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The Volunteer Toolkit (VT
helps troop leaders deliver
easy, fun troop meetings
year-round! With this
stepby-OOAD COEAR
discover howyour
volunteers cartake their

troop experience
to the next level!
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Who Has Access to the Volunteer TaoP

SERVICE UNWTANAGERS

Volunteers who hold a service unit or administrative role and
support troop leaders and families in their respective geographical
area. Access is granted through the council based on placement in
designated support roles.

TROOREADERSP TEAM

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 VTK.

CAREGIVERS OF GIRL SCOUTS IN A TROOP:

Each primay caregiver has accesstheir i N2 2TKQ@écount. They
haveread-only permissiorfor the meeting schedule and agendas, plus
additionalresources(Caregiver accounts can only be accessed if the
troop leader has set upyearplan.)

CAREGIVERS OF GIROW$TS NOT IN A TROORP (l.E.,
INDIVIDUALLY REGISTERED MEMBERS):

Each primary caregiver of a currently registered Girl Scout who is not
part of a troop will get troop leadelike access with their girl(s).

Access is granted through the council baseaonfirmation of
individually registered status.
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Whereto Find the Volunteer Toolkit

The Volunteeioolkit(VTK) can be usdobm anycomputer,tablet, or
smartphone with internet accesborbest results, use a V§kendly
browsersuch as Chrome dfirefoxwith a cleared cache and visit

www.girlscoutssa.org. EER CAMP GIVE MYGS

In the upper righthand corner of your screen, clitky GS

SelectVolunteer Toolkitto log in using the credentials provided by
the council.

NOTE:The VTK does not work on brnet Explorer.

Basic Navigation

Welcometo the Volunteer Toolkit? S Qddtined everythingyouneed i 5717 17 OEAA OEAOGA OEOAA E
to knowto set upyourtroop volunteersfor success! page of the VTK.

Printyour current screen by clicking the
greenprinter icon.

The Volunteeioolkitis divided into tabs that feature unique todts
helpyouplan a troopyearand manage each meeting 8f2 dzd BB
computer,g 2 dzQf f GRES\SABHakr&ss theiop of your browser
window.

Downloadthe page or resource by clicking
the green downarrow bracket icon.

Seek out additionalhelp by clicking the
green question mark icon OR by clicking
the binoculars next to Take a Guided Tour.

Mobile users wilseea grey dropdown menu at thep of their screen,
with eachtab beneath.

© [¢ ap

NOTE:Not all councils have &INANCESab.

il ATST =T 12:21PM oa__1

est2. sIGN ouT

TROOPO4061 : 7-MULTI-LEVEL

+ DEMO TROOP : 7-MULTI-LEVEL

MY TROOP EXPLORE YEAR PLAN MEETING PLAN RESOURCES FINANCES

& my.girlscouts.org ¢

girl scouts
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VTKLoadTest2. SIGN OUT

TIP: Doyou hold more than e °
« MY TRODP

one role? If you are a troop
= EXPLORE
leader or parent too, access 4vmmm
each account from the MEEUNGRLAN
& RESOURCES
dropdown menu at the top of I
your screen.



MY TROOP

TheMY TROOPtab displays
sample girl information for
administrative volunteers.

This is the space where troop
leaders and troop

caregivers find their complete
girl roster, along with

primary caregiver names and
Oz2yal O
click the green arrow next to
each name for a snapshot of
achievements and
attendance, as well as
personal information about
each girl.

From this tab, troop leaders
can also email caregivers, print
a troop roster with

achievemeat and attendance
information, and renew
memberships!

EXPLORE

Check out all the exciting
options for the upcoming
troop year on theeXPLORE

Grood ,2dQft o685

Z Browse prebuilt tracks
of badge and Journey
activities, and choose a Girl
Scout grade level to se

AY T2 NI ol prafetectediéaiplatst

below it
Z Createyourown activitytrack

Z Preview tracks and badge

requirementsbefore adding
them to a yeamplan

Z Download angbrint
an overview otach
preselected track so you can
easily review options!

5 2 yin@rily, you can always
add, remove, or change your
plan as you go, one meeting at
atime.

