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Handbook Guide

Here's what you'll find in this course:

How to log in to ScoutMap

How to view my family's membership details
How to update my child's details

How to update a Member's details

How to submit a Support Request

How to register for an Event

How to view invoices and make payments
How to submit Youth Expression of Interest

How to submit Volunteer Expression of Interest




How to Log in to ScoutMap




How to log in to ScoutMap

Parent

Steps

» Click on the below link:

scoutmap.com.au

D Enter your Username &

Password

"~ Click Login

You will be prompted to
connect to the Salesforce

Authenticator App

o
* srihan.a@rsdevprol.com

Login

Fusgue your: pasowors T

Single Sign On

Connect Salesforce Authenticator

For security reasons, you have to connect Salesforce
Authenticator to your account. The app sends a
notification when we need to verify your identity, and
you verify with just a tap. You can also enable location
services to have the app verify you automatically from
trusted locations. The app provides codes to use as an
alternate verification method.

1. Download Salesforce Authenticator from the App
Store or Google Play and install it on your mobile
device.

2. Open the app and tap to add your account.

3. The app shows you a unique two-word phrase. Enter
the phrase below.

Two-Word Phrase

Cancel

Choose Another Verification Method



https://scoutmap.my.site.com/scouts/s/

How to log in to ScoutMap

Salesforce Authenticator

Parent

Ste s 16:43 52l il 52% @
Q

Install the Salesforce a Salesforce e

. Authenticator
AUthentlcator App from App Salesforce.com, inc. a

Store/Google Play

4.6% & 10L
15T reviews @ 14 MB Rated for 3+ ® Downlc

Let's Get Started

Restore from Backup

The mobile app will show a

two-word phrase which aware audience Connect Salesforce Authenticator

. - ;
needs to be entered into the T

Authenticator to your account. The app sends a

notification when we need to verify your identity, and
i n p u t bOX i n Ste p 4 you verify with just a tap. You can also enable location

services to have the app verify you automatically from
trusted locations. The app provides codes to use as an
alternate verification method.

1. Download Salesforce Authenticator from the App
Store or Google Play and install it on your mobile
device

2. Open the app and tap to add your account.

3. The app shows you a unique two-word phrase. Enter
the phrase below.

Two-Word Phrase

soft mechanism|

Cancel

Choose Another Verification Method




How to log in to ScoutMap

Parent

Steps

The userls accou nt is nOW 23 app-saas-1235--devprol.sandbox.my.site.com/scouts/s/?
Home | Devpro1 ne | Dev1 x™ Deployment checkli E India Intrane

connected to the

Authenticator app.

Any successive login
attempts will trigger a
notification on the
authenticator app as part of
our secure two-step

authentication process.



How to View My Family's Membership
Detalls




How to view my family's membership details

Parent

Steps

» Log in to ScoutMap Assigned Tasks

o

Bookings
D Go to My Family tab to:
From the menu, click:

Cases/Requests/Eng...

. . Contact Us

More > My Family Details
Events and Calendar

& Expression of Interest
Formation Assets

Invoices

Members

My Family Details

Reports

Section and their Me..

v



How to view my family's membership details

Parent

Steps

MY CHILDREN

Name Account Name

p You can view and click on

all your children who are

Ananya Vardhan Anand Vardhan Household

‘

Ananya Vardhan Anand Vardhan Household
onboarded with Scouts

DETAILS RELATED

v Membership Information

Member Number

Name

Ananya Vardhan 4
Preferred Mame
Anu

Youth Gender
Female

Age (In Years)
8

Age (In Manths)
97

Contact Type
Child

Phone

0748383212

Account Name

Anand Vardhan Household

Formation Leader

Post Mominal

Is Primary Contact

Birthdate

15/2/2016

IsActive

Status

Email

anand.vardhan@yopmail.com

anand.vardhan@yopmail.com




How to Update a Member's Detalls




How to update a Member's details

Parent/Guardian
Steps
From the menu, click: v Medical Information
More > My Family Disability Disability Type
4 s i’
X Allergies Allergy Details
» Click the Member whose ’ s
details need updating Medications Medication Details
rd s
Medical Conditions Additional details
D Find the relevant section s’ s
. . Additional Information Maore information
and click the pencil icon to 4, | y

