
Account Creation for CouncilWare
The following is a guide on how to create an account for CouncilWare. The 
Event Registration system for Mississippi Valley Council.

1.) Open a web browser and go to mycouncil.mvcscouting.org

2.) Click on “+Create Login”

3.) Enter in the requested information and press Register.

4.) Your account has been created, and you should be 
redirected to the following screen.

5.) You also should have 
received an email. IF you have 
not received an email in 5-
10mins, check your Junk/Spam 
folder. If it’s there, move the 
email to your inbox and mark 
that address as Safe. This is 
important, otherwise, you may 
miss email communications 
coming from CouncilWare! 



Account Setup for CouncilWare
Once you have created an account, you can populate and update various 
information about your account. 

1.) Click on “Account” in the upper right-hand corner of the screen.

2.) You will see that there is no information populated. To fill in this information, 
click the “Edit” button in the top right corner of the info box. Update all required 
information and any optional information you would like to fill in. Pre-filling this 
information can save time when it comes to registering for events.

3.) Click on “Registrants” in the left-hand menu

4.) Click on “add new” and fill in requested information. 
Pre-filling in registrants allows you to save and easily 
register your scouts, spouse, or others in the system.



Unit Setup
Once your account is set up, if you are a Cubmaster or Scoutmaster and you used the 
same email address that is associated with your Scouting America registration, you 
should automatically be linked to your unit. If your unit does not appear, you will need to 
contact the Scout Office to verify that the correct information was entered into the 
system.

When you log in, you should see 
any units you are associated with. 
Clicking on a unit will take you to 
that unit’s dashboard.

The dashboard allows you to view your 
unit’s upcoming events and access your 
roster.



Clicking Setup in the left-hand menu will take you to the unit tools. From here, you can 
add additional users by selecting Setup Users and Roles.

From this screen, you can manage your roster. If this is your first time setting up your unit, 
you can quickly populate your roster by importing it from Scoutbook. See Roster Setup 
(Scoutbook to MyCouncil) for more details.

Clicking View Roster will take you to your unit roster. Please note that this roster is not 
synced with the official roster in Scoutbook. You will need to manually add Scouts as they 
join your unit.



Whichever method you use, enter the individual’s email address (and first and last name if 
using the invite option), then select the roles you want to assign to that leader..

Once the appropriate permissions have been selected, click Save in the top-right corner.
Repeat these steps for each adult you wish to add.

Adding users allows other leaders to help manage your unit, including adding, updating, or 
removing Scouts and adults from the roster, making payments, and handling event 
registrations.

To add a user, click Add New. If the individual does not already have a CouncilWare
account, use Invite to CouncilWare, which is located under You Can in the top-right 
corner.


