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Service Unit Registrar 

Welcome to the Girl Scouts of Greater Los Angeles’ Girl Scout  
Service Unit Registrar Orientation.  This orientation prepares a  
Girl Scout volunteer to coordinate the registration activities for the 
troops in a Service Unit throughout a Girl Scout year. 

For this orientation, you will need to print the Service Unit Registrar Manual, 
which can be found on the GSGLA website. 

WHEN FINISHED WITH THIS ORIENTATION, YOU WILL BE ABLE TO:  
• Describe the role of the Service Unit Registrar 
• Locate and use the forms necessary relating to registration 
• Demonstrate the procedures for assisting leaders and other 

volunteers when using eBiz 
• Identify resources for troops regarding eBiz 
• Explain the importance of Early Bird registration 
• Interpret registration reports from Council 
• Explain the relationship between the Service Unit Manager, Service 

Unit Team, and Membership Specialist 



The Service Unit 

When you first joined Girl Scouts, you were welcomed by a 
team of volunteers and became a part of a Service Unit.  The 
Service Unit is a critical link between the Council and troops. 

Member of 
WAGGGS 

GSUSA 

GSGLA 

Regions 

Service 
Unit 

Troop 

The role of the Service Unit is to: 
 

• Form troops, recruit, and place 
girls and adults  

• Support volunteers in the on-
boarding process 

• Provide on-going assistance to 
existing troops and other 
pathways. 

• Celebrate and recognize 
volunteers 

• Support Council goals 



 
Service Unit Manager 

- Manage SU Team/Business 
- Approve Forms/Requests 
- Ensure Effective SU Meetings 
- Manage Troop Leader Appointment 
- Ensure Effective SU Communications 
- Support Partnership With Council 

 

Treasurer 
- Manage SU Financial Records 
- Support Troop Money Management 

GSLE Coach 
- Facilitate New Troop Leader Support 
- Facilitate Ongoing Troop Leader Support 

Event Coordinator 
- Manage Program Event Calendar & Folders 
- Build & Support Program Event  

Communications 
- Provide Leader Meeting Sign-in sheet 
- Record minutes of monthly meetings 
- Update website 

Recruiter 
- Coordinate Recruitment events 
- Manage Girl & Adult Placement 

Product Program Chair 
- Train & Support Volunteers 
- Manage SU Fall & Cookie Program Tasks 

Registrar 
- Manage Service Unit  records 
- Support Troop Registration 
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The Service Unit Team – Typical Roles & Functions 



The Service Unit Team 

As a vital member of the Service Unit Team, your role includes not only the 
specific duties of Registrar, but to also: 
• Understand and support Council policies 
• Enhance and promote online functionalities 
• Promote an interactive environment for leaders 
• Assist the Service Unit Manager and the rest of the Team as necessary 
• Help promote the Girl Scout Leadership Experience 
• Help create a welcoming and friendly environment for all volunteers in 
  the Service Unit 

Using the Girl Scout Leadership Experience as our guide: 
• Activities are designed to give girls the opportunity to 

themselves,  with others, and to make the 
world a better place. 

• Activities are , which give the girls the opportunity to 
 in a environment. 



The Service Unit Registrar: 
Who are you? 
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A Service Unit Team Member whose main 
responsibility is to provide help with the 

registration process to new and 
experienced troop/group leadership teams 

 



By the end of this course, each participant will be able 
to:  

 

Discuss the Service Unit 
Registrar position, 

description, and 
responsibilities 

OBJECTIVE #1 



Service Unit Registrar Position Description 

CORE COMPETENCIES 
• Girl focused 
• Demonstrates personal integrity 
• Demonstrates adaptability 
• Demonstrates effective oral communication 
• Fosters diversity 
• Demonstrates adequate computer skills 
• Additional requirements 

o Good standing with GSGLA 
o Belief in the purpose of Girl Scouting 
o Knowledge of goals, objectives, polices of GSGLA 
o Familiar with Service Unit area 
o Team player 
o Communicate effectively 
o Respect decisions made 
o Commitment and time 
o Attention to details 
o Complete annual Registrar training 

