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RENEWAL 
 
FAMILY RENEWAL – Girl & Adult 
 
Objective of the Business Process 
 
Renew members in a household via the membership tab. 
 
User Roles 
 
Primary Household Contact 
 
Step-by-Step Instructions 
 
Complete the following steps to renew members in a household:  
 

STEP ACTION 

1.  From the membership tab, select member to be renewed by choosing Renew from 
dropdown under “Renewal Choice”. Select Continue to proceed to acceptance 
screen. 
 
Other choices under “Renewal Choice”: 

- Do Not Renew 
- Lifetime Member 
- I’ll Decide Later 
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STEP ACTION 
 
 
  

 

2.  Accept Girl Scout Promise & Law. Click Continue to proceed to payment page.  
 
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

3.  Select Donation if desired. Select Continue to continue to confirmation screen.  
 
*If a one year adult membership is selected during renewal – upgrade box is shown 
showing upgrade to Lifetime Membership.  
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 
 

Lifetime Membership Update Box (shown in screen shot below): 
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STEP ACTION 

 
4.  Review & confirm renewal(s) for next year. Select Submit to confirm and proceed to 

thank you page. 
 
If you need to go back to the Membership Tab, click Cancel. 
 

 

5.  Thank you page is shown. An itemized receipt is automatically sent to the Primary 
Household Contact. Select Print Itemized Receipt to print a copy. 
 
Renewal is now complete. 
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STEP ACTION 

 

6.  From the Thank you page, customers have an opportunity to share their renewal on 
social media by clicking Share on Facebook and click Share on Twitter to post 
respectively on each site. Facebook post shown below: 
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STEP ACTION 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
RENEWAL 
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Membership Tab – Add a Girl Member 
 
Objective of the Business Process 
 
The Primary Household Contact may add a girl or adult member, new or existing, to their 
household.  
 
User Roles 
 
Primary Household Contact 
 
 
Step-by-Step Instructions 
 
Complete the following steps to add a new girl or adult to a household: 
 
STEP ACTION 
7.  From the Membership Tab, scroll to the bottom of the page to the “ADD A NEW 

MEMBER” to choose Girl or Adult from dropdown and select Go. 

 

8.  Complete Girl Registration form and click Continue to membership information 
screen. 
 
If you need to go back to the Membership Tab, click Cancel. 
 



CHAPTER: RENEWAL SECTION: FAMILY RENEWAL – MEMBERSHIP TAB 
 

RENEWAL: FAMILY RENEWAL – MEMBERSHIP TAB C07_S02
 9  
v.3/16/2017 

STEP ACTION 

 

9.  Complete how new member wants to participate. 
 
Enter a specific troop # (if applicable).Continue by clicking Search.  
(The zip code and grade automatically populate from the previous screen.) 
 
Select an opportunity and click Next. 
 
After selections have been made, click Continue to proceed to Membership 
Information form. 
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

10.  Complete Membership Information and Parent/Caregiver Information. Click 
Continue to proceed to Acceptance page. 
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

11.  Accept Girl Scout Promise & Law and click Continue to proceed to Confirmation 
page.  
 
If you need to go back to the Membership Tab, click Cancel. 
 



CHAPTER: RENEWAL SECTION: FAMILY RENEWAL – MEMBERSHIP TAB 
 

RENEWAL: FAMILY RENEWAL – MEMBERSHIP TAB C07_S02
 12  
v.3/16/2017 

STEP ACTION 

 

12.  Select Donation if desired. Next, select Continue to continue to confirmation screen. 
  
*If adult membership is selected, customer will be asked to upgrade to Lifetime 
Membership by a box that is shown. 
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

13.  Review/confirm renewals. Select Submit to process renewals. 
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

14.  Thank you page is shown. An itemized receipt is automatically sent to the Primary 
Household Contact. Select Print Itemized Receipt to print a copy. 
 
Addition to household is now complete. 
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15.  From the Thank you page, customers have an opportunity to share their renewal on 
social media by clicking Share on Facebook and/or click Share on Twitter to post 
respectively on each site. Facebook post shown below: 
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RENEWAL 
 
Membership Tab – Add an Adult Member 
 
Objective of the Business Process 
 
The Primary Household Contact may add a new adult member to their household.  
 
User Roles 
 
Primary Household Contact 
 
Step-by-Step Instructions 
 
Complete the following steps to add a new adult to a household: 
 
STEP ACTION 
16.  From the Membership Tab, scroll to the bottom of the page to the “ADD A NEW 

MEMBER” to choose Adult from dropdown and select Go. 

 

17.  Complete Adult Registration form, select Add as an Adult Member and click 
Continue to membership information screen. 
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

18.  Complete Become a Member form. Click Continue to proceed to Acceptance page. 
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

19.  Accept Girl Scout Promise & Law and click Continue to proceed to Payment page.  
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

20.  Select Donation if desired. Next, select Continue to continue to Confirmation screen.  
 
*If adult membership is selected, customer will be asked to upgrade to Lifetime 
Membership by a box that is shown. 
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

21.  Review/confirm renewals. Select Submit to process renewals.  
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

22.  Thank you page is shown. An itemized receipt is automatically sent to the Primary 
Household Contact. Select Print Itemized Receipt to print a copy. 
 
Addition to household is now complete. 
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23.  From the Thank you page, customers have an opportunity to share their renewal on 
social media by clicking Share on Facebook and/or click Share on Twitter to post 
respectively on each site. Facebook post shown below: 
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Membership Tab – Add a Volunteer 
 
Objective of the Business Process 
 
The Primary Household Contact may add a girl or adult member, new or existing, to their 
household.  
 
