING AND ASSIGNING FUNCTIONAL ROLES

There are several Functional Roles that can take action in Online Registration.
Only the COR can assign this functional role:

e COR Delegate — the Chartered 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, Skipper, Lab Manager, or Exploring
Advisor. Up to three people can be assigned to this role. In this role they can accept youth
applications.

e Registration Inquiry — This role is a “view only” role that can be given to those who need to
have access to Invitation Manager or Application Manager to see information. They cannot
approve applications.
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Step 1: While on the Position
Manager Screen, select the tab at

St e
the top that says Functional N o & 6 H
Roles. Packata - [e— = —
e D
Ulnld\dwm? Unsit Training Chair (011}
e [f all of the positions in that ) 00 @ o @
role are not filled you will s B
an ADD button. || e
e |[f all positions in that role are

filled you will just see the
names of the adults holding
the position.

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

Riggisstenid Pos Funational Roles
SRS g COR Debagain (1/1) Koy 3 Delegats (373} Begistration nguiry {1,
Select the Blue Circle beside '* ey o B

the person’s name. — ¥ o ® Lk
A pop up asking for the - T i R
Expiry Date will appear. Put + P B o e
in the date that you want the Boee s

position to change. If the [ ronontisn

Expiry Date you enter is

greater than today’s date
then the person will remain
in the position until that date.
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 Bl Exire Posiion
for that positiom

Enter the expiry date for the outgoing position.

Expiry Date:

0472072021

Pack 3272 Monlicello Lions Club

N + (= Q
Pack 3272 | Uit Moy Dubngate =] Loy -}
i @
Uit Acthvity Chair (171] Urit Acdvancerment Chair (1) Unit Training Char (01}
= + 8 o @ 0 @
cuth Protaction Champeas {111}
...... > - )
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Step 3: To add a person to a
functional position: Seest  Memoer o Assign o this Posiion

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

e You will receive a

@ Functional Position assign iy, Please allow up 10 24 hours far the changes to take effect

. o PaCk3222Mastiel Lion:
message telling you the
fu nctional position Was & Registered Positions Functional Roles
. o=

ass|gned Suceessfu"y- v?ur COR Delegate (1/1) Key 3 Delegate (2/3) Registretion Inquiry (1)
e The position will take Pack 3272 — [ o o

effect within 24 hours of e

making the change- s Unit Activity Chair {1/1) Unit Advancement Chair (0/1) Unit Training Chair (0/1)

+ Pau ] A00 @ 200 @

Youth Protection Champion {1/1)
Raster + Pack Treiner ]
Position Manager

Reports

Contact  Terms & Conditions
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CONFIGURING THE ONLINE REGISTRATION SYSTEM

Before your unit starts using the online registration system, there are some configuration decisions
that the unit must make. The Chartered Organization Representative, or the Committee Chair or their
designee has access to make changes through the Organization Manager tool in My.Scouting.

CONFIGURATION OPTIONS

Configurations that your unit can make include:

Committee Chair recommendation for adult positions —This configuration allows the
Committee Chair to recommend the adult positions to the CR for approval. If this option is set
to “CC and COR Required” the CC will need to Click the Recommend button before the
application is available for the COR to accept.

Adult application availability — this configuration allows the unit to turn on or off the
availability of the adult application online. The youth application will always be available
through the system. Your council can choose to override this option, so you will not see the
drop-down box in your configuration options.

Unit Fee Message — only the national registration fee, Boys’ Life subscription fee, and a local
council fee (if applicable) is collected through the online payment system. This configuration
allows units to inform applicants that the unit has an activity fee, the amount of the fee, and a
message about what the fee covers. This message will be sent on the invitation when sent
through Invitation Manger.

Automated Welcome Email — the system is configured to send out a welcome email from the
BSA National Service Center with a message from the CEO when a youth or adult is accepted by
the unit. This configuration sends an automated welcome message from the unit the day after
the national welcome message is sent. There is a place for you to add the message that you
would like to send to the new families.

Family Scouting — this configuration will only be visible to Cub Scout Packs. This setting will
allow you to select if the pack is “boy only”, “girl only”, or accepting “both boys and girls.” This
information will show on your unit’s BeAScout pin so that families can use this information to
select the pack that is right for their family’s needs. Scouts BSA troops are automatically given
the girl troop or boy troop designation that was entered when the unit formed.
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SETTING YOUR UNIT’S CONFIGURATIONS

Step 1: While logged in to your / myScouting e P
My.Scouting account, select MeAu  fm

at the top left-hand side of your @ susone ols and Exploring Units New to Scouting?

