TroopMaster 2000 Membership Renewal Process

Purpose With the implementation of ScoutNet, the Membership (Charter) Renewal
process is becoming easier through the use of TroopMaster and PackM aster
software. The purpose of this document is to provide the steps necessary to
renew a unit’s charter quickly and easily with TroopMaster 2000.

Member ship The steps outlined below demonstrate how to complete a charter renewal
Renewal using the TroopMaster 2000 software.

Note: Ensure all Scout/Adult records are up-to-date before starting the
Membership (Charter) Renewal process.

Step Action

1 Launch the TroopMaster 2000 software.

2 Open the Reports menu and move the cursor to Scout/Unit
General—Council Recharter—Annual Recharter (Illustration 1-1)

Illustration 1-1 [ TroopMaster 2000 _ HmEER
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Activities

Adult Members
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Mailing Labels
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TroopMaster 2000 Membership Renewal Process, Continued

Member ship Renewal (continued)

Illustration 1-2

11/05/2003

Step Action
3 Verify or enter the proper information in the following fields
(HHustration 1-2):
e Unit Type
e Unit Number (Should match the number on your charter
renewal package. For example TroopMaster may have the
unit as Troop 40 while the Council uses Troop 0040. In
this case thisfield should reflect Troop 0040.)
e Old Expire Date
o New Expire Date
e Unit Term (usually 12 months)
e Meeting Day
e Meeting Freguency
e Meeting Time
4 Verify the Pricing Information as follows (Illustration 1-2):
e Full Registration (currently $7.00)
e Transfer Fee (currently $1.00)
e Boy'sLife Subscription (currently $9.00)
e Unit Fee (currently $20.00)

0ld Expire Diate: IDE;EB;DE Unit Term (manths): |1 2 Transter [§1.00
i Boy's Life: [$9.00
Mew Expire Date:; IUEN 8/03 oy's Life I

—Fricin
Unit Type: m Unit Mumber; IUU4U g
Full Fegistration: |$?-DD

Lnit Fee: |$ZD.DD

Meeting Day: |Monday L|| Leader Trained T
Cluality Linit v
1 v

heeting Time: I?:Dﬂpm Magazine Bulk Delivery r

Print copy of transmittal file W

Mext »> Cancel | Help |

|

i

Meeting Frec; |Weekly LI|

|
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TroopMaster 2000 Membership Renewal Process, Continued

Member ship Renewal (continued)

Step Action
5 Place a check in the following fields, as applicable
(HHustration 1-2):
e Leader Trained
e Quality Unit (Complete the Quality Unit form in the
Charter Renewal Package).
e 100% Boy'sLife
e Magazine Bulk Delivery
e Print acopy of transmittal file (thiswill be the unit copy)
6 Click the next button. This action will take you to the Recharter
Selection screen; proceed to Step 7 ( Illustration 1-5).

-Or -

The message in lllustration 1-3 appears indicating required entries
are missing from the Scout/Adult records. Click the OK button for
alist of individuals with missing information (lllustration 1-4).

Go back to the Scout/Adult management and update the records
indicated. Once the Scout/Adult records have been completely
filled in, repeat Steps 2 through 6.

ustration 1.3 [y

@ The Electronic Adwvancement Feport cannot be completed until all scout/adult data has been
verified. Please display the personal data dialog for each scoutfadultin the following list and
click OK to ensure all required fields are present. Troophaster will notify wou of any needed
data items.

Continued on next page
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TroopMaster 2000 Membership Renewal Process, Continued

Member ship Renewal (continued)

Illustration 1-4

11/05/2003

E Sn2000.tmp - Notepad !Em

File Edit Search Help

Scouts:

Berndt, David
Bornemanh, Andy
Brunner, Brandon
Brunner, Zach

Hoffman, Alex
Sulskis, Marcus
Urban, Michael

Adults:

Barr, Rebecca
Berndt, Barb
Evers, Reu Leonard
Hille, Julie
Hoffman, Patrick
Pawelczyk, Norman
Raether, Todd
Sulskis, Anne

The following is a list of person(s) who have not been verified for the =
ScoutNET interface.