User Roles 
 
Primary Household Contact 
 
Step-by-Step Instructions 
 
Complete the following steps to add a new volunteer a member to a troop: 
 

STEP ACTION 
24.  From the Membership Tab, scroll to the bottom of the page to the “ADD A NEW 

MEMBER” to choose Adult from dropdown and select Go. 
 

 

25.  Complete Adult Registration form, select Add member as a volunteer and click 
Continue to membership information screen. 
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

26.  Complete how new member wants to participate. 
 
Enter a specific troop # (if applicable) or search an opportunity by entering a zip 
code. Continue by clicking Search. 
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STEP ACTION 
Select an opportunity and click Next. 
 
After selections have been made, click Continue to proceed to Membership 
Information form. 
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

27.  Complete Become a Member form. Click Continue to proceed to Acceptance page. 
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 

28.  Accept Girl Scout Promise & Law and click Continue to proceed to Confirmation 
page.  
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 
 

29.  Select Donation if desired. Next, select Continue to continue to confirmation screen.  
 
*If adult membership is selected, customer will be asked to upgrade to Lifetime 
Membership by a box that is shown.  
 
If you need to go back to the Membership Tab, click Cancel. 
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STEP ACTION 

 
 

30.  Review/confirm troop renewals. Select Submit to process renewals.  
 
If you need to go back to the Membership Tab, click Cancel. 
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31.  Thank you page is shown. An itemized receipt is automatically sent to the Primary 
Household Contact. Select Print Itemized Receipt to print a copy. 
 
Adding an adult volunteer is now complete. 
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1.  From the Thank you page, customers have an opportunity to share their renewal on 

social media by clicking Share on Facebook and/or click Share on Twitter to post 
respectively on each site. Facebook post shown below: 
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RENEWAL 
 
Membership Tab – Financial Assistance 
 
Objective of the Business Process 
 
Financial assistance may be requested on the membership tab for household members who 
choose to use financial assistance for their membership.  
 
Note: Financial assistance is only available on the membership tab and cannot be requested 
on the Troops tab. To request financial assistance for a member of a troop, the Direct Primary 
must contact council. 
 
User Roles 
 
Primary Household Contact 
 
Step-by-Step Instructions 
 
Complete the following steps to request financial assistance from the membership tab: 
 
STEP ACTION 
1.  From the membership tab, complete the renewal process as shown in girl or adult 

renewal until you reach the Payment screen. Select the “Request Aid” button next 
to the member(s) wishing to request aid. Once selected, follow the renewal process. 
If renewing only members with financial aid, payment screen will indicate $0 balance 
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STEP ACTION 
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RENEWAL 
 
Progress Tracking – Family Renewal 
 
Objective of the Business Process 
 
This section shows the renewal workflow and progress tracking for household renewal.  
 
Note: There are no tasks associated with renewal. 
 
User Roles 
 
Primary Household Contact = customer facing screens 
Council Staff User = back office 
 
 
Step-by-Step Instructions 
 
Complete the following steps to add (new or existing girl or adult) a member to a troop: 
 
STEP ACTION 
2.  Once the customer selects Renew for a member in their household on the customer 

facing screen/membership tab below, progress tracking begins as customers make 
their way through the renewal workflow.  
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STEP ACTION 

 

3.  Clicking continue on the Membership tab - the PT records look like this: 
- One PT record type = Family Renewal 
- Sub PT record for each person renewing type = Member Family Renewal 

 
Stage = Acceptance 
Status = In process 

 

4.  If browser is closed, one email is sent to the Primary Household Contact. 
 
After 2 days: 
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STEP ACTION 
SUBJECT: COMPLETE YOUR FAMILY’S GIRL SCOUT MEMBERSHIP! 

 

5.  If browser is closed, another email is sent to the Primary Household Contact 
 
After 5 days: 
SUBJECT: ALMOST THERE! COMPLETE YOUR REGISTRATION T 
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STEP ACTION 

 

6.  Clicking continue on the Acceptance tab - the PT records look like this: 
- One PT record type = Family Renewal 
- Sub PT record for each person renewing type = Member Family Renewal 

 
Stage = Payment 
Status = In process 

 

7.  If browser is closed, one email is sent to the Primary Household Contact 
 
After 2 days: 
SUBJECT: TIME TO FINISH YOUR REGISTRATION FOR NEXT YEAR 
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STEP ACTION 

 

 
8.  If browser is closed, one email is sent to the Primary Household Contact 

 
After 5 days: 
SUBJECT: JUST ONE MORE STEP AND YOU’RE ALL SET! 
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9.  Clicking continue on the Payment screen - the PT records look the same as before 
 
Clicking continue on the Confirmation tab - the PT records look like this: 

- One PT record type = Family Renewal 
- Sub PT record for each person renewing type = Member Family Renewal 

 
Stage = Complete 
Status = Complete 

 

10.  The customer facing screen once renewal is complete. For the members who were 
renewed they are no longer able to select the Renew button. 
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11.  Primary Household Contact will receive an itemized receipt via email after renewal 
process is complete. 
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12.  NOTE: If a customer stops during the process, when they return to their MyGS 
Member Profile, they will be prompted to choose between two options: 
 
“Start Over” = takes them to the Membership Tab to start over. 
or  
“Pick up where you left off” = allows them to continue where they left off in the 
process. 
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