Summary:   Providing help with the registration process to new and  
   experienced troop/group leadership teams.  
Term:    October 1 through September 30 for a 1 year term; reappointment annually 
Accountable to:  Service Unit Manager and Membership Specialist 
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Service Unit Registrar Responsibilities 
 

To the Service Unit: 
• Assist Leaders with registration issues throughout the year 
• Train Troop Leaders in online registration procedures 
• Promote Early Bird Registration 
• Maintain up to date Troop rosters 
• Analyze Service Unit registration reports 
• Maintain a Service Unit adult roster 
• Ensure Service Unit communication with independently registered girls 
• Keep an inventory of forms available and information about where to find 

them online 
 

To the Service Unit Team: 
• Attend monthly Service Unit meetings 
• Assist with follow up on lapsed Girls and Troops 
• Assist in identifying underrepresented schools or communities 
• Assist in arranging recruiting events and placing girls 
 

Service Unit Registrar Position Description 



By the end of this course, each participant will be able 
to:  

 

Locate and use the forms 
necessary in regards to 

registration 

OBJECTIVE #2 



Registration Forms 

 

13 

Library of Forms 
• Girl Membership Form (English and Spanish) 
• Adult Membership Form (English and Spanish) 
• Health History and Automobile Form (English and 

Spanish) 
• Fall Product and Cookie Program Permission Form 

(English and Spanish) 
• Annual Finance Report 
• Membership Registration Submission Form 
• Family Partnership Donation Form 



Registration Forms: 
Membership Forms 
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Presenter
Presentation Notes
Use this form when submitting paper registrations that are paid with FINANCIAL AID only.	



Registration Forms: 
Health History and Automobile 
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Presenter
Presentation Notes
Use this form when submitting paper registrations that are paid with FINANCIAL AID only.	



Registration Forms: 
Product Program Permission 
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Presenter
Presentation Notes
Use this form when submitting paper registrations that are paid with FINANCIAL AID only.	



Registration Forms: 
Annual Finance Report 
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Presenter
Presentation Notes
Use this form when submitting paper registrations that are paid with FINANCIAL AID only.	



Registration Forms: 
Registration Submission 
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Presenter
Presentation Notes
Use this form when submitting paper registrations that are paid with FINANCIAL AID only.	



Registration Forms: 
Family Partnership Donation 
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Presenter
Presentation Notes
Use this form when submitting paper registrations that are paid with FINANCIAL AID only.	



Registration Forms: 
Where to find 
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• Emailed to you to keep in your files, request from 
membership specialist 
• You may want to print copies to have available  
 for those who need them 

 
• “Forms” section of GSGLA website 

• Membership Forms 
• Health History and Automobile Information 
• Product Program Permission 
• Annual Finance Report 
• Family Partnership 

 



By the end of this course, each participant will be able 
to:  

 

Demonstrate the 
procedures for assisting 

leaders with using eBiz 

OBJECTIVE #3 



eBiz Basics: 
Assisting Leaders 
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• Ensure leaders have an eBiz account 
• Assist leaders with account activation when 

necessary 
 

• Answer leaders questions accurately and promptly 
• Email/Phone/In Person (when necessary) 

 
• Direct leaders to Membership Specialist or Helpdesk 

when necessary 



By the end of this course, each participant will be able 
to:  

 

Identify resources for 
Troops regarding eBiz 

OBJECTIVE #4 



eBiz Resources:  Membership Registration 
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Step 1:  Logon to eBiz 

Step 2:  Follow prompts and fill in all pertinent   

    information in open fields 

Step 3:  Make a Family Partnership Donation 

Step 4:  Pay membership fee and donation 

Step 5:  Print your order summary 



25 

eBiz Resources:  Trouble Shooting 

Troop Leaders may have eBiz issues regarding: 
• Starting their account 
• Helping Troop Members start their accounts 
• Accessing Troop Management 
• Registering for membership/trainings/events 
• Adding a girl/adult to their troop 
• Updating information 

 

Presenter
Presentation Notes
Troop Management is a convenient way to assist leaders in managing their troop information. Each troop should have a designated “01” leader in Personify.  This individual is the one that has access to the Troop Management Hub.With Personify, it is important to designate one “01” position for each troop. As with last year,  Multiple “01” designations don’t work with the new eBiz system in Personify.  How a troop is managed is negotiated among the leaders, with support from parents. For Personify, the system needs to show just one person designated as the “01” in order to have access.Ask any of the experienced Registrars if they have had any experience with this.