Click Here To Take Training

screen. ® e L ity serving tradibonal and explorng units. In early 2017, Commissioner Tools will
ncils and districts 1o assign and enter contacts for radiional and exploning units,
nal Commissioner Service Team is working with volunteers and professionals from
0 develop tools that will help volumeers serve exploring unis more effectively as we
» all units. We wil communicate to commissioners as new tools and resources

[ opee—

> My Recent Tools

~ Tin 0144 - Wast District 08 r P
Step 2: From the drop-down menu ___Specific Training Released
select the unit you will be @ [EEEiuEEECEsEsEL

o P solocng yh ofcas,bukng a row buset and il prooam ponng BSA LEARN CENTER
co nflgu rng. °“""" B b awy o CLICK HERE T0 ALCESS POSITION SPECIFC TRAINI

wf in three pans, or leameng plans. Each leaming plan is designed for the spacific

taken bafore the first meeting, within the first 30 days, and within 90 days. The

wing o comploti thiir training at their own pace _\ }
Vi S

Dashboard, My Traming, or, click the Position Specific Traineng image on the nght

Step 3: Select Organization @ EXPLORING

Manager \ O..W_.._.......,.. CUCK HERE 10 ACCESS EXPLURIS TRADIG ‘

Step 4: Settings configu rations: Key Three Information Downlosd (e Certrficats
e CC Recommendation: Select e

whether you want the CC to
recommend adult positions.
Default is CR only.

Fettings

B Ao Aduh Applicasions

Types of Youth Applicars This Pack Accepts

O Gritaly ) Goys Only (@) Both Boys a0 Gl
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Adult Application Availability:

If you want to turn off adult

application availability change

that setting. (If this is not
available the council has
elected to configure this

option for all units.) Default is

to accept adult applications.

Types of youth Applicants — if

you are a pack, you will see
this setting. Select whether
your pack accepts girls only,
boys only, or both boys and
girls.

If you are in a troop this will
automatically populate in

BeAScout based on your unit

type.

Unit Fee Message: If you
would like to display a
message about additional
unit fees in the invitation
email, select opt in and type
in the fee amount and a
message about what the
fee covers. Default is opt-
out.

Automated Welcome
Email: If you would like an
automated welcome email
from your unit to be sent
upon acceptance of an
application select opt-in
and type your message in
the space provided. Opt-
out is the default. There
will be a National Welcome
email sent immediately
after joining and the unit
welcome email will be sent
on day 2.

Key Three Information

Charered Organization Rep.
COR Pack

qa@scouting org

Settings

Committee Chairman
CC Pack

ga@scouting.org

Dowinload Charter Centificate

Cubmaster
Cubmaster Pack

qa@scouting org

Unit Pin

Please be aware that as of July 1, 2020, online applications may only be paid by debit or eredit card

Memiership Application Approval
Roster

Position Manager

and Chartered

® Chartered Org Representative Approval Required

Reports @] Committee Chair
Uiy Aaplien

Ad =
= Allow Adult Applications

\ Types of
O Gilonly () BoysOnly @ Both Boys@

Email Settings

Fee Emg

a Include Fees/Fee Explanations

Online Registration Emails

O WekomeEmalls

SAVE

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

Ttative Approval Required

When you have finished making changes
don’t forget to save your work!

Changes may take up to 24 hours

to show in the system.

Sample Welcome Email

Membership@scouting.org
‘Welcome To Troop 0144 Flora Rotary Internationall

H Troop 0144 Flors Raotary Intssnatsal
Deas Peter Weller,

Thask you for pommg Troop (144 chanered by Flora Botary Imtematsonal |

As the volumteer leaders of Troop 0144, we wanted 1o take a moment to websome you 1o our Teoop. If you need awsistance or are unsare of what your next

We are axcited to have your jomn our troop which mests at §lora Rotary Intemational, 1235 Walnue Hill Koad. Just a remnder we mest svery other Monday]

We look forward to having you pom us on the Scouting toal

Vo in Scouting.

Aaren Dean Goedman
Scoutmastes

et
(574) 686 - 3124

Dick N Bushop
Chartered Crganization Rep.
clhanke# e outing crg

(574) 967 - 3962

Welcome Ta Troop G144 Mlars Natary terneti ]

Gregor
Commy
cthankd]

(76532
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SETTING UP YOUR UNITS BEASCOUT PIN

BeAScout is an online site that prospective members can use to find a unit near them. To prepare for
your My.Scouting Tools Online Registration go-live, please verify that your BeAScout pin is turned on
and that the contact information is current and displays the information you want shown for your unit.

Step 1: Log in to your My.Scouting account. - my.scouting.org

Welcome to my.Scouting i

Step 2: Go to OrganiZatic’“My' @ myScouting e
e Select Menu Mseatin | rm——

e Select your unit

e Select Organization Manager
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Step 3: Update your Unit Information

A. Select Unit Pin on the left-hand side of the
screen you will now see the fields available for
setting up your BeAScout Pin.

B. In the Unit Information section of the screen,
set the Appear on BeAScout to the on
position. If the check mark is visible then the
setting in in the on position. Turning this on
allows the unit pin to show on the map.

