
Key 3 Training: 
My.Scouting.Org: 

Unit Rosters 
 
Often, the active links are in small font and non-obvious. Below are descriptions for a series of screen 
shots to try to illustrate how one goes into my.scouting.org to pull a unit level Roster Report. 
 

Shot 1: View of page entering my.scouting.org. If you have not set up your account, please contact 
me and we will walk through that. Let me know if you can’t get to this page. 
 

Shot 2: What I see when I enter my.scouting.org page. The non-obvious button “Home” in upper left 
is key to next steps. 
 

Shot 3: Click the Home button, and you should see all the functions that your registration should 
allow to see & do. Click on your unit name, in this case “Pack 0468 – Seneca 38”, and you should see 
several functions, including “Member Manager”. Click on Member Manager. 
 

Shot 4: Dependent on speed of your internet connection (this step can take a while on dialup or 
during midday), you should see section Roster Details. Click on “Adult” section 
 

Shot 5: You should see a listing of adult members. The down arrow icon on top right is what you 
eventually want to click on. 
 

Shot 6: If you forget to select members before you click on the down arrow icon, you will see a 
warning graphic in lower right as in this shot. You need to click on the check mark icon in upper right. 
 

Shot 7: The down arrow icon shows the small graphic of Export Roster. Click on the down arrow 
icon. 
 

Shot 8: New lines of display appear, the uppermost right asks for export type. 
 

Shot 9: Three types of export are available: Calling List (phone #), Mailing List (Addresses), or 
Member List (BSA ID#). Presumably, this limits the wayward spreading of personal information. Click 
on Member List 
 

Shot 10: The Member List (BSA ID#), was selected and is displayed before you start down load 
process. 
 

Shot 11: A small warning graphic screen appears asking if down loading roster information is what 
you want to do, and that you will use this information responsibly. Click on the agree button. 
 

Shot 12: Another graphic appears, asking where to save file and what name to give the file. While the 
default file name is partially descriptive, it does not tell date generated. 
 

Shot 13: Modify file name to allow later retrieval for specific date and information. 
 

Shot 14: The file is saved to location described and in Chrome browser (recommended), you can 
display the information. What will be displayed is CSV (Comma Separated Variable) file which is not 
exactly MS Excel format. 
 

Shot 15: When you expand the column width for the data, you see unit leader name, BSA ID#, 
position, and expiry date for this roster registration. If you wish addresses or phone numbers, this 
process needs to be repeated as from Shot 9: 
 
