26 

eBiz Resources:  Troop Management Hub 

Troop Leaders can use "Troop Management" to: 
• Manage your troop members' contact information 
• Communicate with troop members using email 
• Print membership cards for troop members 
• Create and print a troop roster 
• Renew troop members online 
• Register new adults and girls to your troop 
• Reminder:  tutorial is on our website 
 

Presenter
Presentation Notes
Troop Management is a convenient way to assist leaders in managing their troop information. Each troop should have a designated “01” leader in Personify.  This individual is the one that has access to the Troop Management Hub.With Personify, it is important to designate one “01” position for each troop. As with last year,  Multiple “01” designations don’t work with the new eBiz system in Personify.  How a troop is managed is negotiated among the leaders, with support from parents. For Personify, the system needs to show just one person designated as the “01” in order to have access.Ask any of the experienced Registrars if they have had any experience with this.
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eBiz Resources:   My Troops 

Troop Leaders can use the “My Troops” function to: 

• Manage your troop members' contact information 

• Update troop meeting information 

• Communicate with troop members using email 

• Print membership cards for troop members 

• Create and print a troop roster 

• Renew troop members registration online 

• Register new adults and girls to your troop 

• Register troop members for events and trainings 

• View current and past troop eBiz purchases 
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eBiz Resources:  My Family 

Troop Leaders can also use the “My Troops” 

function to: 

• Manage your family members' contact information 

• Print membership cards for family members 

• Renew family members registration online 

• Add new adults and girls to your family 

• Register family members for events and trainings 

• View current and past family eBiz purchases 



eBiz Resources:  Add a Girl/Adult 
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Step 1:  Logon to eBiz 
Step 2:  Click on “Troop Management” 
Step 3:  Click on “Add Adult” or “Add Girl” (Adults   
   should be added first) 
Step 4:  Follow prompts and fill in all pertinent    
   information in open fields 
Step 5:  Return to “Troop Management” to add   
   additional Adults/Girls 
Step 6:  Pay membership fees 
Step 7:  Print your order summary 



eBiz Resources: 
Registering for an Event 
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Leaders can register Girls/Adults for Events/Trainings 
 
Step 1:  Logon to eBiz 
Step 2:  Click on “Troop Management” 
Step 3:  Select the Girls/Adults you wish to register 
Step 4:  Search for the event/training you wish to register for by 
   searching through the appropriate category or by  
   selecting “purchase or register for” from the drop down 
   menu and typing the name in the search box  
Step 5:  Select the correct event/training 
Step 6:  Click “Add to Cart” 
Step 7:  Return to “Troop Management” to register for additional 
   events/trainings 
Step 8:  Check out/pay fees 
Step 9:  Print your order summary 
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eBiz Resources:  Help Page 

FAQs: 



By the end of this course, each participant will be able 
to:  

 

Explain the importance of 
Early Bird Registration 

OBJECTIVE #5 



Early Bird Registration - Benefits 
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• Keeps the reregistration process away from the fall 

“busy” season 
• Allows Registrar time to follow up with those not 

registered before they become lapsed 
• Gives Recruiter an idea of what next year’s starting 

numbers will be 
• Early Bird Registration Patch 
• Early Bird Registration Incentive (usually a discount on 

a big council event) 
 