update

p If there is no pencil icon, you
do not have permission to

update that data; please
raise a support request to
Membership Services to do

this for you




How to Submit a Support Request




Parent

» Log in to ScoutMap

D From the menu, click:
More > Support

How to submit a Support Request

Assigned Tasks

Bookings

Cases/Requests/Enquiries

Contact Us

Events and Calendar

Expression of Interest

Invoices

My Children

Submit Volunteer EOI

Submitted Requests/App...

Support




Parent

Steps

p Select the request type

D Select the Member's name

Enter a short description of

B the request

Click Next

You will receive a support

request number

How to submit a Support Request

| *Type of Request

--None--

--None--
| General Enquiry
Membership Cancellation
| Movement to another group
| Update/Review Sensitive Information

*Member

--None--

| White Adam
Lee Adam
Danie; Garcia
| Blue Adam

* Description

6 Next

Case 00001305 created successfully.

Previous




How to submit a Support Request

Parent

Steps

D e i pload
&) UP|03d les | Ord op iles

information, you will be 1 2
asekd to upload supporting Previous |

documents

Case 00001305 created successfully.
pChck Next

»You will receive a support
request number

»Click Finish

Prevwousl Finish I 3




How to Register for an Event




How to register for an Event

Parent
Steps

Assigned Tasks

» Log in to ScoutMap

Bookings

D In the menu, click Events y o fo Cases/Requests/Enquiries

and Calendar 5 v ol Conioctus

Events and Calendar

Expression of Interest
Invoices

My Children

Submit Volunteer EOI
Submitted Requests/App...

| Support




Parent

Steps

p Select the Formation Events
sub tab

To register, ensure the
event's status is set to

'Registration Open'

» Click on the event you want

to register

D On the Event Details page,
click Register (located top
right, just under the menu).
You will then be redirected

to a registration form.

How to register for an Event

Bra

Formation Events nts

FORMATION EVENTS

Registrations Pending Approval My Event Registrations

Reservation Name Event Name Status Local Start Date
R-000263 o FT Event Registration Open 10/2/2024
R-000327 Public Event Registration Open 16/2/2024
R-000333 Registration Open 16/2/2024
Reservation + | Reqist
R-000263 Follow ‘ egister
DETAILS RELATED Post  Question Poll
Share an upd
v Reservation Information
Reservation Name Reservation Type @ L Search this feet
Rr000263 Fvent Reservation Type
Status @ Event Name
Registration Open d FT Event
Logo Account
SW Group
Type Has Team
Event
Registration Clasing Date Free Event
16/2/2024 v

Event Fee Required

Collect Event Fee Outside Registration

Allow Group Registration
v

More Info URL




Parent

Steps

p On the registration form
from the dropdown menu
select 'Participant Type', and

'Participant Name
Click Next

D
p Select any relevant event-
specific options, confirm
medical details are correct
(checkbox), and read terms

and conditions (checkbox)

p Click Finish

How to register for an Event

*Participant Type

--None--

Fee: 5110

Participant Member Number:

Medical Information:

1) Allergies: AD

2) Medical Conditions: Diabetes;Epilepsy
3) Medications: MD

4) Additional Information provided: INF
5) Disabilities: Intellectual

*Confirm Medical details are Correct

All the above details are correct,

Participant Name

--None--

Next

*Qption 3

Select an Option v

Previous




How to register for an Event

Parent/Guardian

» Select Payment Method

You will receive a registration
confirmation email upon

successful payment

Amount Payable : $null

Please select payment method

() Credit Card | ® Bank Account m

Account Name

SMITH, JOHN

BS5B Account Number

999-999 999999999




Parent/Guardian

Steps

If Endorsement is required:

