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, i The Volunteer Toolkit

(VTK) is your digital portal

o

- for easy, fun Girl Scout
- activities year-round! With

this step-by-step guide,
you’ll discover how you
can help your girl take
her Girl Scout experience
to the next level!
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Who Has Access

SERVICE UNIT/ADMINISTRATIVE VOLUNTEERS

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.

TROOP LEADERS AND CO-LEADERS

Active volunteers registered for the current Girl Scout membership
year and who hold 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 primary caregiver has access to their troop’s VTK 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 GIRL SCOUTS NOT IN A TROOP
(I.E., INDIVIDUALLY REGISTERED MEMBERS)

Each primary caregiver of a currently registered Girl Scout who is
not part of a troop will get troop leader-like access with their girl(s).
Access is granted through the council based on confirmation of
individually registered status.
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Where To Find the Volunteer Toolkit

The Volunteer Toolkit (VTK) can be used from any computer, tablet, or
smartphone with internet access. For best results, use a VTK-friendly
browser such as Chrome or Firefox with a cleared cache and visit
http://www.girlscoutsccc.org.

In the upper right-hand corner of your screen, click MY GS/ VTK
Login.

Select Volunteer Toolkit to log in using the credentials provided by
the council.

NOTE: The Volunteer Toolkit does not work on Internet Explorer.

Basic Navigation

Welcome to the Volunteer Toolkit! We've outlined everything you need
to know to get started and have the best Girl Scout year ever!

The Volunteer Toolkit is divided into tabs that have unigue tools to
help troop leaders plan meetings; these tools will also help your Girl
Scout earn awards and help you track her achievements!

If youre on a computer, you'll see the GREEN TABS across the top of
your browser window.

Mobile users will see a grey dropdown menu at the top of their screen,
with each tab beneath.

TROOP 533105 : 1-DMST -

MY TROOR ENPLORE YEAR PLAN MEETING FLAN

RESCHIRCES

FINANCES

TIP: Do you have more
than one Girl Scout?
Access each one from
the grey dropdown
menu at the top of your
screen.
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UNTEER GIVE

MY GS/VTK Login

til Fall Product is Here!
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TIP: Print - Download - Help

You'll notice these three icons on almost every
page of the VTK.

Print your current screen by clicking the

EEQ] green printer icon.
&,

Download the page or resource by clicking
the green down-arrow bracket icon.

Seek out additional help by clicking the

green question mark icon OR by clicking
the binoculars next to Take a Guided Tour.
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MY TROOP

You'll see your Girl Scout’s
personal information and

any awards she’s earned
under this tab. From here,
you can also easily renew her
membership.

EXPLORE

Wondering where to get
started? You can see all
the exciting options in the
EXPLORE tab. You'll be
able to:

» Browse prebuilt tracks
of badge and Journey
activities

» Create your own activity
track with your girl(s)

» Preview tracks and badge
requirements before you
add them to your year plan

> See an overview of all
preselected tracks at the
bottom of the page. It’s
even printable, so you can
easily review your options!

Don’t worry! You can always
add, remove, or change your
plan as you go, one meeting
at a time.

Once you’ve made a choice,
your year plan will be

automatically populated. Note

that a year plan is required in
the Volunteer Toolkit before
other features become
available.

YEAR PLAN

From this tab you can:

» Set meeting dates and
locations

» Add badges, Journeys, and
activities to your plan

» Preview badge and Journey
requirements

You'll also find exciting Girl
Scout partnerships and
promotions in the rotating
banners at the top of your
screen. Tired of seeing them?
Just click the “X”
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MEETING PLAN

Make every meeting a
success! Here you'll find:

» Suggested scripts
> Material lists
» Printable meeting aids

» A customizable meeting
schedule

Here you can also track
achievements she earns along
the way.

RESOURCES

Where do badges belong on
her uniform? Which awards
can she earn at the next grade
level? If you’ve got questions,
you’ll find the answers you
need on the RESOURCES
tab.
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Set Up a Year Plan

When you log in to the Volunteer Toolkit the first time, you'll need to
select a year plan before you can customize meetings or activities.
The EXPLORE tab displays available prebuilt year plans for you to
choose from based on the grade level you select.

MY TROOP 4EXPLORE YEAR PLAN  MEETING PLAN  RESOURCES

Select a level to get started.

Junior Explorer 2019-2020

To set the troops calendar year, select the badges and awards your girls want to earn or try a pre-selected track. The Year
Plan fills based on your selection. Easily make changes at any time.

