
CHAPTER: RENEWAL SECTION: TROOP RENEWAL – TROOPS TAB 
 

RENEWAL: TROOP RENEWAL – TROOPS TAB C07_S03
 1  
v.3/16/2017 

RENEWAL 
 
TROOP RENEWAL – GIRL & ADULT 
 
Objective of the Business Process 
 
Renew members in a Troop via the Troops tab. 
 
User Roles 
 
Direct Primary 
 
Step-by-Step Instructions 
 
Complete the following steps to renew members in a troop: 
 

STEP ACTION 

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

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

 

2.  Ensure check box is checked for acceptance of Girl Scout Promise & Law then click 
Continue.  
 
If you need to go back to the Troops Tab, click Cancel. 
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STEP ACTION 

 

3.  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. 
 
Please Note: The “Request Aid” button does not show up here, as this can only be 
requested by customers via the Membership Tab. 
 
If you need to go back to the Troops Tab, click Cancel. 
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STEP ACTION 

 

 
 

Lifetime Membership upgrade Box: 

 
 

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

 

5.  Thank you page is shown. An itemized receipt is automatically sent to the Direct 
Primary. Select Print Itemized Receipt to print a copy. 
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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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RENEWAL 
 
Troop – Add a Girl Member 
 
Objective of the Business Process 
 
The Direct Primary/Troop Leader may add a girl or adult member, new or existing, to their 
Troop.  
 
User Roles 
 
Direct Primary 
 
Step-by-Step Instructions 
 
Complete the following steps to add (new or existing girl or adult) a member to a troop: 
 
STEP ACTION 
7.  From the Troop Tab, scroll to the bottom of the page to the “ADD A NEW MEMBER” 

to choose Girl 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 Troops Tab, click Cancel. 
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STEP ACTION 

 

9.  IF Existing Member, overlay will popup indicating existing member. To continue to 
add this existing member to a troop, click Yes. Message will display showing 
addition. Click Close to return to the Troops Tab.                                                                          
 
Adding member is complete for this member. 
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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 Troops 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 Troops Tab, click Cancel. 
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STEP ACTION 

 

12.  Select Donation if desired. Next, select Continue to continue to confirmation screen.  
 
If you need to go back to the Troops Tab, click Cancel. 



CHAPTER: RENEWAL SECTION: TROOP RENEWAL – TROOPS TAB 
 

RENEWAL: TROOP RENEWAL – TROOPS TAB C07_S03
 13  
v.3/16/2017 

STEP ACTION 

 

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

 

14.  Thank you page is shown. An itemized receipt is automatically sent to the Direct 
Primary. Select Print Itemized Receipt to print a copy. 
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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 click Share on Twitter to post 
respectively on each site. Facebook post shown below: 
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RENEWAL 
 
Troop – Add an Adult Member 
 
Objective of the Business Process 
 
The Direct Primary/Troop Leader may add a girl or adult member, new or existing, to their 
Troop.  
 
User Roles 
 
Direct Primary 
 
Step-by-Step Instructions 
 
Complete the following steps to add (new or existing girl or adult) a member to a troop: 
 
STEP ACTION 
16.  From the Troop 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 and click Add as an Adult Member. Click Continue 
to membership information screen. 
 
If you need to go back to the Troops Tab, click Cancel. 
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STEP ACTION 

 

18.  IF Existing Member, overlay will popup indicating existing member. To continue to 
add this existing member to a troop, click Yes. Message will display showing 
addition. Click Close to proceed back to the Troops Tab.                                                                                        
 
Adding adult member is complete for this member. 
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STEP ACTION 

 

 
19.  If not existing, complete Membership Information form. Click Continue to proceed to 

Acceptance page. 
 
If you need to go back to the Troops Tab, click Cancel. 
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STEP ACTION 

 

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

 

21.  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 Troops Tab, click Cancel. 
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STEP ACTION 

 
 

Lifetime Membership Upgrade box: 

 
22.  Review/confirm troop renewals. Select Submit to process renewals.  

 
If you need to go back to the Troops Tab, click Cancel. 
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STEP ACTION 

 

23.  Thank you page is shown. An itemized receipt is automatically sent to the Direct 
Primary. Select Print Itemized Receipt to print a copy. 
 
Adding adult member is now complete. 



CHAPTER: RENEWAL SECTION: TROOP RENEWAL – TROOPS TAB 
 

RENEWAL: TROOP RENEWAL – TROOPS TAB C07_S03
 24  
v.3/16/2017 

 

24.  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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RENEWAL 
 
Troop – Add an Adult Volunteer 
 
Objective of the Business Process 
 
The Direct Primary/Troop Leader may add an adult volunteer to their troop. 
 
