


VOLUNTEER TOOLKIT USER GUIDE

Troop Leader/Co -Leader

The Volunteer Toolkit is your official source for delivering easy, fun troop meetings year -round!
With this step -by-step guide, you can start your troop year strong and spend more time
adventuring with your Girl Scouts!
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NOTE: @A CY6 CYO.- x806EcO» & Vit

Volunteer Toolkit account for each U all under one v TROOP 99993 : 5-SENIOR )

login! Look for the gray drop -down box in the upper - TROOP 99995 : 7-MULTI-LEVEL I
left corner of your screen to navigate  between VTK ADMIN VIEW : 524

accounts.
b

TROOP LEADERS AND CO -LEADERS

HRL
Active volunteers registered for the current Girl Scout membership year in a troop leadership role.
There should be at least two volunteers with access to the same troop account in the V olunteer
Toolkit .

TROOP FINANCE VOLUNTEERS

Active volunteers registered for the current Girl Scout membership year in a troop
finance/administration  role. This role will only have the ability to edit and submit the finance
report found on the Finance s tab . All other tabs will be read -only.

TROOP PRODUCT PROGRAM VOLUNTEERS

Active volunteers registered for the current Girl Scout membership year in a troop product
program role. This role will have access to full troop member details on the My Troop tab
including contact information. All other tabs will be read -only.

CAREGIVERS OF GIRL SCOUTS IN A TROOP

Each primary caregiver has accessto view 6 C» E & ®duMtdec Tlodlkit account. They have
read-only permission for the meeting schedule and agendas,  plus additional resources. (Caregiver
accounts can only be accessed if the troop leader has set up a year plan. )

CAREGIVERS OF INDIVIDUALLY REGISTERED GIRLS , OR JULIETTES

Each primary caregiver of a currently registered Girl Scout who is not part of a tr oop will get
troop -leaderlike access with their ~ Girl Scout(s ). Access is granted through the council based on
confirmation of individually registered status.

DEMO ACCESS

Available for supporting volunteer and staff roles that need access to the Volunteer Toolkit for
training purposes . Demo access mirrors troop functionality but does not contain individual or
troop information . These users will have two demo accounts under the gray drop -down U Olroop
Demo U Troop Leader liand UDemo 0 Parent (iU and can see both sides of the troop experience.
Access is granted through the council based on placement in designated support roles
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WHERE TO FIND THE VOLUNTEER TOOLKIT

&

girl scouts Discover v Get Involved v

and visit www.gsmw .org.

DONATE Q LN

Cookies v  Support Us v  Members v

The Volunteer Toolkit can be used from any computer, tablet, or smartphone with internet access.
For best results, use a Toolkit -friendly browser , such as Chrome or Firefox , with a cleared cache ,

In the upper -right corner of your screen, click the MYGS icon to login to myGS using the
credentials provided when you registered.  Once logged in, from the My Account page, select

Ovolunteer Toolkit Ufrom the left menu

BASIC NAVIGATION

The Volunteer Toolkit is divided into tabs that each have unigue tools to help you plan your troop
year and manage each meeting witheaset @A CYodUé» Y@ § 3 Ygreendabsakrpss CY 6 Ui C
the top of your browser window. Mobile users will see a gr

tabs beneath.

S &
}1 YoUuOO @GYOE3» 6Cé»» E3 Y@
Volunteer Toolkit:

Print allows you to print a copy of  your current
screen.

Download allow s you to download calendar
appointments (from the Year Plan tab), pages, and
resources .

Seek additional help by clicking the green question
mark icon or by clicking Urake a Guided Tour. U
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REPORTS
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BASIC NAVIGATION (Continued)

My Troop

Here you will find a complete troop member roster along with family contact information and
achievements . Click the green arrow next to each name to expand and see  additional information ,
including a snapshot of achievements and attendance.

From this tab , you can also email caregivers , download, and printa roster with troop member
achievement and attendance information , renew memberships , and customize the page with a
troop photo .

