Early Registration Instructions for the 2009-2010 Scouting Year

Early registration in MMS starts in May and ends August 31%. During this time it is
possible in MMS to register a member for either the current registration year (2008-2009)
or for the next registration year (2009-2010). After the roll-over to the new Scouting year
on September 1%, it will only be possible to register a member for the 2009-2010 year.

In the Reports page of org units, there is a “Next session registrants’ report which lists all
members who have been registered for the 2009-2010 session.

A) To register returning members for the next session:

1) Go to the Active Members screen of the Org Unit
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2) Click on the book icon under ‘Register Next Session (09-10)"that corresponds to
the member you want to register for 2009-2010. This will bring you to the
Registration Confirmation screen.

3) Enter the payment information and then click the ‘Confirm Registration’ button.

4) The member will now appear in the Transfers and Other Registrations screen and
will still appear in the Active Members screen.

Note** If a member is swimming up to a new section (the member is a beaver this year
but should be registered in the pack next year), you add the pack to the member record,
make the pack the member’s primary org unit, and then register the member. If you do
not, the member will be registered in the beaver colony and will appear in the beaver
colony next year.

Transferring a member and changing the primary org unit can both be done from the
Forms Review screen.




B) To register a prospective or new member for the next session:
1) Go to the Org. Unit, Prospective Members screen
2) If you are registering a new member, create a new member in the same way as
during normal registration (click on the ‘new’ button to the right of the
Prospective Members list). After creating the new member you will be back at
the Prospective Members screen where the newly created member now appears
3) Click onjthe *Register (08-09)’ book icon to register for the current session. Or,
click on/the “Register Next Session (09-10)’ book icon to register for the next
session/
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4) Either action will bring you to the Registration Confirmation screen. Enter the
payment info and confirm the registration.



5) Please verify that the correct year has been selected in the Registration
Confirmation screen.
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Please completg the registration as follows:

1) Click the "Edit fencil® icon at the bottam-right of the soresn and select: the payment type, Actual Fee and Amount Paid. Then olick "Save".

2) Click the "Edit] button at the top-right of the scrasn and enter a recaipt number and any comments (reason for J¥, raasan for fee discount, etc.). Then dlick "Save".
3) Click "Confirr] Registration” to finalize this member's registration,
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If the wrong year has been selected, corrections can only be done at MMS support at the
National Office. Please email mms@scouts.ca to correct any changes.

Please be careful when choosing which the registration year!
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Notes:
For Currently Active and Prospective members registered for 2009-2010

e You can view the registration record in the Registration History screen.

e If you click the ‘Register’ book icon in the transfers screen you should get an
error message that the member has already been registered for this year.

e After you register a member for next session, their Status Next Session should be
‘Active’.
e Assoon as you click either the register for 08/09 or 09/10 book icon, an unpaid

registration record will be created. The record is only confirmed (i.e. *paid’) after
you click the “‘Confirm Registration’ button.

e It is important that next session org unit information has been entered in the
system (go to Org Profile Admin screen). Maximum youth (next session) and
Maximum Volunteers (next session) should be greater than zero. If these values
are zero then any member registered for next year will have the status of wait
listed. Most org units that had zero values in these fields have been changed to a
non zero value so this should not happen often.

e If you click “Next Registration step” button in the Member Profile Admin Screen
you will be able to enter the member’s role and then be navigated back to the
Prospective Members screen.

e There is a ‘Next Session Registrants’ org unit report that will list all members in
registered for next year.

Active Members registered for 2009-2010
e The member’s Next Registration Year should now be REG-2009-2010.
e The Last Registration Year should remain REG-2008-2009.
e Member’s status will still be Active or Probationary.

e The current checkmark will remain (the current check mark in the active members
screen appears if the current registration year is the same as the last registration

year).

Prospective Members registered for 2009-2010

e If you register a prospective member for next year (09/10) and not for this year
(08/09) their status will remain as prospective. Registering them next year does
not mean they are registered for this year. Only members registered for this year
will be Active.