User Roles 
 
Direct Primary 
 
 
Step-by-Step Instructions 
 
Complete the following steps to add a volunteer to their troop: 
 

STEP ACTION 
25.  From the Troop Tab, scroll to the bottom of the page to the “ADD A NEW MEMBER” 

to choose Adult from dropdown and select Go. 

 

26.  Complete Adult Registration form and click Continue to membership information 
screen. 
 
If you need to go back to the Troops Tab, click Cancel. 
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STEP ACTION 

 

27.  IF Existing Member, overlay will popup indicating existing member. To continue to 
add this existing member to a troop, click Yes. Message will display showing 
addition. Click Close to return to the Troops Tab.                                                                                        
 
Adding member is complete for this member. 
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STEP ACTION 

 

 
28.  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. 
 
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 Troops Tab, click Cancel. 
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STEP ACTION 

 

29.  If not new, complete Membership Information form. Click Continue to proceed to 
Acceptance page. 
 
If you need to go back to the Troops Tab, click Cancel. 



CHAPTER: RENEWAL SECTION: TROOP RENEWAL – TROOPS TAB 
 

RENEWAL: TROOP RENEWAL – TROOPS TAB C07_S03
 30  
v.3/16/2017 

STEP ACTION 

 

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

 
 

31.  Select Donation if desired. Select Continue to continue to confirmation screen. 
Option to select Cancel is also available.  
 
*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 Troops Tab, click Cancel. 
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32.  Review/confirm troop renewals. Select Submit to process renewals.  
 
If you need to go back to the Troops Tab, click Cancel. 
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33.  Thank you page is shown. An itemized receipt is automatically sent to the Direct 

Primary. Select Print Itemized Receipt to print a copy. 
 
Adding a volunteer is now complete. 
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34.  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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Troop – Ineligible Volunteers 
 
Objective of the Business Process 
 
The Direct Primary can add a new member to her/his troop. If this adult is ineligible to be a 
volunteer, the Direct Primary will receive a message. 
 
User Roles: 
 
Direct Primary 
 
Step-by-Step Instructions 
 
Complete the following steps to add a volunteer to troop.  
 
 

STEP ACTION 

35.  From the Troop Tab, scroll to the bottom of the page to the “ADD A NEW MEMBER” 
to choose Adult from dropdown and select Go. 

 

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

 

37.  If the member is ineligible for a volunteer role, the following message will appear.  
 
The Direct Primary has two options: 
Click Yes to add them as an adult member and select “I just want to be a member” 
Proceed on with outlined “Add an Adult Member” process above. 
 
Click No to return to the Troops Tab. 
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STEP ACTION 
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RENEWAL 
 
Troop Renewal – Adult member role to troop member 
 
Objective of the Business Process 
 
Adding a volunteer role to an adult member registered to troop. 
 
User Roles 
 
Direct Primary 

 
Step-by-Step Instructions  
 
Complete the following steps to add an Adult member role to Troop Member:  
 
STEP ACTION 
38.  From the Member Community, select the Troops Tab. Select the adults who would 

like to add a role and click Add. Click Continue to find available roles. 
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STEP ACTION 
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STEP ACTION 

 
39.  Type in troop number and click Search for find available roles.  

 
Check the box to the left of the role in the corresponding troop to select.  
 
Select Next to move back to the Troops Tab. 
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STEP ACTION 

 

40.  Then it will take you back to the Troop Tab.  The role will be added to the adult.  If the 
role requires the background check it will then trigger one to that person via email 
from the background check vendor.   
 
See both views from MY GS and back office: 
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STEP ACTION 
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STEP ACTION 
41.  Once the volunteer has completed the background check it will mark them active in 

their role in the troop.  See both views from MY GS and back office: 
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RENEWAL 
 
TROOP RENEWAL – Updating household information by Direct Primary 
 
Objective of the Business Process 
 
The Direct Primary can update member household information via the Troops Tab. All 
members’ information must be updated individually – information does not update for all 
members. 

 
User Roles 
 
Direct Primary 
 
Step-by-Step Instructions  
 
Complete the following steps to update the household information:  
 
STEP ACTION 
42.  From the Troop Tab, the Direct Primary shall click Edit next to each of the members’ 

names to change the household information. 
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STEP ACTION 

 

43.  Make any changes or edits and click Save when complete and to be taken back to 
the roster in the Troops Tab.  
 
All fields are editable by the customer except for: 

 
Non-Editable Fields for Girls 
Gender 
Date of Birth 
Grade 
 
Non-Editable Fields for Adults 
Date of Birth 
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STEP ACTION 
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STEP ACTION 
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RENEWAL 
 
TROOP RENEWAL - REVIEW, ADD & EDIT TROOP INFORMATION 
 
Objective of the Business Process 
 
Direct Primary can review, add, and edit troop information for their particular troop during the 
renewal process.  
 
