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Boy Scouts of America
Detailed Walkthrough of the NEW 

Internet Rechartering System
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Logging-in & Registration
To begin the online recharter process, please go to: https://scoutnet.scouting.org/ucrs/UI/home/

Please click on “Register” to start. Enter the unit access code given by the council, select unit type, then enter the unit
number as a four digit number, e.g. 0251. Enter your credentials.

https://scoutnet.scouting.org/ucrs/UI/home/
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1. Internet Rechartering Overview
There are 5 stages to the internet rechartering process. Each stage may have several steps to complete. 
At any time in the process you can log-out. You should start where you left out upon logging back in.

Select to load the 
information from 
the council. Please 
do not upload your 
unit record from 
other programs.

Mayflower: Pack 1234
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1. Load Roster
Load Council Information to retrieve your unit roster.

Mayflower: Pack 1234

Please do not 
upload your unit 
record from other 
programs.
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2. Update Roster
There are several steps to updating the roster. Click “Next” to begin.

Mayflower: Pack 1234
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2.1 Update Charter Information
Update the address and phone numbers of the Chartered Organization if needed.

This is the address of 
where this unit meets.

Mayflower: Pack 1234

123 Any Street

Anytown1

12345 1234

MA

508 555 1212

Mayflower District

Massachusetts Chartering, LLC
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2.2 Select Members for Renewal
Drop Adults or Youth who are not in the program or who have advanced to a Boy Scout

Troop.

If paper or online 
applications where 
submitted during the 
online process this 
button can be clicked 
to update the roster. 
It is best get youth 
and adults registered 
before you start the 
online process.

Uncheck the box next to the 
names of the Adults or Youth 
that are being dropped from 
the unit. Click “Next”.

Mayflower: Pack 1234
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2.2 Select Members for Renewal
Review the summary of Youth and Adults who are being renewed or dropped.

If the information is 
correct click “Next Step”.

Mayflower: Pack 1234



99

2.3 Promote Members
Click “Promote” to move Youth or Adults into this unit (Pack) from other units (Troop or Crew).

NOTE: Youth 
and Adults can 
only be added 
(promoted) into
the unit you 
are currently 
logged into 
NOT moved 
out into other 
units.

OR

Mayflower: Pack 1234
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2.3 Promote Members

From here you can select the unit from which you will promote members into this unit.

Select the unit that 
you will be pulling 
the information for 
the leader or youth 
from.

If you click “Next” 
and it says there is 
no one to promote 
then you will have to 
add youth and 
adults manually.

Mayflower: Pack 1234
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2.3 Select Members for Promotion
Select the youth or adults to move into the unit you are logged into.

You can promote
(move) adults or
youth from one unit 
into the unit you are
currently logged-
into.

Select the adults or
youth you want to 
promote into this 
unit.

NOTE: You will ONLY 
promote youth into the 
Boy Scout Troop when 
logged into the Boy 
Scout Troop. You will 
then select 11-year-old 
boys to promote 
(move) into the Troop.

Mayflower: Pack 1234
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2.4 Add New Member
If you have a new adult members to add to this unit click New Adults, if not click Next.

NOTE: It is best
to add new 
adults and youth
when changes 
are made and 
BEFORE you 
begin the online 
process. You can 
do this through 
the online
(paperless) 
applicationOR process or by
submitting a 
paper application 
to the Council
Service Center.

Mayflower: Pack 1234
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2.4 Add New Member
If you selected to add a new adult member, you will enter the needed information here.

When adding a new adult 
member, please enter 
their first and last name 
and select their primary 
position in the unit.

Mayflower: Pack 1234
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2.4 Add New Member
Enter the contact information for the new adult leader.

The following information 
is required to enter:
• address
• telephone number
• date of birth
• ethnic background
• Sex

Scroll down to enter 
needed information.

Mayflower: Pack 1234
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2.4 Add New Member
Enter the business information for the new adult leader.