C. Set Allow People to Apply Online so it is in
the on position with the check mark showing.

my.Scouting | Organization Manage:

Pack 3272 Monticello Lions Club

Unit Information Unit Pin Preview

@ Pack 3272 Montice]
25

B
iio M, 55362

Appear o BeaScoul: @
[ @]

Allow Peaple to Apaly Online

Setting riine Regis wailzble it
unit Pin Request More Information Apply Now
un wisbsite
i etshaveli org Fields to Display on Unit Pin:
Acdtionsl Un nformation @
Phane Number
contast Emat )
unit wessite @«

/

\ ‘

my Scouting | Organization Manager

Pack 3272 Monticello Lions Club

Unit Infermation Unit Pin Preview

® Pack 3272 Monticella Lions Club

‘Appear on BeAScoul [ @]
@

Allow People to Apply Online:

Request More information

Fields to Display on Unit Pin:

Unit Me

G

Phone Numbe!

Contact Emai

sense |

Unit Website

Additional Unit Informetion

L

D. Add your units Primary Contact
information — this will be the person
whose information will be visible when
someone clicks on your unit’s pin. It is
recommended that you include an email
address. The telephone number is
optional and will only show if you select
to display it. Use the edit button to
change the contact information.

Enter your unit’s web address in the
Unit Web Site box.

F. Add additional information — frequently asked questions can be addressed here such as what
day and time the unit usually meets. This field is optional but can help parents determine if your

unit meets their needs before they apply.

e For Packs you may list your den meeting info, such as days

and times —remember new parents who have never been in

Scouting may be unfamiliar with our program. So, including
things like “Tigers meet on Monday” will not be helpful,

instead say “1st graders meet Monday.”

e For Troops, Teams, Crews, or Ships —you may want to list
any specialty areas of interest your unit does such as a Troop

that focuses on hiking, or a Crew that focuses on scuba, or a
Ship that focuses on sailing small crafts, things that will help
people decide if it is the right unit for them.
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G. Check your unit meeting address and correct

if needed. It will default to your Chartered

Organization address. If this is not where ket

your unit meets edit the address so that your
meeting location will show on the pin.

If you change the unit meeting address, be
sure to click the Locate button so that the

latitude and longitude for the address you
entered are mapped.

‘my Scouting | Organization Manager

Pack 3272 Menticello Lions Club

Unit Informatica Unit Pin Freview

@ Pack 3272 Monticello Lions Club

unmen

\ddress Le 1
Settngs 123 west e
oy
\ e

anaes |
i\\

88

Unit Meeting Address

nnnnnnnnnnn

ss362

Step 4: Select the fields to display on the
unit pin.

The fields you can choose from are
displayed in the Unit Pin Preview. The
unit type you configured in Settings will
automatically show and the apply now
online will show if you enabled it in the
previous steps.

The fields you select will display in the Unit
Pin Preview as you enable them so that
you can see what will be displayed on your
BeAScout pin.

Only those fields that have the check mark
next to them will display in BeAScout.

If you have made any change be sure to
SAVE so that all of the changes are applied.
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INVITATION MANAGER

KEY UNIT ROLES AND ACTIONS IN INVITATION MANAGER

The following unit positions have full access to the Invitation Manager Dashboard on My.Scouting
where they can add leads, manage inquiries from prospective Scouts, and send joining invitations:

e Chartered organization representative (COR)*

e Committee chair (CC)*

e Unit leader (Cubmaster, Scoutmaster, Crew Advisor, Skipper, Coach)*

e Institutional Head/Chartered Organization Executive Officer (IH)

e New Unit Coordinator
e Key 3 Delegate

* = Members of the Unit Key 3

The Unit Key 3 can assign a “Registration Inquiry” functional role to other unit volunteers who need
read only access to view lead status and submitted requests.

USING INVITATION MANAGER - OVERVIEW

Welcome to my.Scouting (g mseng

To view and act on an inquiry that has been
submitted to your unit, you will need to login to
your My.Scouting account.

my Scouting e @)

Empowering you to deliver the Scouting program.

BSA LEARN CEN

CLICX HERE T0 ACCESS PRSI CPos

CLICK HERE FOR YOUTH TRAINING

=
5]

— Step 1: Select Menu in the upper left corner.
| __ Step 2: Select your unit.

_— Step 3: Select Invitation Manager from the drop-
down list.
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status overview of the number of leads/requests

% " ‘ i ‘ — The top section of the dashboard provides a quick
submitted over the last 60 days that are either:

. 0 e New — the lead originated in BeAScout and
o : nobody in the unit has opened this record;

g @ ot e o e Opened — someone in the unit has opened

e R the lead or has entered the lead manually,

. - — but no invitation has been sent.

% Dimmmae]

Leaders should view new and open leads to
see if there is a request for information that

— - appropriate to send an application email.

The pie chart gives you a visual representation of
the source of active requests in the system.

L
[o oo oo

Hovering over each color in the pie chart displays
the number of active requests in that category.

The colors in the pie chart correspond to the * Blue = requests submitted through BeAScout.

colored circle next to the person’s name in the e Orange = manually entered from joining night.
Leads section at the bottom of screen. e Teal = manually entered from an individual
referral.
° = manually entered from a source other

than those listed above.

ek The Leads section of the dashboard shows the

Q t . .
O —— o e e e sren

e The default sorting for the bottom LEADS
section is to display New & Opened
requests first, those in Pending

g Reassignment next, and those for which

an Invitation was sent last.

