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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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WHO HAS ACCESS   
 
NOTE:  @Ä ĆÝö ÇÝÓ· ×öÓóÈçÓ» êÝÓ»îƿ ĆÝöǜÓÓ Ç§ÿ» §
Volunteer Toolkit account for each Ǖall under one  
login! Look for the gray drop -down box in the upper -
left corner of your screen to navigate between 
accounts.  
 
TROOP LEADERS AND CO -LEADERS  
 
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 access to view óÇ»Èê óêÝÝçǜîVolunteer Toolkit 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 -downǕ ǙTroop  
Demo ǔ Troop Leader ǚ and ǙDemo ǔ ParentǚǕand 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  

 
 
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 , 
and visit www.gsmw .org.   
 
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 
ǙVolunteer Toolkit ǚ from the left menu .  
 
 
BASIC NAVIGATION  
 
The Volunteer Toolkit is divided into tabs that each have unique tools to help you plan your troop 
year and manage each meeting  with easeƾ @Ä ĆÝöǜê» ÝØ § ³Ý×çöó»êƿ ĆÝöǜÓÓ î»» óÇ»green tabs  across 
the top of your browser window. Mobile users will see a gr ay drop -down menu at the t op with 
tabs beneath.  

 
}ÝöǜÓÓ ØÝóÈ³» óÇê»» È³ÝØî ÝØ §Ó×Ýîó »ÿ»êĆ ç§Å» ÝÄ óÇ»
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 ǙTake a Guided Tour. ǚ 
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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 p rint a  roster with troop member  
achievement and attendance information , renew memberships , and customize the page with a 
troop photo . 
 

 
 

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 w ill only see their own Girl 
e³Ýöóǜîinformation  along with a dashboard of their achievements . 
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Explore  
 
}ÝöǜÓÓ ÄÈØ· »ą³ÈóÈØÅ ÝçóÈÝØî ÄÝê ĆÝöê óêÝÝç óÇÈî Ć»§ê öØ·»ê óÇ» 3ąçÓÝê» ó§²ƿ ÈØ³Óö·ÈØÅ çê»²öÈÓó
óê§³Ñî ²§î»· ÝØ ĆÝöê óêÝÝçǜî =ÈêÓ e³Ýöó çêÝÅê§× Ó»ÿ»Óƾ }Ýö ³§Ø §ÓîÝ ²êÝĀî» ÈØ·ÈÿÈ·ö§Ó ²§dges and 
×»»óÈØÅ óĆç»î óÝ ²öÈÓ· § çÓ§Ø ÄêÝ× î³ê§ó³Çƾ TØ³» ĆÝöǜÿ» ×§·» § ³ÇÝÈ³»ƿ ĆÝöê Ć»§ê çÓ§Ø ĀÈÓÓ ²»
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 ǙTake a Guided Tour ǚ 
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 t roop leader has built in the V olunteer Toolkit .  
 

*Deleting your Year Plan means it cannot be undone or recovered.  
 
Meeting Plan  
 
Here ĆÝöǜÓÓ ÄÈØ· the  tools to make each badge, award, meeting , and activity  a successƾ w»ǜÿ»
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 
 
Under this tab, y ÝöǜÓÓ ÄÈØ· §ØîĀ»êî óÝyour pressing questions Ǖlike 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 Ǖalong 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 will see a read -oØÓĆ ÿ»êîÈÝØ ÝÄ óÇ» óêÝÝçǜî Ć»§ê-end finance 
report and any other necessary information to wrap up the troop year for years 2023 and prior.  
 
Starting in 2024, GSMW adopted a new form for submitting the report outside of VTK. If you are a 
car»ÅÈÿ»ê Ýê óêÝÝç çêÝ·ö³ó ç»êîÝØ ĀÈóÇ éö»îóÈÝØî ê»Å§ê·ÈØÅ ĆÝöê óêÝÝçǜî Ć»§ê-end report for 2024 
or going forward, please reach out to your troop finance person or council .  
 