Adding the business 
information for the new adult 
leader is not required, but is 
helpful.

Having the business 
information on file for the 
leader is helpful to the BSA to 
recruit merit badge 
counselors as well as district 
and council level volunteers.

Mayflower: Pack 1234
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2.4 Add New Member
If you have new youth members to add manually to the unit, click “New Youth”, if not click “Next Step”.

OR

Mayflower: Pack 1234
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2.4 Add New Member
Enter the new youth’s information here.

The first and last name and 
the address of the youth is
required information.

Mayflower: Pack 1234
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2.4 Add New Member
Enter the new youth’s information here.

Youth information required:
• date of birth
• Sex
• ethnic background

A home telephone number should 
be entered if there is one available.

You can check the Boys’ Life button 
if they want to subscribe to the 
Magazine.

Mayflower: Pack 1234
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2.4 Add New Member

If the youth’s parent(s) is 
serving in the same unit 
they are registered, click 
“Yes”. If not, click “No” 
and enter in the parents 
required information.

If you clicked yes, select 
the parent and their 
relationship.

OR

At this step we will either enter the youth’s parent’s information or select the parent.
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2.5 Update Member Data
Update Adult or Youth’s information.

NOTE: Adults who 
have expired Youth 
Protection Training 
(YPT) dates or 
whose training will 
expire before the 
end of the year will 
need to retake their 
training on 
my.scouting.org. as 
soon as possible.

YPT must be 
completed annually.

Click here to update Scout Leader’s 
information. The following three 
pages you will be able to change the 
person’s Scouting Position within the 
same unit, change contact 
information, add a Boy’s Life 
magazine subscription and update 
Youth Protection Training dates if 
needed.
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2.5 Update Member Data
At these steps update member data if needed.

On page 1 of “Update 
Member” you can 
change and/or add a 
leader position.

On page 2 of “Update 
Member” you can 
change contact 
information.

Mayflower: Pack 1234
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2.5 Update Member Data
At these steps update member data if needed.

You can update email 
addresses and Youth 
Protection Training dates 
if their training has 
expired.

On page 3 of “Update 
Member” you can add a 
Boy’s Life magazine 
subscription if needed.

Mayflower: Pack 1234
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2.6 Update Adult Leader Scouting Position
From here you can also update Adult Scout Leaders’ positions if needed.

Click “Update” 
to update the 
Scout Leader’s 
position.

Notice the Unit 
Adult Positions 
table and see 
what positions 
are required for 
the unit.

See NOTES & 
WARNINGSNOTE:

• The Executive Officer and Chartered Organization Rep. must be the same registered person
for all units chartered to any organization.

• Some positions in the unit can be filled by the same person, i.e. the Exec. Officer or COR can
also be the Committee Chair or a Committee Member.

• Unit Leaders (Cubmasters, Den Leaders, Scoutmasters & Committee Members) CANNOT
fill any other position within the same unit.

WARNING:
Simply filling empty positions to submit a charter is an unwise practice. All positions should be
filled by competent individuals. All positions are essential for running a quality Scouting program
for the youth. Simply filling positions will lead to a low quality program.

Mayflower: Pack 1234
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3.0 Check Roster
This will make sure your roster and inforamation for the unit is correct.

Click “Check Roster” and the 
system will validate the 
information for you.

If all adult’s Youth Protection 
Training dates will be up to date by 
the beginning of the next charter 
year, and all youth are registered in 
the proper program, you should not 
encounter any errors.

Mayflower: Pack 1234



2525

3.0 Check Roster
If you encounter errors or warnings...

The system will not let you continue 
until all errors are resolved.

Expired YPT dates will need to be 
updated before you can finish 
rechartering. Click on “Click Here” 
then you will need to click through to 
page 3, at the bottom you will enter 
the new YPT Date. (See slide 22.)