(o o Mo Mo Mo

ale 3

e Those awaiting action the longest will
appear at the top.

e The filter can be used to change the leads
you see by source or by invitation status
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Invitaticn 4 - Troop CO0d Ieitation Link - Trocp D003

USING URL’S AND QR CODES

URL’s and QR codes provide links that are specific to
each unit. These can be used on handouts, fliers,
and unit emails that are not sent through Invitation
Manager.

To access the URL or QR code, select the URL or QR

The Status Summary displays the number of
requests that fall under the following statuses:

e New - request from BeAScout that has
not been opened.

e  Opened - request has been viewed or
entered manually.

e  Pending Reassignment - request has
been sent to the district to be moved to a
different unit.

e Invitation Sent

e  C(Closed - requests either timed out after
60 days of inaction or were manually
closed by the unit.

e  Completed - an invitation has been sent
and opened and the person has initiated
an online application.

If an invitation is not sent within 60 days, the lead
will go to Closed status and no longer show in Leads.

........

taitation QR - Troop 0003 Invitation Link - Troop 0003

code button. URL’s will automatically save to your
clipboard so that you can paste it into a document
as long as the clipboard is active. QR codes will
download as an image file, so you will be asked
where you want to save the image for later use.
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PROCESSING LEADS

Troop 0003

A Q e
R oo
Teeap 0003 L
0 ven PRI
0 o
i °
) o
P e
L]
o st Ot S

rPiiEton Linl k « Troop 0033

VIEW COLOR MATRIX

-]

i |

-

The Source column allows you to sort the Leads
by the source through which they were received.
This allows you to process from specific sources
easily.

The Send Application button allows you to send
applications to more than one person at a time.

The Send Email button allows you to send a
message to one or more selected leads.

The Filter icon allows you to filter this list by
source or by invitation status for easier
processing.

Invitation Status
BeAScout Initiated Sent
Joining Night New [0 closed
Individual Lead Opened [J completed

Other

<]

PendingReassignment

CLEAR OPTIONS SHOW RESULTS

EXAMPLE: If you have a joining night and you
want to send the application to everyone
attending that night...

e First, sort by Source using the up or down
arrows next to the word Source or use the
filter.

e Next, select the boxes next to the leads to
which you would like to send an
invitation.

e Then, click on the send applications icon in
the grey ribbon above the lead list.
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You will see a notification of which leads
received invitations after you click the send

invitation button.

e

Troop 0003

Troop 0003

tetaten

VIEW

VIEW

Invitation Sent

Bl Jemes MogE INFE

MosE INFa

Bownload QR Code

Lesd information

Billy James

Curren Status: Sent

Address. 1434 W Walace Dy
Erid, DK OMUAHOMA

%, Phone: (555) 555 5555

B Fmat Sayjsmesg@gnuil com

Invitation Link - Troop 0003

Are you sure you want to close this lead

Cancel Close Lead

When you select the Invitation button on the
menu to the left, your screen will refresh, and you
will see the number next to the Invitation Sent
category increment by the number of invitations
just sent and the new and/or opened will decrease
by the same number.

VIEW COLOR MATRIX

Lesdotes Close Lead. You would use this button if:

Etstu updotec 1o Sem

e You have talked with the person and they no
longer want to join your unit.

Selecting Close Lead will remove the request
from your leads list and place it in the Closed
category in the Summary section of your
dashboard.

You can always reopen the closed request which
will return it to your leads list.

To Close a Lead:

Select the lead you would like to close from the
list and select the Close Lead button. You will
get a warning asking if you are sure you to close
the lead.
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Lo etonnion e o Complete a Lead:

Etstu updotec 1o Sem

Billy James

it After you receive a completed application from the

T lead through the online registration system or a

S S paper application you should go back to the lead
and indicate it is complete to clear it from your lead

list.

%, Phone:

Reassign the Lead:
Select the reassign lead button if the
application needs to go to another unit.

Billy James
Curren Status: Sent

e The request is moved to the District’s
dashboard so they can find another unit to
take the request.

Address. 1434 W Walace Dy
Eridl OF-DKLAHOMA

%, Phone:

B Fmat Sayjsmesg@gnuil com

e You will be prompted to select a reason for
reassigning the application.

e The request will be placed in the Pending
Reassignment category under your By Status
tab.

e The request will be removed from your
Pending Reassignment after District action.

SELECT A REASON BELOW

NOTE: Your council may have auto reassignment
turned on so if you do not take quick action (within 5
days) on a lead it may be directed systematically to the
District Executive.
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ADDING LEADS MANUALLY

Step 1: Select +New Lead.

Invitaticn G - Troop COO3 Imeitation Link - Trocp 0003

Lead Source

Step 2: Select the Lead Source from the dropdown
list. This can be Joining Night, Individual
Lead, or Other.