» Enter the relevant

Endorser's email

p Click Finish

p After the Endorsement is
completed by the
referee, you will receive a
notification to complete the

payment

How register for an Event

*Email

mark.batter@scoutswa.com.au

Fee: $110
Participant Member Mumber:

Medical Information:
1) Allergies: AD
2) Medical Conditions: Diabetes;Epilepsy
3) Medications: MD
4) Additional Information provided: INF
)

5) Disabilities: Intellectual

3
hed
Finish

Previous




How to View and Pay Invoices




How to view and pay invoices

Parent

Steps

» Log in to ScoutMap Assigned Tasks

Bookings
D Click: More > Invoices
Cases/Requests/Enquiries
All outstanding invoices will — T/ Contact Us

now display
Events and Calendar

Expression of Interest

Invoices ¢




How to view and pay invoices

Parent

Steps

» Check for Unpaid in Status

column

Click on the invoice number

you wish to pay

On the Invoice Detail page,
scroll to Payment and click
'Click here for payment'.

Alternatively, you can click
directly on 'Click here for
payment' from the previous

screen.

All v

50+ items o Sorted by Status « Filtered by Allinvoices

2

Invoice Number v | Type of Invoice

1-000314 B Event

1-000313 Event

Invoice

1-000225

DETAILS RELATED

nvoice Number

1-000225

Due Date
Amount

Status

Unpaid

Type of Invaice
Event
Member
Jennith A

ransaction Id

Receipt Number

Payment
I Click here for payment o
T

Search this list...

Printable View

e

v | Status ¥

v

Unpaid

Unpaid




How to view and pay invoices

Parent/Guardian

b Select Payment Method

You will receive a
registration confirmation email

upon successful payment

Amount Payable : $null

Please select payment method

() Credit Card | ® Bank Account B

Account Name

SMITH, JOHN

BS5B Account Number

999-999 999999999




How to view and pay invoices

Parent

Steps

Once the paymentis

successfully completed:

* The invoice will be updated
to 'Paid'

* The Transaction ID will be

updated on Invoice Detail

page

nvoice Number

[-000253

Due Date

Armount

$2,000.00
Status

Paid

Type of Invoice

Event
Member

lennith &

Transaction lo
3700731280

-

Receipt Mumber
3700731280
Pavment

Payment complete
Reservation

R-000438




How to Download an Invoice




How to download an Invoice

Parent

Steps

Invoice . B
|-000253 View Event Invoice New Note Submit for Approval | w

D On Invoice detail page click

on Printable View

Printable View

Chatter isn't enabled or the user doesn't have Chatter

DETAILS RELATED

Scout CEP + Frint This Page

D Select Save as PDF

1-000253

Print 1 page

Destination BB saveasPDF - e_




How to Submit a Youth Member EOI




How to submit a Youth Member EOI

Parent/Guardian

Steps

Assigned Tasks

p Log on to ScoutMap

p Click on Expression of
Interest




How to submit a Youth Member EOI

Parent

Membership Application

Fi | | t h e Prospective Youth Member Details
First Name
irs ne

Expression Of Interest
» (EOI) form

Click on Submit

at

é
_ SHEREERIE s e _




How to Submit a Volunteer EOI




Parent

Steps
p Log in to ScoutMap

p From the menu, click:
More > Submit Volunteer
EOI

How to Submit a Volunteer EOI

Assigned Tasks More A Q A

Events and Calendar -

Expression of Interest A

. . a
Formation Assets

| Invoices
Members

My Children

§ Reports

Section and their Me...

Submit Volunteer EOI 2

Submitted Rg Submit Voluntee

Support

My Contact Details




Parent

Steps

") Enterall details
" Click submit

D Logout from ScoutMap

How to Submit a Volunteer EOI

[
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