Onceyouselect a year plan, it
will automatically populatéhe
YEAR PLANab. A year plan is
required in the Volunteer
Toolkitbeforeother features
becomeavailable.

YEAR PLAN

From this tab, you can:

Z Set meeting dates and

locatigns |
FotS G2Y
Z Add badges, Journeys, and

activities to your plan

Z Preview badge and Journey
requirements

FYI, setting up a year plan
allows caregivers to see their
side of the Volunteer Toolkit,
too!

, 2 dzQotfifd exciting Girl
Scout partnerships and
promotions in the rotating
banners at the top of your
screen. Tired of seeing them?
Wwdza i Of AO1 GKS
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MEETINGPLAN

Make every troop meeting a
adzO0OSaaH | SNB
Z Suggested scripts

Z Material lists

Z Printable meeting aids

Z A customizable meeting
schedule (troop leadersan
rearrange, add, and delete
meetings)

Youcan also trackttendance
at each meeting and check off
completed badges and
awards.

a- d¢

RESOURCES

Where do badges belong on

grerdmRiforin? Whicfi Rwards

can girls earn at the next Girl
{ O2dzi 3INI RS
an investiture ceremony? If
82dzQ@S 321
find the answers you need on
the RESOURCEf®ab.

FINANCES

TheFINANCESab is used to
submitTroopEnd of The Year
Financial Reports to the council
These reports are duie the
May/June timeframe.

The tab is available to
serviceunit managergor
demonstrative purposes
only; troopleadership teams
havefull functionality, while
troop caregiverdhavea read

Only view. o

f SPSt K

dSaidrzy
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Set Up a Year Plan
Whenyoulog into the VolunteerToolkiti KS FA N& G (td YS %IP 8 koly LN tha)”?‘?'ﬁ Badge

xplore rom the botto he tab to
select ayearplanbeforeyoucan customize meetings or activities. mix and match potentialaward options.
TheEXPLORRBRab displays available prebuylearplansfor youto Use thisto comebackand createa custom
choosefrom based on the grade levgbuselect. plan as unique ag/our group.

IMPORTANT: Each time you choose a new year plan from the
EXPLORRab, it will reset your entire year. Any activities, meeting
ot ; Are you sure you want to
dattes, and t?u§tom|zat|ons VYI|| be lost. To add badges and Journeys ol reset your Year Plan?
edit your existing year plan in any way, use the buttonsheny EAR PRy
P L AN tab details, including attendance and achievements.




BUILD YOUROWN

z BUILD YOUROWN allows troop leaders tanixand
matchbadges,Journeysand activities withthe interestsof
their girl(s).Build YourOwn will alsoallowyouto search
throughall badgesand Journeysegardles®f gradelevel.

Usethe filters to sort throughall the avalable
programmingand theSelect Meetingcheckboxes to
choose badgeand Journeys t@addto your yearplan.
Once 2 dfRidhEd, clickddd YearPlanat the bottom.
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PRESELECTEDRACKS

z PRESELECTED TRACHKd®e a preset selection of
meeting plans for a specific Journey or set of badges.
ClickView Popular Tracksand from there you can

preview each combination of awards. Use the printer
icon under each Preview to download or print a copy of
the Year Plan. Ofc & 2 dzQ@S F2dzy R G KS
Select Traclkand your year plan will be created.

Oncee 2 dzafgd&ourselection in theeXPLORRab,
g 2dzQf t | iztaenid the XEXR PIEABab. Thids
alsothe tabé 2 dm€dfrofightbackto each timeyoulogin.

@

NA
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Add Meetings to the Year Plan

Girl Scouts are ready for whatever comes their waynd that includes
changes in meetings or their year plan. Start by using the ghelen
badge/Journeyink at the top of the year plan @earch to Add
Meetingsat the bottom of the year plan.

Usethe searchfeature or filters to sort through availablemeeting TAKE NOTE meeting tites with

types and choose which onés add to your yearplan. Meetings numbers at the end are part of a series

already inyour plan will be clearly marked. YR &2d0ff slyd G2 FRR
hyOS &2dz2Q@S YI RS Addxaydar Elght SOG A 2 ythereqdirémed for the award.

