Signing up for merit badges at Camp

 Log in to your unit account at scoutingalaska.org. Call the council Scout office or your District Executive at (907) 337-9547 if you need this log-in information. 

 












Using the tabs at near the top of the page, navigate to the YOUR ROSTER tab. 

 Check your youth roster to make sure all the Scouts going to camp from your unit are listed.
 If you have a Scout missing, click the NEW button, enter the Scout’s information, and click save to add them to your roster. 
 Once your roster is correct, select the EVENT REGISTRATION tab. 
The YOUTH REGISTRATIONS box displays all Scouts who are currently registered for classes. To register a Scout for classes, click the NEW YOUTH REGISTRATION button. This will pull up a window showing your youth roster. Select the Scout you would like to register and click CREATE REGISTRATION. 


















 The Scouts information will then be loaded and you can click on the CLASSES tab to select their merit badge classes. **Don’t forget to hit the SAVE button when you are done!!**[image: ][image: ]
You will have 4 time slots to choose a merit badge (the 4th slot is optional)
When you select a badge for one time slot, all conflicting classes will be hidden, showing only badges that are available for the Scouts open time slots. 
Some badges require a supplies fee that will be indicated when selecting classes. These fees can be paid online by adding an additional payment and checking out of your cart. Total class fees owed by the unit will be displayed on the HOME tab along with the registration summary.
Fees are required to be paid in full upon check-in at camp. Any outstanding fees will be collected at that time. 
Once you have selected the classes for the Scout and “saved” the selections, they will be added to your cart. You will be prompted to checkout of your cart. YOU MUST CHECKOUT OF YOUR CART TO APPLY THE MERIT BADGE CLASS SELECTIONS AND RESERVE THE SCOUT’S SPOT IN EACH CLASS. If you do not checkout, your selections will not be saved and your Scout won’t be signed up for his selected badges. 
















[bookmark: _GoBack]

To quickly add another registration before checking out, select the NEW YOUTH REGISTRATION button instead of the CHECKOUT button. This will allow you to repeat steps 6-8, allowing you to apply each Scout’s merit badge class selections by checking out of your cart only once.
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