3

Build Your Own Pre-selected Tracks
Search or filter to select the badges and awards that fit Not sure what to pick? These tracks get your troop
the style of your troop. Year Plan started and let you add choices as well,

START ADDING PETALS, BADGES OR JOURNEYS VIEW FOPULAR TRACKS

» IMPORTANT: Each time you choose a new year plan from the
EXPLORE tab, it will reset your entire year. Any activities, meeting

dates, and customizations will be lost. To add badges and Journeys or Are you sure you want to
. - . reset your Year Plan?
edit your existing year plan in any way, use the buttons on the YEAR
Russetting your ‘Weds Plan sl erase ol CulTent maiting
PLAN tab. detalls, inchuding atsendance and achisvements.
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BUILD YOUR OWN PRESELECTED TRACKS
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2 AT D00 O . VT Db EABHE B B30 0L 9 T B B Ty 0 BN . T e
=1 earch for & Badge or jourmey Iwind By nams S e e g o e
Or Lise Fiters » B B A GUEHD T :
Buslel Vo Cvem
F— m Seartn e P S st e badgm ard smah
P B it e 150 e ialasiad Tk
12 e ST A N B Foot n it b0 DR TToke 1Bl ot e oo Vear
RIS b A EEMTRI 27 5 Ou 3 DA ) e
NS At 7 3 AT uiiTr o
G ok ar protTehe U a ey
BADGES Cirty spicr s thair interncs and ulkd 1oy or @ variey o fopics
- i R o ¢ paini A Yo 3 e R e
i ] LT DTG .
om by, e h ¥ ] ()
e ke e - fa0ees deesw e
[ereenppa— [yeee— yve—.
T reetings i Horrdiegs
FRTITOAIT ARED L2 _| LT T @
ol e emer Qe
Coding 4 Qusgac 1 Sancn 50BN 803 Do
ikl vty
EMRGIT AARAD P A R
P ———— 2EEe0® fPees
& micca, § asasn AL, 1 s
15 T T

O A FE ]
S I P e sl L gy acnoed g 1o e read T

JOURNEYS Girks tak & jorrrasy 12 ierbiy & probben, croibe islubons, and oot i plan into stisn,

T G T ] I
ot e sy o 4 b e STUM Dutsicos Think s § SEgen Cusicer FTLME Toink L g1 Ergepar

Sokat

&S PRIS e®
N ARl PL b RRLRST Al T 2 N kg, Bl 2t
B, e iniroeoee 1 o ST RACVIREH onaevary e " - " -
T A LG M scrsame
e R0 Tl TR PG TP Swin Line g Propraveses dbevn gy, Bgret ol Shaegr W

o
3@ @00 ®#00
- S TR rome — roer
sy A Vi erweiings

A BUILD YOUR OWN allows you to build your year plan A PRESELECTED TRACKS are a preset selection of

from scratch! You can mix and match badges, Journeys, meeting plans for a specific Journey or set of badges.
and activities with the interests of your girl(s). Build Click View Popular Tracks, and from there you can
Your Own also allows you to search through all badges preview each combination of awards. Once you’ve found
and Journeys regardless of grade level. the right one, click Select Track and your year plan will
Use the filters to sort through all available programming be created.

and the Select Meeting checkboxes to choose which Once you’ve made your selection in the EXPLORE tab,
badges and Journeys to add to your year plan. you'll automatically be taken to the YEAR PLAN tab. This is

Once you're finished, click Add to Year Plan at the bottom. also the tab you'll be brought back to each time you log in.
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Add Badges, Journeys, and Awards

Girl Scouts are ready for whatever comes their way—and that
includes changes in meetings or their year plan. Start by using the
green Add badge/Journey link at the top of the year plan or use

Search to Add Meetings at the bottom of the year plan. TAKE NOTE: meeting titles with numbers at

Use the search feature or filters to sort through available meeting the end are part of a series and you'll want to
types and choose which ones to add to your year plan. Meetings add all of them to meet the requirements

. . for the award.
already in your plan will be clearly marked.

Once you’ve made your selections click Add to Year Plan.

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

Each July the VTK resets. Your year plan will be
Search to Add a Petal, Badge or Journey Meeting archived and you'll no longer be able to make
changes. However, you'll still be able to view the
plan through the green Past Years link at the top
of your YEAR PLAN tab.

q Search for a dadge or journey award Dy name
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Add Dates and Locations

As an individually registered Girl Scout, 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 green Manage Calendar link. Using the

- -~ -J pop-up widget, choose a date and time for meetings to start
and set the cadence for your meetings. Click Update Calendar when
finished. Don’t worry, you can still make changes after this!

CALENDAR LOCATION ACTHTIES
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Once you've set this up, when you use the Manage Calendar link
again, you’ll notice it looks entirely different! Now you can customize
each individual 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 reconfigure the calendar from that date forward.

1 Sep 16, 2019 04:00 PM Coding Basics 1 b ﬁi}

2  Sep 30, 2019 04:00 PM Coding Basics 2 b @

3 Oct 28, 2019 04:00 PM Digital Game Design 1 b {é}

4 Dec 09, 2019 04:00 PM Digital Game Design 2 b é:é}
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—) CALENDAR: To edit the schedule, select the green calendar
icon 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 combine
meetings. Select the two meetings youd like to combine, then select
the new date that meeting will occur. After you’ve made any changes,
click Save and your year plan will be updated.

{:} To the right, you’ll see a green gear icon. This takes 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.

