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Unit Leader Presentation



Unit Renewal 2024

The unit Key-3 will be notified by e-mail 60-days before the 
charter expires.  There is a 60-day grace period beyond the
charter expiration date.  After that the unit is dropped.



Packs need:
• COR,
• Committee Chair,
• 2 Committee Members,
• Cubmaster,
• 1 Den Leader

Troops need:
• COR,
• Committee Chair,
• 2 Committee Members,
• Scoutmaster

Auto Renewal – Unit

Question #1 – Do I have at least the minimum number of youth?

Question #2 – Do I have at least the minimum number of adults?



1. Sign in to
My.Scouting.org

2. Go to Organization
Manager,

3. Click Unit Renewal,

Note that only the Key-
3 and COR-Delegate can 
do this, not other Key-3 
Delegates.
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Auto Renewal – Unit



This triggers an automatic 
validation of the charter.  
To pass, you must have:
• At least 5 youth,
• Correct adult leaders,
• YPT for those adults,
• Background checks

COMPLETED*

* The background check form must be
on file, PLUS the actual background
check must be completed and clean!

Auto Renewal – Unit



Auto Renewal – Unit

If an error is detected 
during validation, you 
will be notified in the 
error box.

Fix the errors and try 
again.



When there are no 
errors showing in the 
validation area, 

1. Type your name to
Approve,

2. Click Next Step to
proceed to
payment.
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Auto Renewal – Unit



Auto Renewal – Unit

The payment screen 
appears to default to 
the credit card 
option, but note the 
“Bank Account” tab 
next to Credit Card.  
This will allow ACH 
payment.

At the bottom of the 
page, click to submit 
payment. 

I am investigating how 
the Pay-at-Council option 
works… it should be 
available!



Auto Renewal – Unit

After clicking Submit 
Payment, you will see 
a review of the 
transaction.  

Click to confirm the 
payment.



Auto Renewal – Unit

The system will 
acknowledge your 
payment.



CONGRATULATIONS!
YOU ARE DONE!



You should always 
keep your adult 
leaders registered in 
the right positions.

1. Go to
Organization
Manager,

2. Use Position
Manager to make
any desired
changes in adult
leader positions.

Note that only COR & 
COR Delegates can do 
this.
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Maintaining Leadership Positions



✓Key-3 will get notification of the need to renew 60-days out.

✓If the unit needs a receipt, print a copy of the payment screen.  An
e-mail receipt will be sent for a credit card payment.

✓No, there is no longer the ability to attach a new membership app
to the renewal.

✓All adult leader’s registrations are suspended when their YPT
expires…  No access to My.Scouting (except training) or Scoutbook.

Answers to FAQ’s



Membership Renewal 2024

The individual will be notified by e-mail 60-days before 
their membership expires.  There is a 60 day grace period 
beyond the expiration date.  After that they are dropped.



All registrations are for 12 months. For example, if your current 
registration expires on 12/31/2024, your renewed membership will 
be 1/1/2025 through 12/31/2025. 

For all youth and adult 
members of Scouting 

America
Auto-Renewal Membership

Registration periods cannot be changed.  All multiple positions 
have the same expiration date, so you renew only once per year. 

Registration periods for new members start on the first day of the 
month they join and expire 12 months later. For example, if a 
Scout joins on 2/14/2024, their membership term will be 2/1/2024 
through 1/31/2025. 



Auto Renewal Membership 
Family/Self Pay

• An e-mail notification with a renewal link will be
sent 60 days before membership expires.

• The link provided in the email will direct
individuals to a renewal form on My.Scouting

• If registered in multiple positions, select the
primary position. Renewing the primary position
will automatically renew multiple positions.

• The individual elects to pay with a credit card or
Pay-at-Council and submits the renewal.

• The unit will approve the membership renewal.

Units have a choice to make:
Membership renewal can be 
completed either by the 
individual or the unit.

Let’s look at Self-Pay first!

For all youth and adult
members of Scouting 

America
Auto-Renewal Membership



Auto Renewal – Self-Pay Membership

An e-mail notification 
with a renewal link will 
be sent 60 days before 
membership expires.

Reminders will be sent 
at 30, 15, and 7 days 
before, plus several 
more after expiration.

Parents will receive the 
e-mails to renew the
membership of youth.