Grosskreutz, Justin

Step

Action

7 Highlight each Adult whom you want to register and click the
appropriate button to enter their status (Illustration 1-5):

Note: Morethan oneindividua can be selected at atime by using
the shift or ctrl key.

Paid —the individual is paying with the unit. Thisistheir
primary position in Scouting.

Transfer — The individual registered with another unit, but
istransferring in to thisunit. Example: A Cub leader
registered with the pack, but isjoining the Troop at the
time of recharter.

Multiple — The individual holds more than one position in
Scouting and thisis not their primary position. Example: A
Troop Committee Member is also serving as an Assistant
Cubmaster and paid their registration with the Pack.
Non-registering —Most likely wont be used. Please do not
use this option for adults whom you choose not to register.
Reset — Clears the status field of the highlighted individual .

Continued on next page
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TroopMaster 2000 Membership Renewal Process, Continued

Member ship Renewal (continued)

Illustration 1-5

11/05/2003

Recharter Selection m

MName Pos'nCode  Status  B/L Flags

Bemd Bara oc F N gl '

Beyer, Alan SA P N  Adults

Haggard, Bl MC Mo  Scauts wl

Hille, Duane S F M

Hille, Julie SA F N

Haffman, Fatrick MC F N

Sulskis, Anne MC b M _

Transfer
Multiple
Mon-registaring
Eeseat
Adut————
Paid 5
Transfer. 1]
hdultiple: z
Mon-registering: 1]
Boy's Life: 1
Registration: $35.00
0K << Back Help Boy's Life: 49.00
Step Action
H H 1 1 1
8 Click the radio button or circle next to “ Scouts’ to go to the next

screen (Illustration 1-6). [ %

 Adults
* Scouts

Highlight each Scout and click the appropriate button to enter their
status (Illustration 1-6):

e Paid—theindividual is paying with the unit.

e Transfer — Theindividual registered with another unit, but
istransferring in to thisunit. Example: Anindividual paid
registration fees with one unit but has decided to transfer
into this unit at the time of charter renewal.

e Multiple—Theindividual holds more than one position in
Scouting and thisis not their primary position. Example: A
Scout isalso registered in a Venture Crew and paid their
registration with the Crew.

e Reset — Clearsthe status field of the highlighted individual.

Note: More than oneindividual can be selected at atime by using
the shift or ctrl key.

Continued on next page



TroopMaster 2000 Membership Renewal Process, Continued

Member ship Renewal (continued)

I I I ustr atIOn 1_6 Recharter Selection

Mame Status  B/L :
Bemdt David Display
Bemdt Joe © Adults
Beyer, Matt & Seouts

Brunner, Brandon
Brunner, Zach
Grosskreutz, Justin
Hanke. Bill

Eaid
Transter
Multiple:

Herresisterny
Eeset

Scout
Paid: 7
Transfer: 1]
hultiple: 1]
MNon-registaring
Boy's Life 5

o v vl v i v}
PP <<z <<=

Registration $49.00

0K I << Back Help Boy's Lite $45.00

Step Action
10 | Click the OK button. This action will take you to the Report
screen (Step 11)

-Or -
The message in lllustration 1-7 appears indicating a problem with
the charter. Click the OK button and the Charter renewal report
will process. Scroll down to the section labeled Problems noted in
the recharter application (illustration 1-8).

Exit the Charter Renewal process and make the corrections
Indicated. Once the corrections have been made, repeat Steps 2
through 10. Aslong asyou don’t exit program, the data already
entered will be retained.

lustration 1.7

@ Unit currently does not meet the BSA requirements for recharter.

Problems will be listed on the report,

OK —

Continued on next page
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TroopMaster 2000 Membership Renewal Process, Continued

Member ship Renewal (continued)

Illustration 1-8

11/05/2003

Step

Action

11

Change the number of copiesto “2” and click the Print button to
generate paper copies of the Electronic Recharter Report
(HMustration 1-9). Thisform will be signed by the following
individuals:

e Chartered Organization Executive Officer

e Council Representative (Unit Commissioner for example)

e Unit Leader

Retain one for the unit; submit one copy to the Bay-L akes Council.

