REGISTERYOUR TROOP FOR 2012
ONLINE USING E-COUNCIL !

Your girls will receive the Early Bird Patch

You will receive a coupon for the Councill
Shop - 25% off ANY ONE regular priced item

,) Valid through

girl scouts September 30, 2012

of alaska In-Store or Phone Orders

- 25%o0%
i ANY ONE |

regular-priced item

Instructions for online registration
included in this packet!!



Entering Membership Records into eCouncil

To login to eCouncil, go to www2.e-council.net and enter your username and password.
*Please remember that eCouncil is only compatible with the Internet Explorer browser.
Click on “Membership” at the bottom of the home screen. Then, select “Admin” in the
top toolbar. Next, click on “Membership Registration Forms”. On the next screen, enter
the troop number that you wish to register members into.

*Troop numbers are always 5 digits in eCouncil, so use zeroes at the beginning of your
troop number. For example, troop 25 is 00025, and troop 4078 is 04078.
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If there is an existing dues summary for the troop, it will be listed here. Click the edit
button on the right side. If there isn’t an existing dues summary, you will see this screen.
Click on the first option listed- “Form32.”
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The next page will be the dues summary for the troop. If you are entering a new troop,
please fill out all of the information listed here. If there is already a dues summary for
the troop but you’re adding a troop member, please verify the information listed and
correct any mistakes. To add a girl, click on “Search Girl”, and to add an adult, click
“Search Adult”.

*Please search for alternate spellings of a name if you don’t find it on the first try.
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To enter a girl, the “Search Girl Registrations” page will pop up. (If it doesn’t, check
your settings to ensure that pop ups from eCouncil are always allowed.) Input the first 3
letters of the girl’s last name and first 3 letters of the first name in and press Go.

*Always search for parts of the name, as there may have been misspellings or typing
errors when information was previously entered. Last names change more often for
adults than girls, so search for the first name only if you don’t find the member on the
first search.

Either choose the girl from the list given, or choose Add New Girl if she was not found.
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Enter the member’s information into the fields given, accurately and completely. If you
are reregistering a member, ensure that all information listed on the previous registration
in eCouncil is correct. Please update this registration to reflect what the paper
registration has. Please note that grade in school and years in Girl Scouts do not
automatically change. You must make these updates every year.

To enter a girl’s parental information, you will click on Search for Parent. The Search for
Parent screen will pop up. Search for a few letters of the parent’s first and last name.

*For the racial and ethnicity section, please use this information as a guide:

Multi Racial: Check as many categories as member marks, can be more than one

DO NOT type in: German, Caucasian, Greek, Italian, etc.

Racial: Parent may mark racial category only.

Click “Not Hispanic” button and click VS2 button.

If Hispanic/Not Hispanic is not marked, please click not Hispanic.

Ethnic: If member marks “Hispanic” and no Racial, click White.

Racial and Ethnic Assessments: If the information is provided on the registration form,
click “Self Reported.” If you are assessing, please choose “Visually Assessed.”

For the Parent Permission Signature field, click Yes if signature is provided.

For the Photo Release Signature field, click Yes if permission is provided. Once the
record is complete, click submit. Repeat this for each record you need to enter for this
troop.
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Once all records are entered for the troop, you’re ready to list a troop leader and enter
payment. Each troop needs a leader. Choose either “Primary Adult VVolunteer” or
“Council Staff,” then click on “Search for Troop Leader.” Enter the first 3 letters of the
leader’s first and last names, then choose the leader from the members listed.

To enter payment, select the “Enter payment” button. You will be charged $12 for each
member you are entering. Complete the payment information completely, and click the
“Submit Payment Information.”
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Troubleshooting

Have a question or need a walk through of a certain function? The training recordings
are always available to you. To access them, click on “Help” at the bottom of the screen
and choose the area that you need help with.

Still need help? Give the Girl Scouts of Alaska a call at 907 248 2250/800 478 7448.