—— * Lead Source

Parent / Guardian / Volunteer Information

Step 3: Enter information in each required field. _________» + First Name
Fields that are required are denoted by and
astrik next to the field. " Lsteme

Suffix:

* Email Address:

* Phone Number )
Country: USA
Address Line 1:
Address Line 2:
City:
State/Region:
ZIP Code:
Step 4: Save. If you are using this as your sign-in

for a joining night you have the option of \

pressing save and add which will save and

clear the form for the next entry. SAVE AND ADD ANOTHER ‘ ‘ SAVE ‘

o

—
e ——

Step 5: Send Application.

PAGE 23



Dear Camie Cash,

i an Wt Crow 0003 by
EGireansbung Linded Methodis! Church. Wilhin Scoiting, youl I ynamic and sngaging
peograms thal ofler Mi-Changing Epanancas i M 3reas of CRAMACIS evMOpTANL
Isackenhi, CREenship and adventurenot 1 mention et

The onfine application changes only Sor national membership fees and Scys’ Life
magasing subscrpbion

Please soect The registration fee ANL e subscriplion 10 Hoys” Life. If you hae
i Ian one child in SooUting, ploase requesT only one Bays’ Life subscription
Ramily, Afiés you vt MAdD e payment 14 credt card and subm your chids
appcaton, Crew D00 b nolMed. Cotw D003 will FHmburss you 10r Hio full amound of
the registration foe AMD Soya’ Life SULSCIPUON 35 long &5 you'your Scout agrees 1o
Pparticpate in one lundrising event (Such as parkang cans for a Moda Conter event one
evening, assising at a parish breakdast, of seling 120 meat sicks in e sprng)

To el started, phease chck I applkcalion Ik Dok,
Aok Tung Yo sl your gopicabon
B you need assistance in completng the apedication, please rach out to e Member

Care call (17} 580-24889, Moncsy
Ewiugh Friday fom Fam - 7pm Central Tene. We'd be happy 1o assst

Onca your regetraton has L
Information, and acdtional details about Scouting.

Thank you agen Lethe fun and 3

An invitation will be sent to the requestor and you

will be returned to invitation dashboard.
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APPLICATION MANAGER

KEY UNIT ROLES AND ACTIONS IN APPLICATION MANAGER

Below are the unit positions that have access to Application Manager and the actions they can

perform.

Unit Position

Actions

Chartered organization representative (CR)*

e Review and accept or reject unit’s adult
leader applications. This is the only role
that can accept or reject adult
applications.

e Reviews and accepts or rejects unit’s
Venturing adult participant applications.

e Canreview and accept or reject unit’s
youth applications (shared unit Key 3
role.)

Chartered organization representative delegate

e Same duties as CR above.

Unit committee chair (CC)

e Can review unit’s adult applications and
make recommendations to approve to
the CR.

e Can review and accept or reject unit’s
youth applications (shared unit Key 3
role.)

Unit leader (Cubmaster, Scoutmaster, Crew
Advisor, Skipper, Coach )

e Reviews and accepts or rejects unit’s
youth applications (shared unit Key 3 role
— primary)

* If necessary, the institutional head/chartered organization executive officer (IH) can also

perform the same duties as the CR.

The following have read only access to view application status to ensure the unit is acting on

applications in a timely manner:

e New Member Coordinator and

e Registration Inquiry (go to page 8 for instructions on assigning this functional role.)
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USING APPLICATION MANAGER

OVERVIEW

¥ To view and act on applications that have been
submitted to your unit, you will want to log in to
my.scouting.org .

e Select Menu.
e Select your unit name in the dropdown list.
e Select Application Manager.
RSALEARN CENTER
CLICK HERE T0 ACCESS POSITION SPECIFIC TRAINING
" gl
EUI;‘SC!I‘UTING SCOUTS BSA
EXPLORING'
CLCK HERE T0 ALCESS
S
Application Manager Dashboard Overview w o . ‘ o bays | . ‘ &
The top section of the dashboard provides a /% — j

quick overview of application processing
statistics over the last 60 days.

L]

The application is tracked through the
system for 60 days, after which the
application is timed out and removed from
the list. That is why the view is always of the
last 60 days. This is to encourage units to
take timely action.

000000000
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https://my.scouting.org/

The Summary section of the dashboard contains a A 16 | oDays

[ 6
list of the different statuses that the applications bj. T | TR | mmr | e
can be in depending on the actions you have takenNA ooty poe
[ : @ "
You will see the number of applications in each o .
status in the blue circle to the left of the status. / E -
o -
[
Select View to display the unit’s applications that b
are in that status.
ﬂ 16 | oDays 6 6
b ‘-‘i d ‘I".W'!I“ ‘WWL'-N Appiario) 18 ISagreed Pt Ao e
The Alerts section of the dashboard shows you how vonp 00 —

long applications have been pending since they
were first submitted.