Auto Renewal – Self-Pay Membership

When you click the link, you are redirected to sign 
in to My.Scouting.org; after signing in you will see 
this screen.

Parents that do not have a My.Scouting account 
will need to create one.

Note the option to opt out of renew and stop the 
reminder e-mails.  Click Start Renewal to continue.



Someone with multiple positions 
(typically an adult) will see a list of 
them like this.

If desired, you can click the link to 
change your primary position, or 
remove yourself from a position.  
Then click 
“proceed to payment”.

A youth both in a Crew/Ship and 
Troop should be primary in the 
Crew/Ship.

Functional positions, like Key-3 
Delegate or Advancement Chair, 
will not appear h19ere.

Auto Renewal – Self-Pay Membership



Next is the Terms & 
Conditions.

1. Note that the Terms
include automatic
renewal and billing
every year until you
opt out… just like
Netflix…!

2. Type your name to
agree to the Terms
and Conditions.

3. Click go to checkout.

Auto Renewal – Self-Pay Membership
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Auto Renewal – Self-Pay Membership

On the payment screen 
the system will default to 
include Scout’s Life 
magazine!  You can toggle 
this on or off.

Then enter your credit 
card information and click 
Place Order.

There is no ACH option.

More information on 
how to pay-at-council is 
to come.



Auto Renewal – Self-Pay Membership

If you are paying by credit 
card, a receipt will 
appear.  Print this for 
your records, then click 
Complete Transaction to 
finish the renewal.



Auto Renewal Membership 
Family/Self Pay

• An e-mail notification with a renewal link will be
sent 60 days before membership expires.

• The link provided in the email will direct
individuals to a renewal form on My.Scouting

• If registered in multiple positions, select the
primary position. Renewing the primary position
will automatically renew multiple positions.

• The individual elects to pay with a credit card or
Pay-at-Council and submits the renewal.

• The unit will approve the membership renewal.

That completes self-pay!

E-mails are sent at 60-, 30-, 15- and 7-days
before, and 7-days after expiration.  The grace
period is 60 days. After that, the member drops.

The unit will be notified of the member renewal. 
A Key-3 member must then sign in to 
My.Scouting, click on Application Manager, and 
accept or deny the membership renewal.  Units 
can opt out of this step by setting up “Auto-
Approve”.

The Key-3 will get monthly reports on who is 
due to renew, who did that and who dropped.

For all youth and adult
members of the BSAAuto-Renewal Membership



Setting Up Auto-Approve for Membership Renewal

To activate the
Auto Approve feature:
1. Go to My.Scouting,
2. Select Organization

Manager,
3. Select Settings,
4. Click the box for

Allow Auto Approve,
5. Click Save.
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✓There is no mechanism for tracking bounce-back or failed e-mails.

✓Reminders by text are not available.

✓All multiple positions are renewed simultaneously with the

primary position.

✓If someone renews their membership, and the unit folds after that,

the person moves to “Member without a Unit” pending their

reassignment into a new position unit.

✓The member can opt out to let their membership expire.

Answers to FAQ’s



✓The Key-3 and Key-3 Delegates will get monthly reports on who is

due to renew, who renewed and who dropped.

✓The unit must accept the membership renewal in My.Scouting,

although they can avoid this by selecting “Auto-Approve” in

My.Scouting/Organization Manager/Settings.

✓If parents opt out of e-mails in Scoutbook, they will still receive

membership renewal e-mails.

Answers to FAQ’s



• In My.Scouting/Organization Manager, the unit
selects the Unit Pay option.

• Unit Key-3 will get monthly reports on who is due
to renew (this report includes self-pay, too).

• Using the My.Scouting/Roster tab, the unit selects
which members they are renewing.

• The unit can choose not to renew a member
(opt-out). The unit can also change the Scout’s
Life subscription settings for each person.

• The unit pays with a credit card, a securely stored
electronic fund transfer payment (ACH) or Pay-at-
Council and submits the renewal.

Auto Renewal Membership 
Unit Pay

For all youth and adult
members of the BSAAuto-Renewal Membership

Units have a choice to make:
Membership renewal can be 
completed either by the 
individual or the unit.

Now let’s look at Unit-Pay!



The Key-3 can elect for 
the unit to pay any or 
all membership 
renewals.