ADD A PETAL, BADGE OR JOURNEY X TIP: View Past Year Plans

(Administrative volunteer year plans do not archive.

Search to Add a Petal, Badge or Journey Meeting This feature is fotroop and caregiver users only.)

| @ search for  badge or journey award by name | Each July the VTK reseour year plan will be

Or Use Filters « archived,AT A U 1 O 6 i i T | i 1 T Q A O A ,B
AEAT CAO8 (1 xAOAOR UT 06811 006

R e plan through the greenPast Yearsink at the top

Opsisr @z Oprir Ot of your YEAR PLANtab.

Achievement and attendance records DO NOT
archive.Troop volunteers and caregivers should
download a copy of this information for their
records.

OSenior OAmbassador OMulti—IeveI

2. select the type of meeting plan you want

QAward Earning Oﬂadges Petals Oc}osinglar{dging O\n(ro/Famw\y Meeting
@Journey

3. select your categories

l:‘lt‘churPlanet-che Difsvoursmry_kn,t I:‘!t‘sVourWorld- D°““‘°°’

It Change It

D STEM'
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Add Dates and Locations

As an administrative volunteer, you may not need to set dates for
meetings, but to continue planning your year, the system requires
that you set meeting dates for your year plan.

At the top, click the greeanage Calendalink. Using the
-~ —-J) pop-up widget, choose a date and time for meetings to start
and set the cadence foyour meetings. Cliddpdate Calendawhen

TAYASKSRO 52y Qi 62NNBE:X &2dz Oly &aiGAtt YIFI1S OKFy3asSa | TFis

@ [0 [ ] [owonw

o o August 2019 (] ‘

| { | 100472019 v | /72019

| Su Mo Tu We Th Fr Sa | coymbuspay Veterans Day

1 2 3 ‘

{4 5 & 7 8 9 10 ||12/2s200 v | 01/01/2020
1 12 13 14 15 16 17 i Christmas Day New Year's Day
185 a0 B204) 21 #2205 W23 p24 4 |

{ 02/18/2020 w 05/25/2020

|25 26 27 28 29 30 3N |“Washington's Birthday Memorial Day

v 07/04/2020
Independence Day

UPDATE CALENDAR

hyOS &2dzQ@S aSi ( KeragedzalBhdaink Sy @2dz dzaS (G KS

FAFAYT &2dzQff y20A0S AG 2214 SYyidANBte RAFTFSNBYUH b2s
each individal meeting, add the location, or even reset the entire

schedule.

CALENDAR LOCATION ACTIVITIES

Select the to change the date, time, or cancel an individual meeting. You can also group multiple meetings to a single date. Select the

{é} to use the planning wizard to recenfigure the calendar from that date forward.

1 Sep 16, 2019 04:00 PM Coding Basics 1 b {é}
2 Sep 30, 2019 04:00 PM Coding Basics 2 b {é}l
3 0Oct 28, 2019 04:00 PM Digital Game Design 1 b {‘é}
4 Dec 09 2019 04:00 PM Digital Game Design 2 b {é}l
[ 3w E  immAs SAmA AAAR O YR J— .4 L. Sy
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—— CALENDARTOo edit the schedule, select tlyggeen calendar TIP: Manage Your Meetings
---) iconto the left of each meeting date to change the date or HHY Select the calendar icon to change date or
time of that specific meeting. ~——-) time or cancel & combine meetings.

You can also choose to cancel one or more meetings or combine ,ié} Select the gear icon to reconfigure
YSSiAyIao { St SO0 i Kaonibine thev Sefedt A y Uil CAEGTARR SReciodage forward.
0KS yS¢ RIFEGS GKIFG YSSGAy3 gAftt 200dz2N® ! FOGSNI 282dz2Q0S YI R
clickSaveand your year plan will be updated.

Toli KS N& 3 K (i gfeerdgralton Tthis takBs®ubhckto
%:é}the original view of théMeeting Date and Locatiowidget,
whereyoucanresetthe entire cadence ofour meetings ilneeded.