User Roles 
 
Direct Primary = customer facing screens 
Council Staff User = back office  
 
Step-by-Step Instructions 
 
Complete the following steps to review, add, and edit troop information. 
 
 
STEP ACTION 
44.  From the Troops tab, scroll to the bottom of the page and click on VIEW/EDIT 

TROOP INFORMATION to view current information. 
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STEP ACTION 

 
 
 

45.  On the VIEW/EDIT TROOP INFORMATION page, the current information for the 
troop will be listed.  Edit the troop information and click Save.   
 
*Please note that edits to the Program Grade Level, Desired Total Number of Girls, 
Meeting Location Name, and Address require Council review and are not 
automatically updated in the Opportunity Catalog.  

 

46.  To see this change on the backend, go to Campaign and scroll down to Changes to 
Meeting Information section to view troop information entered by the Direct 
Primary. Make note of the date the Direct Primary made the changes.  

Update 
information 
here 

Add 
information 
here 
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STEP ACTION 

 
 

47.  Click Edit to make changes to the Troop Campaign. Scroll down to the 
Troop/Group Information to edit the troop information to reflect the troop 
information entered by the Direct Primary under the Changes to Meeting Information 
section.  
 
Note: Do not make changes to the information entered by the Direct Primary under 
the Changes to Meeting Information section. This information will update the next 
time the Direct Primary makes changes.  

View the changes 
the Direct Primary 
made to the 
Troop Information 
here 
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STEP ACTION 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CHAPTER: RENEWAL SECTION: TROOP RENEWAL – TROOPS TAB 
 

RENEWAL: TROOP RENEWAL – TROOPS TAB C07_S03
 53  
v.3/16/2017 

 
RENEWAL 
 
Progress Tracking 
 
Objective of the Business Process 
 
This section shows the workflow and progress tracking for Troop renewal.  
 
User Roles 
 
Council Staff User 
 
Step-by-Step Instructions 
 
Complete the following steps to add (new or existing girl or adult) a member to a troop: 
 
STEP ACTION 
48.  Once the Direct Primary selects Renew for a member in their Troop 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 
49.  Clicking continue on the Troops tab… the PT records look like this: 

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

 
Stage = Acceptance 
Status = In process 

 

50.  If the Direct Primary closes the browser, Direct Primary will receive the following 
email: 
 
After 2 & 5 days 
SUBJECT: COMPLETE YOUR FAMILY’S GIRL SCOUT MEMBERSHIP!FINISH 
YOUR GIRL SCOUT RENEWAL TODAY! 

 

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

 
Stage = Payment 
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STEP ACTION 
Status = In process 

 

52.  If the Direct Primary closes the browser, Direct Primary will receive the following 
email: 
 
After 2 & 5 days 
Subject: Complete your family’s Girl Scout membership!One last step for another 
year of Girl Scout FUN! 

 
53.  Clicking continue on the Payment screen… the PT records look the same as before. 

 
Clicking continue on the Troop tab… the PT records look like this: 

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

 
Stage = Complete 
Status = Complete 
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STEP ACTION 

 
54.  Direct Primary will receive an itemized receipt via email after renewal process is 

complete. 

 

55.  NOTE: If there’s a time I stop in the process, when I return to the MyGS Member 
Profile, I will be asked if I want to pick up where I left off or start over: 
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STEP ACTION 

 
 


	RENEWAL
	TROOP RENEWAL – GIRL & ADULT
	Objective of the Business Process
	Step-by-Step Instructions
	RENEWAL

	Troop – Add a Girl Member
	Objective of the Business Process
	Step-by-Step Instructions
	RENEWAL

	Troop – Add an Adult Member
	Objective of the Business Process
	Step-by-Step Instructions
	RENEWAL

	Troop – Add an Adult Volunteer
	Objective of the Business Process
	Step-by-Step Instructions

	Troop – Ineligible Volunteers
	Objective of the Business Process
	Step-by-Step Instructions
	RENEWAL

	Troop Renewal – Adult member role to troop member
	Objective of the Business Process
	Step-by-Step Instructions
	RENEWAL

	TROOP RENEWAL – Updating household information by Direct Primary
	Objective of the Business Process
	Step-by-Step Instructions
	RENEWAL

	TROOP RENEWAL - REVIEW, ADD & EDIT TROOP INFORMATION
	Objective of the Business Process
	Step-by-Step Instructions
	RENEWAL

	Progress Tracking
	Objective of the Business Process
	Step-by-Step Instructions

	SUBJECT: COMPLETE YOUR FAMILY’S GIRL SCOUT MEMBERSHIP!FINISH YOUR GIRL SCOUT RENEWAL TODAY!