1. Sign in to
My.Scouting.org,

2. Click Organization
Manager,

3. Click Settings,
4. Click the Renewal

Payment box,
5. Click Save

Auto Renewal – Unit-Pay Membership
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Selecting Unit Pay will 
NOT eliminate the 
reminder e-mails to 
each family!  This WILL 
lead to confusion!



Eligible to 
Renew

Auto Renewal – Unit-Pay Membership

When you get an e-mail 
reminding you that 
someone’s membership 
is due:

1. Sign in to
My.Scouting.org,

2. Click Organization
Manager,

3. Click Roster,
4. Select the individuals

due to renew (see
Renewal Status
column),

5. Click Renew

Note that you will need 
to do this almost every 
month.
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1. Check that the
Scout Life
selection is
correct; the
system defaults to
yes, subscribed!

2. Review multiple
positions, if
desired.  You can
change primary
position or change
multiple positions
as appropriate.

3. Click Create
Renewal Order to
proceed.

Auto Renewal – Unit-Pay Membership
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This will create a “Unit 
Batch Order”.  It 
cannot be edited, but 
will be saved if 
needed.  You can have 
multiple Batch Orders.

1. Check the names
in the “Unit
Order” area for
accuracy.

2. Click “Go To
Payment” in the
Batch area.

Auto Renewal – Unit-Pay Membership
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Auto Renewal – Unit-Pay Membership

The payment screen 
defaults to the credit 
card option, but note 
the “ACH Payment” 
tab next to Credit 
Card.  

At the bottom of the 
page, click to Submit 
Payment. 

I am investigating how 
the Pay-at-Council option 
works… it should be 
available!



If you have not set 
“Auto-Approve” in 
My.Scouting.org/
Organization 
Manager/Settings, 
then you will need 
to approve what you 
just did:

1. Click on Roster
2. Select 

Membership 
Renewal Orders

3. Click Approve

Auto Renewal – Unit-Pay Membership
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• In My.Scouting/Organization Manager, the unit
selects the Unit Pay option.

• Unit Unit Key-3 will get monthly reports on who is
due to renew (this report includes self-pay, too).

• Using the My.Scouting/Roster tab, the unit selects
which members they are renewing.

• The unit can choose not to renew a member
(opt-out). The unit can also change the Scout’s
Life subscription settings for each person.

• The unit pays with a credit card, a securely stored
electronic fund transfer payment (ACH) or Pay-at-
Council and submits the renewal.

Auto Renewal Membership 
Unit Pay

For all youth and adult
members of the BSAAuto-Renewal Membership

That completes unit-pay!
E-mails are sent at 30-days before expiration. 
The grace period is 60 days.  After that, the 
member drops.

Key-3 Delegates will have access to conduct 
this work.

Since the unit did the data entry, “Auto-
Approve” is not needed.



Checking Membership Renewal Status

Note that you can 
click on the Reports 
option to generate a 
report of upcoming 
membership dates:

1. Sign in to
My.Scouting.org,

2. Click Organization
Manager,

3. Click Reports
4. Select the desired

report.



✓The Key-3 will get monthly reports on who is due to renew, who

renewed and who dropped.

✓As with self-pay, the unit must accept the membership renewal in

My.Scouting, although they can avoid this by selecting “Auto-

Approve” in My.Scouting/Organization Manager/Settings.

✓Unit-Pay does not preclude an individual from using the self-pay

function.  If they do, the unit will be blocked from double-paying.

If the unit pays first, the individual will be blocked from double-

paying.

Answers to FAQ’s



Obviously, valid e-mail addresses are essential

• Youth must be linked to a parent or guardian e-mail.

• Adults must have an e-mail.

• The system has no way to detect kick-back or
undeliverable e-mails.

• Unit leaders must look at the unit roster in My.Scouting to
see if everyone has an e-mail address.  Updates to e-mail
addresses can be made in My.Scouting or Scoutbook.

For all youth and adult
members of the BSAAuto-Renewal Membership



Youth Receiving Financial Assistance

• If support is coming from the MCC, the membership must
be renewed using Pay-at-Council.

• This process is still under development.

• There is no ability for either the individual or unit to pay
only part of the fees owed when using on-line payment.

For all youth and adult
members of the BSAAuto-Renewal Membership



QUESTIONS?
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