In the Pack, youth too old for the 
program either need to be updated to 
the Webelos program (if the boy is 
age 10) or dropped and/or moved into
the Troop. (To move youth from the
Pack into the Troop you will need to
be logged-into the Troop Recharter 
Account.)

Mayflower: Pack 1234
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3.0 Check Roster (Pack Only)
10-year-old boys too old for Cubs (ages 7-9) needs to be changed to the Webelos program.

If you have a boy who 
is tagged as too old for 
Cub Scouts but is 10 
years old and in 
Webelos Scouts then 
you need to update his 
information. On page 1 
of “Update Member” 
select Webelos Scout. 
Click “Next” when 
done.

Mayflower: Pack 1234
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3.0 Check Roster
Validation Complete.

Once you have fixed all 
errors and warnings 
your validation will be 
complete. Click “Next 
Stage” to continue.

Mayflower: Pack 1234
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4.0 Summary Review
Review your roster for accuracy and sign up adults & youth for Boys’ Life magazine.

Click “Summary” and you will see your 
roster and any fees associated with Boys’ 
Life Magazine or membership.

Mayflower: Pack 1234
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4.1 Summary Review & Boys’ Life Subscriptions
Review your roster for accuracy and sign up adults & youth for Boys’ Life magazine.

To update Boys’ Life Magazine 
subscriptions click “Update”.A pop-
up will open. Check “Sign up for 
Boys’ Life if needed.

Mayflower: Pack 1234
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4.2 Membership Inventory
Select response and indicate why youth members are being dropped.

Select “Yes” if all members know 
they are being dropped.

Indicate why each youth is being 
dropped.

When you are done, click “Save” 
after scrolling down, then click 
“Next”.

NOTE: Once you click on “Next” and
complete the membership inventory
and move to approve the roster you
cannot go back to make anymore
changes.

Mayflower: Pack 1234
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5.1 Approval of Roster & Digital Signature
Select the approver and digitally sign.

Charters can now be signed digitally. Select 
either the Executive Officer or Chartered Org. 
Rep. to sign. This will eliminate the need to get 
signatures on the charter packets. Click “Sign 
Document” to accept the signature.
Otherwise you will have to sign the paper 
charters.

Mayflower: Pack 1234

$$$$528.00

$$$$264.00

$$$$804.00
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5.2 Payment of Fees & Boys’ Life Magazines
Fees owed for adults and youth & Boys’ Life Magazine Subscriptions.

NOTE:
Units may elect 
to pay online by 
credit card for a 
small 
processing fee. 

If your unit 
chooses not to 
Cash or Check 
will be due to 
the Council at 
time of charter 
submission for 
Fees and Boys’ 
Life Magazine 
Subscriptions.

Mayflower: Pack 1234

$$$$528.00

$$$$264.00

$$$$804.00

Credit Card
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5.3 Submit Roster to Council
Submit your Roster to the Council when you are completed.

NOTE: Button 
must be checked.

Once you submit 
your roster to the 
council the online 
portion is completed. 
Corrections can then 
only be made by 
marking/correcting 
the paper charter.

IMPORTANT:
If the charter was 
signed digitally paid 
by credit card and 
you have no 
outstanding fees and 
no corrections need 
to be made, you do 
NOT need to turn in 
a paper copy of your 
charter.

Mayflower: Pack 1234
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5.5 Submitted Roster & Final Steps
Physical Paperwork is still required to submit.

After completing the User survey 
you are finished with the online 
portion of Rechartering.

Please print a copy of your renewal 
application and obtain signatures if 
you did not complete the digital 
signature option.Attach any youth 
or adult applications of those you 
manually entered into the system.

Please fill out provided/print JTE 
Unit Scorecards and only one copy 
of the Annual CharterAgreement 
form is needed for all units.

Please submit your charter 
paperwork to your District 
Executive.

Mayflower: Pack 1234
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We want to thank our friends in the Utah National Parks Council for their help and inspiration in creating this Walkthrough.
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