12

Click the Close button and the software will provide a message
indicating it is preparing an internal report of the information that
will be provided to the Bay-Lakes Council (lllustration 1-01).

Note: If you did not check the “Print copy of transmittal file”
checkbox, then the message in Illustration 1-11 will not appear;
skip to Step 15.

Problems noted in this recharter application: -]

Unit must reqister an Executive Officer
Unit must register a Chartered Crganization Representative

Date: 10/10/2001
Time: 09:43:.47 Troop 0040

Unit:
District:
Unit Status: Term {mo): 12
Chartered Organization: Executive Officer: E
Sacred Heart Cathalic Chur
322 5 Main St

Shawanao, Wl 84166

Executive Officer F+

Charter Renewal Report

0040
Gathering VWaters-2 County:

4

MNumber of
Copies: I Erint | Close Save to Disk... Printer Setup.. |

Continued on next page




TroopMaster 2000 Membership Renewal Process, Continued

Member ship Renewal (continued)

llustration 1-9

Electronic Recharter Report

Date: 10/10/2001 Time: 09:59:36
TroopMaster 2000 Version: v01.11

ScoutMET Fields Being Transmitted

IUnit mailing address

Unit meeting location and phone number

Unit special needs description, if any

Chartered arganization address and phone number

Adult leader data for leaders being chartered:
- name, address, and phone numbers
- date of hirth
- SEX
- social security number, if any
- driver's license number and state
- special needs description, if any {unless 'Medical Alert’ selected)

Scout data for scouts being chartered: _lﬂ
»

|

MNumber of ] ) ) )
Copies: Erint Close Sawve to Disk Printer Setup

Step Action

13 | Click the OK button and the Printed Copy of Electronic
Transmittal report screen appears (Illustration 1-11)
14 | Click the Print button to create a copy of the Printed Copy of
Electronic Transmittal (Illustration 1-11). (Optional)

Illustration TroopMaster 2000 1]
1-10
Troophaster will now generate an internal unit report containing all of the data contained in the
electronic report.

This internal report is not an official ScoutNET repor, but it enables you to review all of the data
contained on the diskette.

Continued on next page
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TroopMaster 2000 Membership Renewal Process, Continued

Member ship Renewal (continued)

[ustration
1-11 10A10/01 [
Printed copy of Electronic Transmittal
Troop: ao4o District: Gathering Waters-2
Unit Term: 12 mo. Old Expire Date: 02/28/02 New Expire Date: 02/28/03
Meeting Day: Monday Meeting Freq: Weekly
Charter Organization Meeting Place
Sacred Heart Cathalic Chur Sacred Heart Cathalic Chur
322 5 Main St 322 5. Main St
Shawano W 541668 (LIS Shawano W 54186 (LIS)
(7158)526-2023 (718 526-2023
Leader Trained: N Quality Unit: Y 100% Boys Life: N B\L Bulk Unit: N
Special Needs: Mone
Paid Adult: 7 Adult Xfer: 0 Mult Adult: 1 Unpaid Adult: 0
Paid Scout: 14 Scout Xfer: 0 -
4 >|
NugDh;reif Erint | Close Save to Disk Frinter Setup |
Step Action
15 | Click the Close button and the software will prepare to download
the datato afloppy disk (Illustration 1-12).
16 | Ensurethereisablank, formatted disk in the disk drive and click
the OK button.
17 | Label the floppy disk with the following:
e Unit Number
e Didtrict
e Date
e Unit Leader & Phone number
Continued on next page
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TroopMaster 2000 Membership Renewal Process, Continued

Member ship Renewal (continued)

[llustration ScoutNET Transfer File [ x|

1-132

This procedure will now generate the electronic transfer file for your
council's ScoutNET computer system. Please specify the disk drive
to use.

MNOTE: *ou must submit this diskette with wour printed report.

Path:  |A%

<< Back Cancel Help
Renewal Place materialsin the Unit Charter Renewal envelope. Submit the following
Checklist materials to the Bay-Lakes Council by 30 days prior to Unit expiration:

Signed copy of the Electronic Recharter Report (Step 11)

The floppy disk with the unit charter renewal information (Step 17)
Completed and signed Quality Unit Application

Any new youth or adult applications.
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