 
FIRST -YEAR TROOP LEADER EXPERIENCE  
 
O»Ā Ó»§·»êîǀ Ø»»· Ç»Óç Å»óóÈØÅ îó§êó»·ǅ w»ǜÿ» ÅÝó ĆÝöƾ jhe First -Year Troop Experience supports 
new leaders with additional guidance to get you acquainted with  the Volunteer Toolkit . After 
logging i n and navigating into the Volunteer Toolkit , ĆÝöǜÓÓ ²» prompted to answer the question, 
Ǚ@î óÇÈî ĆÝöê ÄÈêîó Ć»§ê §î § =ÈêÓ e³Ýöó óêÝÝç Ó»§·»êǅǚ @Ä ĆÝö §ØîĀ»ê Ǚyes,ǚ ĆÝö ĀÈÓÓ follow a guided 
path with  recommended steps to s implify your  onboarding process.  
 
@Ä ĆÝöǜê» not a first -year Girl Scout troop leader but would like to see the guided path, c lick ǙTake a 
Guided Tour ǚ on any of the Volunteer Toolkit tabs to  see the same guidance that a new leader 
would.  
 
SET UP YOUR YEAR PLAN  
 
jÇ» ÄÈêîó óÈ×» ĆÝö ÓÝÅ ÈØóÝ óÇ» vÝÓöØó»»ê jÝÝÓÑÈóƿ ĆÝöǜÓÓbe taken to the Explore tab . From here , you 
can visit the My Troop, Resource s, or Finance s tab s, but  to activate the Year Plan and Meeting 
Plan tab s you need to first make a selection under the Explore tab.  
 
If you ·ÝØǜó î»» the correct grade level for your troop, please contact Customer Care at  
customercare@gsmw.org  or call 406 -252-0488.  
 

mailto:customercare@gsmw.org


July 2022 7 

 
 
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. TØ³» óÇ»Ćǜÿ» ·»³È·»·ƿ ĆÝö ³§Øalways  come back to build out 
the schedule for those badges and awards.  
 
Explore Meeting Plans  
 
*öÈÓ· § Ć»§ê çÓ§Ø óÇ§óǜî ³Ý×çÓ»ó»ÓĆ ³öîóÝ×Èċ»· óÝ ĆÝöê óêÝÝçǜî ÈØó»ê»îóîǃ }Ýö ³§Ø ×Èą §Ø· ×§ó³Ç
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 î ÝÄ ĆÝöê óêÝÝçǜî çêÝÅê§× Ó»ÿ»Óƾ
mî» óÇ» §ÿ§ÈÓ§²Ó» ÄÈÓó»êîƿ Ýê î»§ê³Ç ÄÝê îç»³ÈÄÈ³ ×»»óÈØÅî §Ø· îÈ×çÓĆ î»Ó»³ó óÇ» ÝØ»î ĆÝöǜ· ÓÈÑ» óÝ
use in your year plan. 3§³Ç Ć»§ê ĆÝö ³§Ø öî» óÇ» ǙO»Ā ÄÝê Ǒ@Øî»êó }»§êǒǚ ÄÈÓó»ê óÝ ÄÈØ· §ÓÓ óÇ» Ø»Ā
programming released in  the Summer. TØ³» ĆÝöǜê» ÄÈØÈîÇ»·ƿ ³ÓÈ³Ñ Ǚ ·· óÝ }»§ê ^Ó§Øǚ §ó óÇ»
bottom to move forward in the system.  
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Preselected Tracks  
 
Not sure which badges and awards are right for your troop? You can also choose from a preset 
³ÝÓÓ»³óÈÝØ ÝÄ ×»»óÈØÅî ĀÈóÇ óÇ» çê»î»Ó»³ó»· óê§³Ñî ÝçóÈÝØ ÈØîó»§·ƾ +ÓÈ³Ñ ǙvÈ»Ā ^ÝçöÓ§ê jê§³Ñîǚ óÝ
preview each combination of awards and download them, if needed. TØ³» ĆÝöǜÿ» ·»³È·»·ƿ ³ÓÈ³Ñ
Ǚe»Ó»³ó jê§³Ñƿǚ §Ø· ĆÝöê Ć»§ê çÓ§Ø ĀÈÓÓ ²» ³ê»§ó»·ƾ }ÝöǜÓÓ §öóÝ×§óÈ³§ÓÓĆ ²» ó§Ñ»Ø óÝ óÇ» }»§ê ^Ó§Ø
tab. You can bundle Preselected Tracks too by returning to the Explore tab and adding another 
one to your plan.  
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Preselected Tracks 1 