The Applicants List is at the bottom of the
dashboard. This list contains the applications that

have not completed processing. When you first
open the dashboard, the list will display the

applicants who have been in the queue to Ior::;/
[mI |
Applications can be sorted by name and appli : :
status by using the arrows next to each column - ;
name. :
H
You can also Filter applicants by: A | s
b*
TYPE APPLICATION STATUS % Ticop D003
O  Youn Pending Refund

From Date Pending Acknawiedgement

<< < < I < |
oOoo@mB#snA

Completed
To Date

CLEAR OPTIONS SHOW RESULTS

2
]
¥
]
¥
x
*
2
r
r

=
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To Search for a specific individual, type the name in

the search field or Application ID. m

To see the details of an application, just click on
the applicants name to open the applicatio

Trocp D090 Greensbung Lisfled Wethodint Church

Apication Holes

$ e

\@ Application Statis

Troop 0003 Q

In this view, you can review parts one and
two of the application.

If it is a record that you can act upon, you will
see the action buttons at the bottom of the
screen.

To close the record and return to the main
dashboard select Applications on the left-
hand side of the screen.

H
o
¥
¥
r
4
2
o #
o f
& ¥
[*]
Troop 0003
Review Applcation
B oo
| - S

IEW COLOE WA T

COMPLITED ]

coMmEED @

L

5 DOWNLOAD APPLICATION

REASSIEN | | RETUSP APPLICATION D0 NOT ACCEPT
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UNDERSTANDING PAYMENTS

Only Credit/Debit cards are accepted by the
online registration system. This makes it easy for
you to know that anyone who has applied has
paid their national and council fees (if
applicable).

.

Va [0) 2%
1l
AL

®

THANK YOU FOR JOINING
THE BOY SCOUTS OF AMERICA!

We're excited you've decided fo build a Scouting adventure with Pack 3220 Cedar
Springs United Methodist Church in President Gerald R Ford.

A copy of your invoice may be obtained from the link below.
Click here

Once your registration has been processed, you will receive an email with contact
information and additional details about Scouting

If you applied as an adult leader, national policy requires that you take BSA’s Youth
Protection Training before any participation with youth. Please click here to get started.
Also, check with your unit leader to find out if any additional fraining is required.

Thank you again. You've made a great choice!

Let the fun and adventure of Scouting begin!

President Gerald R Ford
616-785-2662

Pro-rated fees collected through online registration
include:

e Registration fees

e Boys’ Life subscription fees

e Council fees (if the council has elected to have a
council registration fee)

Unit fees are not collected by the system; however, a
generic message about unit fees is included in the
checkout screen. “Uniforms costs and other other
resources are not included. There may be additional
fees payable directly to your unit. Please contact your
unit to learn more.”

To the left is an example of email with the invoice link
an adult recieves upon submitting their application.
The message also provides the adult with a link to
Youth Protection training so that they can complete
their training before they meet with youth.
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PROCESSING YOUTH APPLICATIONS

The position primarily responsible for accepting
, youth applications is the Unit Leader (Cubmaster,
@ o T Scoutmaster, Venturing Advisor, Skipper, Lab
Manager, Exploring Advisor); however, the
Committee Chair and the Chartered Organization

Treop 0003 Q sean

I. : Representative or their delegates can also accept
=4 youth applications.

i : Each application is identified as either that of a

J : youth or an adult.

o

=i ¥ vouth

’Adult

Click on the name of the youth applicant to open
the application.

Troop 0003 Greenaburg United Methodiat Church

An Application Actions window appears. The main
E P PP pp

sections are:
T4 Billy Kidd
- e T
Troop 0303 Fareder W

1. Application Notes — you can add notes here so

......

that others in your unit who have access will

el \ know what you have done.

2. Application Summary — shows basic detail from

— Q =3 application and displays the Invoice so you can
PR see if payment has been made online.
B o e <— 3. Review Application — allows you to see the
[ e e R information on the application before you
&3 B accept the applicant or move them to another
4 . status.
o E 4. Application Actions — this is where you accept,

/ reassign, or do not accept the applicant.
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Troop 0003 Greenaburg United Methodiat Church

To add a note, click in text box, type your message,

% and click Post. Whatever is entered here becomes
3, Billy Kidd
e e r— an official and permanent part of the application

records.

Appitaten

Your note will be added, along with your login

information and the date. These notes are sorted

oldest to newest. Notes allow others in your unit
who can take action or who have viewing rights to
know what has been done.

b Troop 0003 Greensbury United Methodist Church Appliction 1 - 3682 When you choose Step 1 in the Review Application
section, you will see a screen like the one to the
left. Here you can view the details about the
youth, parent, and the Lion or Tiger adult partner.

Application Details

Application I 3692

Farent / Guardian Member 1D

gt uacarEnIoEs

Tell s Abgul Your Child
First Name Bity

Last Name

Date of Birth 20050715

ground CaucasianWhite

Grade Hinth Grade

Step 2: Accept, Reassign, or Close the Application

e

When you accept an applicant, the system will
automatically email them their onboarding
materials and assign them to your unit. You have
no further action to take besides welcoming them

to your unit.