Early Bird Registration – Online Renewal 
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• An online membership renewal option available through eBiz 
• This is the council preferred method to renew annual membership or purchase a 

regular Lifetime Membership 
• It’s Green!  
• It is fast, easy and convenient 
• Accurate spelling & contact information in the database in minutes 
• It is 24/7 access 
• It is safe, secure and confidential 
• It generates a troop roster instantly 
• It generates membership cards (available Oct. 1st) 
• It is accurate, real time membership data for service units 
• It is cost and time effective 
• It provides parents/leaders access to online registration for programs and trainings 
• Troop Leader can use the troop debit card to reregister the troop OR 
• Parents can use their personal credit/debit card to reregister themselves and their 

daughters 

*Deadline for Online Early Bird Registration is June 30* 

Presenter
Presentation Notes
Some of you are new as Registrars . We’d like to review some common definitions…Functions eBiz can provide:   Customer Profile Management, Membership Renewal, Donations, Adult Training Registration,   New Member Registration, Program/Event Registration, Camp Registration  Functions eBiz can support for the troop leader:     Troop Maintenance, Troop Membership Renewal, New Troop Membership, Troop Program    Registration, Troop Camp Registration  Lifetime Membership registration (adults)  and the discount for graduating seniors is $156    as opposed to the $300 regular rate.  
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                  FAMILY PARTNERSHIP                       
CAMPAIGN 

 
 
 
Our Family Partnership Campaign is a way for Girl Scout families  
to invest in girls’ futures through local programs, camp improvements, 
scholarships, volunteer support, and other critical services.  
 
Funds raised through our annual Family Partnership Campaign help 
provide quality services to over 43,000 girls and 23,000 volunteers in  
our communities. Every dollar is vital to helping our girls and your tax-
deductible gift will make a significant impact.  
 
We ask that each family consider a gift to Family Partnership. Every  
little bit helps. 
 
All families who give a gift of $25 or more will receive a Family 
Partnership Patch.  
 

Presenter
Presentation Notes
This information is in your Quick Start Guide. This guide was provided at your Registrar Training in April. 2012.As you know, Family Partnership is an important part of Girl Scouts. We never want to turn a girl away from being involved just because of financial restraints. The average cost per girl is $300.00. We look to volunteers and parents to help support our future leaders by contributing to Family Partnership.See web site for more detailed information.



By the end of this course, each participant will be able 
to:  

 

Interpret council 
registration reports 

OBJECTIVE #6 



Council Registration Reports 
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On the 15th of every month you will receive: 

• A report of all Troops registered in the Service Unit and 

numbers of Girls/Adults in each Troop 

• A report of all registered 01s and 02s in the Service Unit by 

Troop Level/Number with contact information 

• A report of all Independently Registered Girls  

 in the Service Unit by last name with grade  

 level, guardian information, and email address 

 



Council Registration Reports: 
Requests 
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Service Unit Registrars can also request:  

• Reports of Girls registered in the Service Unit by school or grade 

level 

• Reports of Adults registered in the Service Unit not in a troop 

• Other reports (ask for what you want) 



Council Registration Reports: 
Uses 
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Registrars can use Registration Reports to: 

• Identify lapsed Troops or Girls/Adults 

• Identify underrepresented areas of their Service Unit 

• Give information to SU Recruiter 

• Update Service Unit Adult Rosters 

• Identify discrepancies in Troop Rosters (Leader says she has 12 

girls, but only 10 are registered in the troop) 

• Can also ask Troop Leaders to print updated rosters from eBiz to 

turn in at Service Unit Meetings 

• Update contact list for Independently Registered Girl Scouts to 

ensure they are receiving all appropriate communications 



SU Registrar vs. SU Manager 

Service Unit Registrar  
Gives assistance with eBiz 

Works collaboratively with Service Unit Team 

Attends Service Unit Meetings  

Service Unit Manager 
Gives assistance with Troop issues 

Works collaboratively with Service Unit Team 

Plans/leads Service Unit Meetings 

40 



Demonstrate the 
procedures for assisting 
Leaders with using eBiz 

Discuss the Service Unit 
Registrar position 
description and 
responsibilities 
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Have We Met Our Objectives? 

Locate and use the forms 
necessary in regards to 
registration 

Identify resources for 
Troops regarding eBiz 

Explain the importance 
of Early Bird Registration 

Interpret registration 
reports 

You should now be able to: 
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QUESTIONS? 



Congratulations! 
 

You have completed 
 

Service Unit Registrar Orientation 

Thank you! 
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