LOCATION: Now that your dates are set, you can connect an address
to each one. If youre meeting in multiple locations, add each address
then connect it to the appropriate meeting using the checkboxes.
Click Assign or Apply and then close out of the window.

Add, delete or adit localions 10 assign i your meetings.

Fun City Community 124 Pask Street

Center

v R w i Te T ] WA

¥ LRI » MOS0 0 » [arlasPr -l
D202 D3N62020 W OO0

W DRI o IR0 ETLR2T
GO 030 i APl ar

wormosaoome [ |

OCT 07, 2019 ANIMAL HABITATS 1

Change meeding dabe and time

E

o Octobsr 2019 o Start Time 4200 L

xm D
Dwlete Meeting B

Su Mo Tu We Th Fr 5a

1 z i 4 H]
s = &» w u 2
13 14 15 16 17 B 1

b B D T T T T ——————
Ml nin mo®

ECT CAMFER
Ctdanr
0000 P Juriars learm how 10 probect the environment while culdoors and camping

VOLUNTEER TOOLKIT USER GUIDE:
o Individually Registered Member/Juliette

TIP: Manage Your Meetings

= Select the calendar icon to change date or
time, or cancel or combine meetings.

{:} Select the gear icon to reconfigure

calendar from a specific date forward.

TIP: You can also get to the Meeting Date
and Location widget simply by clicking
on a date in your year plan. Change a date
quickly or select See More Calendar
Options.
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Add Activities to Your Year Plan

Meetings and badges are only one part of a go-getting Girl Scout’s
year! You can also add things like field trips, service projects, and
cookie booth sales to your year plan. And the Volunteer Toolkit
connects to your council website so you can browse and add council
events, too. Any activity you add will appear in blue and show up
chronologically.

At the top of the year plan, click Add Activity.

CUSTOM ACTIVITY: Add your activity name, date, time, location,
and any details or special instructions to your year plan.

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 ACTIVITY: Search or filter through council events and add
them to your year plan. Important: 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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The Meeting Plan Tab
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The MEETING PLAN tab has a robust collection of tools and
information to help you plan engaging activities every time.

Y TROOP EXPLORE YEAR PLAM

MEETING PLAN ISR 5

MEETING : JUMP INTO |JOURMEYS/BADGES

SEPTEMBER 23 04:00 PM

This. sreting will introduce girts 52 the Girl Soout Lissdership jourmeys and ha jJunion badges, and

will lead them v ough the process of deciding what they wank o do during their Janioe year

CATEGOREY: Gatting $tarted

—— PLANNING MATERIALS: High-level resources
show you from start to finish what your girl(s) will
achieve during the meeting (1. Meeting Overview),
what you’ll do and say (2. Activity Plan), and the
meeting aids plus the materials you’ll need (3.
Material List).

MANAGE COMMUNICATIONS. Email people
your Girl Scout might collaborate with to earn

FLARRRD

g

* Mesting Dverview

Activity PFlan

= Materials List

each badge or award. Emails are prepopulated
with relevant information, but you can customize
it based on your needs. You can even attach
meeting aids or other relevant documents from

Edithent Medling Reminder Email Retord Achiewemanld

10 sckbrammants)

your council website at the bottom of the screen
before sending.

. Chove Hiteh Knot How-Te
activiny material

Junier Activity Mans
VOILMER NEROUrCE

[l junior activiity Chaices

. il Scout Treftod Temgplabe
wolurteer nevorce

acthvity material

.@ A Mieeting Alds

You can also Record Achievements in this
section. Use the checkboxes to mark when she
has completed a badge or award. Download a full
report of everything she has earned from the MY
TROOP tab.

You can see the full picture of what your girl has
earned on the MY TROOP tab, with the option to

{3 add Agenda em
MEETING NOTES

£ mdd A Note

download.

- @

. MEETING AIDS. These documents and videos

Y & are the leg-up you need for each meeting! Some
are geared toward the adult supporting the

. ® meeting and some are for the girl completing the
activities. You can find more information on how

& to use these resources in the Activity Plan.

— AGENDA. Wondering how you’ll kick off your
meeting’s activities? Here, you’ll find instructions
and details for each activity, materials needed,
time it takes to complete, and recommended
sequencing.

You'll also find suggested opening and closing
activities that are part of typical troop meetings.



There are lots of ways to customize your meeting agenda:
» Drag and drop activities to reorder in the agenda.

» Use the dropdown on an activity to change the amount of time
allotted for a certain activity.

» Delete an activity by clicking the “X” to the right. Be careful you
aren’t deleting a required activity to earn an award, though!

» Click Add Agenda Item at the bottom to add your own activities!

» Add a note at the end to remind yourself about important things
to remember for each meeting.

If at any time you want to replace or delete an entire meeting, just
use the respective links at the top of the meeting plan.

And if at any time you want to download or print your year plan
or meeting plan, look for these icons at the top of the page:

= &
Questions?

Looking for more Volunteer Toolkit support? Contact Customer Care
at info@girlscoutsccc.org or 800-822-2427.
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