 
SET UP YOUR CALENDAR  
 
}Ýöǜê» §Ó×Ýîó ê»§·Ć óÝ öØÓÝ³Ñ »ÿ»êĆóÇÈØÅ óÇ» vÝÓöØó»»ê jÝÝÓÑÈó Ç§î óÝ ÝÄÄ»êǕyour last step is 
setting up calendar dates for your meetings. TØ³» ĆÝöǜê» ÝØ óÇ» }»§ê ^Ó§Ø ó§²ƿ ³lick ǙManage 
Calendar ,ǚ select 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 .  
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Location  
 
Now that your dates are set, you can add a physical address or  virtual meeting  link  to each. If 
ĆÝöǜê» ×»»óÈØÅin different locations or a combination of in -person and virtual  meetings , add each 
address  or link , then connect them  to the appropriate meeting (s) using the checkboxes. Click 
ǙSaveǚ and the system will update your meetings automatically . You can change the location for a 
meeting in multiple ways Ǖby clicking on a date in your year plan , chang ing  a date quickly , or 
select ing  ǙSee More Calendar Options ,ǚ and also on the Meeting Plan tab . 

 

 
Location 1 

 
ADDING MEETINGS AND  ACTIVIT IES  
 
Add or Change Meetings to Your Year Plan  
 
Girl Scouts are ready for whatever comes their way Ǖand that includes changes in meetings or 
their year plan. Start by using the green ǙAdd Badge/Journey ǚ link at the top of the year plan or 
the ǙSearch to Add Meetings ǚ 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 
óÈóÓ»î ĀÈóÇ Øö×²»êî §ó óÇ» »Ø· §ê» ç§êó ÝÄ § î»êÈ»îƿ §Ø· ĆÝöǜÓÓ Ā§Øó óÝ §·· §ÓÓ ÝÄ óÇ»î» óÝ ×»»ó óÇ»
requirements for the awar ·ƾ N»»óÈØÅî §Óê»§·Ć ÈØ ĆÝöê çÓ§Ø ĀÈÓÓ ²» ³Ó»§êÓĆ ×§êÑ»·ƾ TØ³» ĆÝöǜÿ»
×§·» ĆÝöê î»Ó»³óÈÝØîƿ ³ÓÈ³Ñ Ǚ ·· óÝ }»§ê ^Ó§Øƾǚ 
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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 
×»»óÈØÅîƿ î»Ó»³ó óÇ» óĀÝ ×»»óÈØÅî ĆÝöǜ· ÓÈÑ» óÝ ³Ý×²ÈØ»ƿ óÇen select the new date on which you 
ĀÝöÓ· ÓÈÑ» óÇ§ó ×»»óÈØÅ óÝ Ý³³öêƾ Äó»ê ĆÝöǜÿ» ×§·» ³Ç§ØÅ»îƿ ³ÓÈ³Ñ Ǚe§ÿ»ǚ §Ø· ĆÝöê Ć»§ê çÓ§Ø ĀÈÓÓ
be updated. If you go back to ǙManage Calendar,ǚ ĆÝöǜÓÓ î»» § Åê»»Ø Å»§ê È³ÝØto the right of each 
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.  
 

 
 
Adding Other Types of Activities  
 
Meetings and badges are only  part of a go -Å»óóÈØÅ =ÈêÓ e³Ýöóǜî óêÝÝç Ć»§êǃ }Ýö ³§Ø §·· óÇÈØÅî ÓÈÑ»
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 counci l events, 
too. Any activity you add will appear in blue and show up chronologically. At the  top of the year 
plan, click ǙAdd Activity. ǚ 
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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  or your 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 ÝöǜÓÓ ØÝ
longer be able to make changes to any of your ×»»óÈØÅîƾ ?ÝĀ»ÿ»êƿ ĆÝöǜÓÓ îóÈÓÓ ²» §²Ó» óÝ ÿÈ»Ā óÇ»
plan through the green ǙPast Yearsǚ link 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 download a copy ÝÄ óÇ»Èê ÝĀØ =ÈêÓ e³Ýöóǜî §³ÇÈ»ÿ»×»Øóîfrom the My 
Troop tab.   