W TROOP 30078 INFO

} Addison Test13User VTKScenario3 (555) 777-8622
Test

DOB: 1/4/2007 3 Fake Street Email Opt In Photo Opt In
Fake , AK Text Opt In Postal Opt In

AGE: 15 99997 Phone Opt In

GRADE: 10

Achievements:

Attendance:

RENEW NOW UPDATE CONTACT INFO

Product Program volunteers will also see complete troop member details under the My
Troop tab so that they have access to contact information to facilitate their respective
programs.

Caregiver users and individually registered girl users will only see their own Girl
e 3 Y didfarration along with a dashboard of their achievements

w ACHIEVEMENTS FOR DEMO

&%

Becoming Me for Shapes in Nature Design with
Girl Scout Seniors 08/06/2021 Nature
08/02/2021 08/06/2021
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Explore

} YouOO AE@- »33EGE@A YgoEY@T AYé CYsé 6évYYg 6CET C»
6683NT 281». Y@ CYO6é 6éYYglil =E@O e? Y606 ¢ édjdsargix O»y
x»»0E@BA 6C¢»1 6Y 26EO- § ¢O8@ AéYx 138863 Cs T@3» CVY

automatically populated. Selecting a year plan is required before other features become available,
but you can come back to the Explore tab anytime to ad  d more along the way.

From this tab, you can also preview prebuilt tracks of badge and Journey activities, preview
individual badge or award requirements, and download or print an overview of each preselected
track so you can easily review options with your Girl Scouts at your first meeting!

Caregiver s, product program volunteers and finance volunte ers will not see the
Explore tab.

Year Plan

From this tab, you can schedule meetings , add or swap out badges or award s, and fine -tune your
Girl Scout year. For a walk -through of all the tools  at your fingertips , click Urake a Guided Tour 0
on the Year Plan tab. If you ever want to start all over, use the Delete button to remove all

meetings, attendance and achievements. *

From this tab , you can also set meeting dates and locations , add more custom and council
activities, preview requirements,  and view previous years and important milestones from your
local area.

Caregivers, product program volunteers and finance volunteers will see a read-only
version of the year plan their troop leader has built in the V olunteer Toolkit .

*Deleting your Year Plan means it cannot be undone or recovered.
Meeting Plan

Here CY 6 U O the tAdis@- make each badge, award, meeting , and activity a successs w» Uy »
provided meeting prep information, materials lists, and even suggested scripts for many activities.

From this tab , you can also quickly print meeting resources , custom ize meeting plans, email
families, track attendance , and check off completed badges and awards.

Caregivers, product program volunteers and finance volunteers will see a read-only
version of the meeting plan their troop leader has added to their year.

Resource s

Underthistab,y Y6 U OO AE @- yo§r @leshingéyiestion¥ U like where to put pins or badges
on a uniform, which special awards your  Girl Scout s can earn, or how to lead well -loved Girl Scout
traditions U along with national and local resources by topic .

From this tab you can also gain access to the Girl Scout shop from each program level, download

reference documents for all the awards a Girl Scout can earn  , and explore tips for troop leaders
and other roles. All user types can see this tab and interact with it  in the same way.
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Finances

All Caregivers and Troop volunteers willsee aread-0d0C y» &1 EYQD YA -eadfinancé & Y Y ¢ U
report and any other necessary information to wrap up the troop year for years 2023 and prior.

Starting [n 2024, GSMW adoptgd,a new form,for submitting the report outsidg of VTK. If you are a
car» AEy»€& Yé 60éYY¢ c¢céY-030 ¢»eé1 Y@ AEO C-erdiepdrt oE20287 & » A &
or going forward, please reach out to your troop finance person or council

FIRST -YEAR TROOP LEADER EXPERIENCE

O»A O»8-»@é11 @»»- C»O0¢ A» 06 6he Bt -Yiedr Sréop Bxpediznee supgoss AY 6 C
new leaders with additional guidance to get you acquainted with  the Volunteer Toolkit . After

logging i n and navigating into the Volunteer Toolkit ,CY 6 U @rOmptechto answer the question,

U@ o0GCET CYoée AEeéei 6 C»8é 81 8§ =E@dk eCYWololdvEaGddede O» § -
path with recommended steps to s implify your onboarding process.