3 s seCATON
@ assivian Loidrsduiet=dicic m
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If you receive an application, and cannot

ey B accommodate the youth or find that your unit is
B eine not the right one for them, you will need to click
2 Reassign. Do not forget to add any notes before
B you click on Reassign.
[+ 2

@ DOMHLDAD APPLIEATION

AP ‘w"'.w'mm m

REASSIGN APPLICANT Select a reason for the reassignment request from
the list provided. This will be used for reporting

= Reassign Reason

purposes.

Nt enough volunteer help
Scheduling Conflicts
Special Needs

Too many members

Other

Once you have selected the reason, click Confirm

Pending S N . .
Feing summany and the application will be moved to Pending

Reassignment status in your Summary section of
Pending Acceptance . i
the application manager dashboard. And, the
Pending Applicant Response . . . . . .
) application will be sent to the district to reassign to
Pending Acknowledgement
another unit.

Pending Payment

Pending Refund

Pending Review

@'enc ng Reassignment

o Pending Applicant Agreament

o Completed VIEW

The applicant will receive an email message R
letting them know that the unit has reassigned —

their application to the district. It also contains b
the council contact information so that the \ b

applicant can follow up with the council.
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The final option you have for Youth applications is

3 WP e Do Not Accept.
B e e
B . If you identify an applicant you recommend for Do
o Not Accept, select the application record, and click
Do Not Accept.
o . P

If you select Do Not Accept you will receive a
warning message like the one on the left.

DO NOT ACCEPT Do not record the reason for your decision in the
By selecting this option, you are recommending to the Council that Application Notes. That should be a conversation

the applicant not be accepted into any Scouting unit.

between you and the council.

The Council may contact you to clarify your reasoning for making
this recommendation.

g Click Confirm (clicking X will return you to the
- [ T i applications for you to choose a different action).
‘ [R—— o ® . . .
After you click confirm, the status will change to
B . . .
Pending Review and a status message will appear at
. the bottom of the application detail.
B

Close the application by selecting applications on the
left-hand side of your screen.

If you need to return to the application for any reason, it will be available under the Pending Review status
in the Summary section of your Application Manager dashboard until the Council takes action.
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PROCESSING ADULT/ADULT PARTICIPANT APPLICATIONS

@ 1 0 Days ‘ 7 ‘ 3
| e | e | e
crow 0003 - Processing Adult applications is very similar to
o Youth applications. However, adult application
o actions can only be processed by the Charter
E Organization Representative (CR) or their
o delegate. The Committee Chair can recommend to
- o ) the CR if the unit has chosen that option in the
P— system configurations.

Q,  searcn

Each application is identified as either that of a

| | lame % Application Staws . . . .
0g o youth, Venturing Participant, or an adult.
o ¥ Grant Thomt
o ¥ PATRICIA WELLEN
o ¥ 3 Davidk YOUth
o ¥ Fanny 4
O X e Venturing Participant
o ¥ By Rubl
2 Adult

If you want to only process adults, you can Filter
applicants by application type:

TYPE APPLICATION STATUS

..... 2 |

Adutt [ Pending Pending Payment O
-] { 4
O Youth O Pending Applicant Response | Pending Refund (= ]
(A J
O Pending Reassignment O Pending Acknowledgement »

[=
O O Closed 3
[ eending Review [ completed ¥
E ]
r
CLEAR OPTIONS SHOW RESULTS r

=
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Aoplicaion Staus T Once you select Show Results on the filter, only

Q  searen adults will appear in the Application Status view.
Adults include Volunteer and Venturing
- Participants in the filter.
O T Roberts @ [
a Apil Menillan
=
O Sydrey Murden . .
To open an application select the persons name
0 J Winzton Churchil
& from the list.
Treop 0003 Greensburg United Methadist Church
A Apgiicstion Sumemary Appiiestion Notea
When you open an adult application you will see the T Pt Welles
Application Summary showing the basic personal —l T
information for the applicant. You can also view the
invoice in this section of the application. | doenen
S S ]
You can open the application by selecting the Step in the —
o . — ‘ COMPLETED °
application.
E Backgreund Information COMPLETED [
B - o
If an applicant has selected “yes” to any of the screening B o
qguestions you will see a notice that you must review o "
those answers and note your response before you can -
accept the applicant. Select the red button to review i
those questions. —>

If the applicant has not answered “yes” to any of the
guestions you will see the action buttons to accept the
application.
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You will need to acknowledge that you have read the
explanations given for each of the screening questions to
Wh|Ch they anSWEFEd affil’mativew C“Cking the ChECkS & Have you ever been arrested for a criminal offense (other than

minor traffic violations)?

next to each question.

See above,

° Have you ever been removed from or asked to leave a leadership

position inan ¢

You will also be asked to type in comments to show that

you have discussed these questions with the applicant. \

After you type your comments the | Acknowldege ks
button will become active and you can submit your

ion due to alleg regarding your
personal conduct or behavior?

Sometimes you have to fight for your right to party.

Type comment with reason

&

\ 0/250
Once you have submitted your comment, an Ropbcation Summary Apliion otes
Acknowledgement note with your comment will appear S L oo
. T » o g
in the dashboard. R

Date of e Jan 1,1579

1\, Phone (246) 484 2475

B Email Pattys@scouting o
The action buttons allow you to Accept, Reassign, Return
to Applicant, or Do Not Accept will appear at the bottom

of the application.

