How to Register NEW Members to a Troop

Now that you've received your troop number please follow the steps below to add your NEW
members. Please note that ALL members that you are adding must also purchase a
membership in the same eBiz session or they will drop off your troop roster. Only registered Girl
Scout members may display in your troop roster.

1. Login to eBiz and click on Troop Management.
2. Verify that you are linked to the correct troop.
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3. Now you are ready to enter in your new members. Click on the “Add Adult” button to add
all adults that are going to be members of your troop. You must enter all adults first,
then add girls.

a. Based on the membership form provided by the adult, enter in all their
information on the customer profile page. If a duplicate error is received please
review the trouble shooting section at the end of this document.

b. After saving the information, the page will redirect you to choose a membership
product (Adult 2013 or Lifetime Membership).




Membership Products

Adult Membership 2013 {valid 10/1/2012 - 9/30/2013)
Enrich your life by adding meaningful days to girl's lives. Join Girl Scouts!

Girl Membership 2013 (valid 10/1 /2012 - 9f30/2013)
Give her access to life-changing experiences that inspire her to do something big. Enrcll your
daughter in Girl Scouts today!

Lifetime Membership {valid for life}

Purchase a Lifetime Membership and make a lifelong commitment to Girl Scouts, Lifetime
memberships are offered to adults and to girls at the time of their High School graduation at a

reduced rate.

c. Next, you will update information required for membership.

d. When all fields have been completed for the adult member you may click on the
following buttons: “save and continue to shopping cart”, “save and continue to
troop hub” (recommended if adding more members), or “save” (to review the
information). We recommend saving and continuing to the troop hub.
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Girl Scouts offers more choices than ever! Here are some ways to get involved.
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e. If you choose to “Save & Continue to Troop Hub” the member will show as
“unpaid” until you complete all of your membership purchases in the “shopping
cart”.
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4. Once finished with the adults, use the “Add Girl” button to add all new girls to your troop.
a. Based on the membership form provided for the girl, enter in all the information
on the customer profile page.
b. After saving the information, the page will redirect you to choose a membership
product (Girl 2013).
c. Next, you will update information required for membership.

Membership Profile

* Fields marked in bold are required

Customer Profile

First Marne Middle Name Last Marme
Juliette | |L0w
Country Code * IUnited States j

Address Line 1 * |9525 Monte Vista Ave
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City * |M0ntc|air

County |San Bernardino

State * |Ca|if0rnia j
Zip Code * [a1753-2231

Phone {9993(9999999) (Ext)

(1) 625 3995993 [

Date Of Birth |?/3/2DD1 =l

Ernail |watsonh|ake@email.com




Note: We encourage you to voluntarily provide information on racial background and ethnicity.
This information is used by Girl Scouts to evaluate and improve our efforts to bring Girl Scouting
to every girl everywhere
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* Fields marked}bold are required
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Guardian Information
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d. When all fields have been completed for the girl member you may click on the
following buttons: “save and continue to shopping cart”, “save and continue to
troop hub” (recommended if adding more members), or “save” (to review the
information). We recommend saving and continuing to the troop hub.

e. If you choose to “save and go back to troop hub” the member will show as
“unpaid” until you complete all of your membership purchases in the “shopping
cart”.

5. When all members have been entered into your troop please click on “shopping cart” to

review the members and view y
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6. Next, click “check out” to enter in your troop debit card (hame on card should be the

leader or GSGLA) and complete your purchase. The next page will have a summary of
your order. Please print this page, all email confirmations go directly to the
member.

Troubleshooting:

Duplicate error message: If entering in a member and you get an error stating “duplicate
record”, don’t worry, it simply means that the person is already in our database. Please
do not continue with this person or attempt to enter them a different way. Instead, set
them aside until the rest of your troop is complete, and then fill out a Troop Change
Form to have the person temporarily added to your troop by our help desk. The GSGLA
Help Desk will provide further information to assist you in completing those members.
Employer or School doesn't exist: Please try searching using only part of the name of
the employer or school. If the employer does not display on the list please use “unlisted”
as the employer. If the school does not exist, please use “unlisted” but you may submit a
Troop Change Form to have a staff member complete the school information for you.