LOCATION:Now thatyourdatesare set,youcan connect anddresso
each one. IB 2 dzfeRtig in multiple locations, add each address then
connect itto the appropriatemeeting using the checkboxes.
ClickAssignor Apply and then close out of the window.

CALENDAR LOCATION ACTIVITIES

Add, delete or edit locations to assign to your meetings.

Location Name Location Address ADD
Fun City Community 124 Park Street
Center
v | 09/16/2019 v 09/30/2019 10/28/2019
v 12/09/2019 v 01/06/2020  02/03/2020
03/02/2020 03/16/2020  03/30/2020
v | 04/13/2020 v 04/27/2020 05/11/2020
06/08/2020 06/22/2020

ASSIGN TO CHECKED LOCATIONS APPLY TO ALL MEETINGS

TIP: Youcan also geto the Meeting Date

@ SEP u

23 ; g and Locatiorwidget simplyby clicking on a
5 Ul

= o october 2015 o T o date inyour yeamplan. Change a date

quickly or selecee More Calendar
Options

07 Su Mo Tu We Th Fr Sa

4:00 PM NCEL

ol & o w0 1 2

Delete Meetin,
GSC']T A 13 14 15 16 17 18 19 =
O
20 21 22 23 24 25 26 See more calendar options
04:00 PM Ju ’
27 28 29 30 31
© Nov

04 ECO CAMPER 1
Outdoor I
04:00 PM ¢

Juniors learn how to protect the environment while outdoors and camping.
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Add Activities to the Year Plan

Meetings and badgeareonly one part of a ggetting Gir{ O 2 dzi Qa
troop year!Youcan also add thinggefield trips, service projects, or
cookie booth saleto your yeamlan. And the VolunteeFoolkit
connectsto yourcouncil website sgoucanbrowseand addcouncil
events, too. Any activityouadd will appear in blue and show up
chronologically.

Back athe top of the year plan, clickdd Activity.

CUSTOM ACTIVITYAdd youractivity name, date, time, location,
and detailgo your yeamplan. Fromthe administrative volunteeview,
Nno one else can see this event.

Manage Calendar Q Add Badge / Journey P Add Activity

CUSTOM ACTIVITY COUNCIL ACTIVITY

Activity Name mm/dd/yy 04:00 PM -~  06:00 PM -~
Location Name Location Address
Cost Activity Description

ADD ACTIVITY

COUNCIL ACTIVITYSearch or filter through council events and add
them to your year planimportant: this feature does not register you for
the event, so be sure to check out your council website for full event
registration details.
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Tools forPlanning a Meeting

Set yourself and your troops up for success at each meeting!
TheMEETING PLANab has a robust collection of tools and
information for planning an engaging meeting every time.

—— PLANNING MATERIALSHigh-level resources
show you from stat to finish what your girls will
achieve during the meeting (1. Meeting Overview),
xEAO Ul 6811 Al AT A OAU j¢s8
i AAGET ¢ AEAO bl 60 OEA 1 AOGAC
Material List).

— MANAGE COMMUNICATIONEmails are

o prepopulated with relevant meeting information,

but you can customize them based on your needs.

You can even attach meeting aids or other

relevant documents from your council website at

the bottom of the email before sending.

Troop leaders can also recordttendance and

achievement* in this section. Use the checkboxes to

[ AOE xEI 860 AGRIOEA 1 AAOQET C
EAZ EO8O0 A 1 AAGET ¢ xEAOA UI G
or award, you can mark that too. You can see the

full picture of what a girl has earned on thevlY

TROOPtab, with the option to download.

| MEETING AIDSThese documents and videos are
the leg-up troop leaders need! Some are geared
toward the adult supporting the meeting and
some are for each girl completing the activities.
You can find more information on how to ue
these resources in the activity plan under
Planning Materials.

AGENDA Wondering how to kick off your

T I AROET C AAOGEOEOEAOe (AOAR U
and details for each activity, including materials
needed, time it takes to complete, and

OAAT I 1T AT AAA OANOAT AET ¢8 91 0
opening and closing activities to round out your
meeting.

&