@A C at av'\a'lfﬁsb -year Girl Scout troop leader but would like to see the guided path, ¢ lick Orake a
Guided Tour uon any of the Volunteer Toolkit tabsto see the same guidance that a new leader
would.

SET UP YOUR YEAR PLAN

j C» AEé1 6 06Ex» CYO OYA E@06betaked to the EBxgodedab ». Frém her¥ YWAuN E 6 p
can visit the My Troop, Resource s, or Finance stab s, but to activate the Year Plan and Meeting
Plan tab s you need to first make a selection under the Explore tab.

Ifyou - Y @0 dthe tosrect grade level for your troop, please contact Customer Care at
customercare@gsmw.org _ or call 406 -252-0488.
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MY TROOP EXPLORE YEAR PLAN MEETING PLAN RESOURCES FINANCES

Lifetime Membership

There’s never been a better time to become a lifetime member
or give the gift of Girl Scouts to someone special.

Young Alum - $200 10 Year+ Volunteers - $200 Adults - $400

Learn More

&% TAKE A GUIDED TOUR

Select a level to get started.

Multi-level Explorer 2021-2022

To set the troops calendar year, select the badges and awards your girls want to earn or try a pre-selected track. The Year
Plan fills based on your selection. Easily make changes at any time.

3

Explore Meeting Plans Pre-selected Tracks
Search and filter to preview individual meeting plans to Not sure what to pick? These tracks get your troop
customize a plan all your own. Year Plan started and let you add choices as well.

EXPLORE MEETING PLANS VIEW POPULAR TRACKS

Want to explore more before setting up a plan? Check out the Award and Badge Explorer to mix and match badge and
Journey choices. Include your Girl Scouts and let them give input as you plan your year.

Before setting up your year plan, you can also check out the Award and Badge Explorer from the
bottom of the tab to mix and match potential award options in a PDF, and to share or make
decisions with your troop member s.T@3 » 6 C» CUVy » - »always some back Yasbuikl GuD
the schedule for those badges and awards.

Explore Meeting Plans

*9EO- § C»8é ¢cO08Q0 6C86U1T 3VYxcO»6»0C 3671 6YxEe»- 6Y C
meeting plans that work toward the badges, Journeys, and activities that excite your Girl Scouts.
You can also search through all badges and Journeys, regardles 7 YA CYo6é 6éYVYgld
mi» O0C» 8y8EO8§20» AEO6»é1p Yé 1 »8é3C AYé 1¢»3
useinyouryearplan. 383 C C»§8é& CVYo6 38@ 61 » 0 ’ A A
programming released in the Summer. T@3 » CYodUé» AEQGET C»-p 3 O0OE3N U
bottom to move forward in the system.
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BECOMING
= ‘

DESIGN WITH NATURE 1

Brownies calculate the age of natural objects and learn about tessellations and
bees.

DESIGN WITH NATURE 2

Brownies build a bird feeder, make bird food, and go bird-watching.

BECOMING ME FOR GIRL SCOUT BROWNIES 1

Brownies start the Becoming Me program by finding their voice and envisioning
their future selves,

BECOMING ME FOR GIRL SCOUT BROWNIES 2

Brownies finish the Becoming Me program series by reflecting on the program
themes and the things that shape who they are and what they will become.