Review Applcation

n Basic informartion COMPLETED (-]
n Backgroud Information COMPLETED L]
B
[
B °
T} ADDITIONAL INFORMATION D DOWNLOAD APPLICATION
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In Step 2 of the application, you will find the %%  Pack 0292 Greensbirg United Methodist Church Application ID - 3152

References section with the names and contact
) ) A . E Step 2: Background Information
information for the applicant’s references. You will

Experi

want to contact the references to ensure that you

want this adult as a leader in your unit.

‘Additional Infermation

- _ ’ After reviewing the application, if you still need
e e more information you can either call the applicant
o directly or you can select Return to Applicant

L ’ which will send the applicant a message that you
B ° need more information and will send them a link

D st veossnn e to return to their application.

- ()

RETURN APPLICATION When you select Return to Applicant, a message
box will appear. Type your request in the space
Enter instructions o refum to the applicant provided and an email will be sent to the applicant
asking him/her to log into My.Scouting and go to
My Applications to supply the needed

information. Note: you must enter your message
in one paragraph. Words typed in an additional
paragraph will not appear in the box describing

what is outstanding.

In MyApplication Dashboard the applicant.sees
Provide Additional Information. Clicking here a
Popup modal appears with wkat is needed. Click ok

and the screen to make the ent\y appears. \

S

Please Make the Following Changes:

Please give additional informtion about the incident in

Homoe inté Pending gl ant Respons the screening questions.
Cancel m

TN FROVOS ADITIONAL IFTMATON
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Revien Agpication

‘ Masic Ifermatizn COMPLITED ]

n Bachgraund Infarmaton COMPLITED ]

B If you are ready to accept the adult, you can now
. choose the Accept Button.

B

T) ADOAIONAL INFOIMATION G DOWNLOAD APPLICATION

P | [ semassappucanen i ocnorecce:
L

ACCEPT APPLICANT A list of available positions for the unit will be
provided for selection. Select the position for

* Select an Available Position:

which this applicant will serve. Press Save.

Assistant Scoutmaster
Committee Member
Leader of 11-Year-Old Scouts

New Member Coordinator The applicant will move out of Pending Acceptance

Unit Chaplain

on your dashboard and will move to Completed

Unit College Scouter Reserve

UnitReligious Emblems Coordinator status. They will also received an automated

Unit Scouter Reserve

Welcome email from the BSA and if your unit has

chosen to send an automated welcome as well,
that email will be sent within 24 hours of unit
acceptance.

Review Applicetion

' saue Plormanca COME THD (-]
o If you do not want to accept the adult, you can choose
Background Infumaton COUB ETED L]
either Reassign or Do Not Accept.
&

01 ADDIMIONAL INFORMATION
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REASSIGN APPLICANT

* Reassign Reason:

If you select Reassign:

e You will be asked to select a reason for the

Assign to district: Wapiti 25

REASSIGN APPLICANT

* Reassign Reason

Not enough volunteer help
Scheduling Conflicts
Special Needs

Too many members

Other

O

DO NOT ACCEPT

By selecting this option, you are recommending to the Council that
the applicant not be accepted into any Scouting unit

The Council may contact you to clarify your reasoning for making
this recommendation.

reassignment. Use the dropdown list to select a
reason.

e The applicant will be reassigned to the district
so that they can find another unit willing to take
this volunteer.

If you select Do Not Accept:

e You will be asked to confirm you selection.

e The council may contact you to clarify why you
are recommending that the applicant not be
accepted into any Scouting unit.

Once your selection is made you will see the applicant

move from Pending Acceptance into one of the other
adult statuses you selected.

PAGE 39



Reports

To view and download reports available through the
system select Reports and you will see the list of
available reports.

MFUEFRSIR ABPLICATIAN FYTRACT

All reports can be downloaded into either CSV or PDF formats by clicking on Export buttons at the top
of the report.

The CSV report will automatically open in Excel.

@‘ BOY SCOUTS OF AMERICA’ Credit Card Sales Report

Tris roster information is to be used only for authorized purpases on behalf of the Boy Scouts of America. Disclosing. copying or making any inappropriate use of this roster information is strictly prohibited

Applieaion|D  Application | ApplicantFull | BSA Member|D | PareWGuardian Full  Parent/Guardian Phene Number

Type. Name: 4 Mame

243) 2423434

The reports also have grouping and filkering capability. Use the arrows below each column title to filter or

group the records by that column.

You can later remove the filter by choosing Disable Grouping in the dropdown box above the spreadsheet and

then selecting Refresh.
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NOTIFICATIONS

The system sends the Unit Key 3 and the New
Member Coordinator email notifications so that
they can act on inquiries and applications in the
system. If a Lead is pending action an email will be
received on Mondays and Thursdays. If an
application needs action an email will be distributed
on Tuesdays and Fridays.
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