DESIGN WITH NATURE 1

Brownies calculate the age of natural objects and learn about tessellations and

PREVIEW

PREVIEW

%D am ID ID

PREVIEW

Badge Overview

Meeting Overview

Meeting Plan

Materials List

Meeting Planner

1
2

Arrival and Opening Ceremony 00:15

Select an activity

Preselected Tracks

Not sure which badges and awards are right for your troop? You can also choose from a preset

*YOO»3 0EYD YA x

Ue»O»3 6

tab. You can bundle Preselected Tracks too by returning to the Explore tab and adding another

one to your plan.
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Junior Explorer 2021-2022

To set the troops calendar year, select the badges and awards your girls want to earn or try a pre-selected track. The Year
Plan fills based on your selection. Easily make changes at any time.

Explore Meeting Plans m

Search and filter to preview individual meeting
plans to customize a plan all your own.
Pre-selected Tracks

EXPLORE MEETING PLANS Mot sure what to pick? These tracks ge_t your troop Year
Plan started and let you add choices as well.

BADGES Girls explore their interests and build skills on a variety of topics.

Great for Your First Year Engineer Your World Becoming Me
OB @ ®OG
: / &
3 BADGES 7 BADGES 3 BADGES, 1 PATCH
17 MEETINGS 17 MEETINGS 8 MEETINGS

TR - T

Preselected Tracks 1

SET UP YOUR CALENDAR

}YoUué» §O0OxYT 6 é»8§-C 6Y 6080Y3 N »y»eé Colgaadststegis v
setting up calendar dates for your meetings. T @3 » CYO6Ué» Y@ 6 Qick Wandfyé ~
Calendar ,liselect a start date for your meeting cadence to begin , and choose the frequency of your
meetings and a general start time. Dates and times can be changed meeting by meeting after this
step; simply select any combination to get started .

July 2022

MEETING DATE AND LOCATIONS X | MEETING DATE AND LOCATIONS X
Add, delete or edit locations to assign to your meatings
CALENDAR LOCATION ACTIVITIES
Location Name Location Address m
Start Date 2| 04:00 M - biweekly : :
g & the Li brary 120 SW 5th St, Des moines, IA 50309
¢ nd your wour as you go.
o November 2020 ° - | 08n9/2021 v | 09/02/2021 09/16/2021
{ | 10n2/2020 " n1/2020
Su Mo Tu We Th Fr 53 | indigenous Peoples’ Day Veterar's Day W | 09/30/2021 w | 10/28f2021 12/09/2021
1.2 (3 4 .5 B 7
1 8 & 10 11 12 13 14 ||12ssee0 o ovouzon | 01/06/2022 v | 02/03/2022 02/17/2022
15 16 17 18 19 20 21 | Christmasbay New Year's Day
[N IR R 2l
|| = || 02nsiz0z o 05/31/2021
§ Presidents' Day Memorial Day
» oensiz0n o |orrearzom Virtual Troop Meeting https://usO2web.zoom.us/meeting/register/tZ0ocuqvgTMiHtfi
Juneteeth \ndependence Day
08/19/2021 09/02/2021 | 09n6/2021
UPDATE CALENDAR
09/30/2021 10/28/2021 | 12/09/2021
01/06/2022 02/03/2022 | 0271712022

REMOVE SELECT ALL SAVE



Location

Now that your dates are set, you can add a physical address or virtual meeting link to each. If
CYoleé» indffaeht@®ations or acombination of in -person and virtual meetings , add each
address or link , then connect them to the appropriate meeting (s) using the checkboxes. Click
(Baveliand the system will update your meetings automatically . You can change the location for a
meeting in multiple ways U by clicking on a date in your year plan , changing a date quickly , or
selecting UBee More Calendar Options ,liand also on the Meeting Plan tab .

MY TROOP EXPLORE YEAR PLAN MEETING PLAN RESOURCES FINANCES

i= VIEW YEAR PLAN REPLACE THIS MEETING | DELETE MEETING @

MEETING : SCRIBE 1
SEPTEMBER 02 04:00 PM

Girlslearn how to write different kinds of stories-both fiction and non-fiction.

LOCATION: the Library 120 SW 5th St, Des moines, |A 50309 % ®

Add, delete or edit the location for this meeting. X Scribe

the Library 120 SW 5th St, Des moines, IA 503C SAVE

Badge Steps: Girls find out how you can encourage, entertain, and excite people with their
writing.

Location 1

ADDING MEETINGS AND ACTIVIT IES

Add or Change Meetings to Your Year Plan

Girl Scouts are ready for whatever comes theirway U and that includes changes in meetings or
their year plan. Start by using the green  (Add Badge/Journey Ulink at the top of the year plan or
the UBearch to Add Meetings U link at the bottom of the year plan.  Use the search feature or filters
to sort through available meeting types and choose which ones to add to your year plan Meeting

6E6O»T AEOGC @6x2»eéi ‘§0 0C» »@- 8 é» (;§ 6 YA 8§ 1T »@E»i
requirements for the awar - % N‘»’»oEQAT §0ée»g§-C E@ CYoe 90§¢ AEOO =2
x§-» CYdé T1»0»306EY@Tp 20E3N U -. 6Y }»8é ~08@s1i
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ADD A PETAL, BADGE OR JOURNEY X

Search to Add a Petal, Badge or Journey Meeting

{ Q Search for a badge or journey award by name ]

Or Use Filters =

1. Select your Girl Scout Level(s)

2. Select the type of meeting plan you want

Journey D Journey: Cadettes - [:‘ Journey: Daisies - D Award Earning

Ambassadors Juniors

Badges Petals D Closing/Bridging D Intro/Family Meeting

Edit Meeting Dates and Times

Click the calendar date to the left of each meeting date to change the date or time of that specific

meeting. You can also choose to cancel one or more meetings, or to combine meetings. To combine

x»» 0EGARATp 1 »0»306 060C» O0AY x»»enkdkhtihe @V date onwhiehou 6 Y 3 Y x
AY5O- OEN» 0C80 x»»0EQA 6Y Y33pét Ab6»é CYbUy» x8§- »
be updated. If you go backto (Manage Calendar, iCY 6 i OO 1T »» § tAdéerigofdash§ & E3 Y ¢
meeting date. This take s you back to the original view of the Meeting Date and Location widget,

where you can reset the entire cadence of your meetings, if needed.

B S
Lif SEP 02, 2021 SCRIBE 1
Ju Change meeting date and time ‘

{ September 2021 ’ Start Time 4:Od PM -

Su Mo Tu We Th Fr Sa

1 3 4 CANCEL

5 6 7 8 9 10 1

12 13 14 15 16 17 18 DELETE SEE MORE

19 20 21 22 23 24 25
26 27 28 29 30

(4 E JUNIOR TRAIL ADVENTURE 1

Adding Other Types of Activities

O O

04:00 PM Gi

D

Meetings and badges are only partofago-A» 6 6 E@A =Eé O e3 Yooul o6éYY¢g C»geé

field trips, service projects, or cookie booth sales to your year plan as well. The Volunteer Toolkit
connects to your council website  and gsEvents so you can browse and add local council events,
too. Any activity you add will appear in blue and show up chronologically. At the top of the year

plan, click CAdd Activity.
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Custom Activity

Add your activity name, date, time, location, and details to your year plan. Remember: caregivers
will see this information too, so be sure  that event details are clear, and any special instructions

are included here.

Council Activity

Search or filter through council events and add them to your year plan. This feature does not
register you oryour group for the event ; it only adds the event to your year plan.

VIEW PAST YEAR PLANS

Each summer , the V olunteer Toolkit resets and archives your year plan . At that point,y Y6 0 OO0 @V
longer be able to make changestoany of your x » » 6 E@AT & 2YA»y»ép CYOUOO 1 6E
plan through the green (Past Yearsl(ilink at the top of your Year Plan tab. Note that achievement

and attendance records do not archive ; please download a copy of this information for your

records. Caregivers can also downloadacopy YA O6C»Eé YA@ =Eé O effonvthedMyi §3 CHI

Troop tab.
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