
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.



Exporting Roster from My.Scouting into 
Councilware (Advance)

1.) Log in to my.scouting.org
2.) Click on Menu in the Top Left Corner
3.) At the bottom of the pop-out menu, select the unit.
4.) Once you select the Unit, click on Roster 
5.) Once your roster loads, click on “Export to CSV” at the top.
6.) Open the freshly downloaded Unit Roster (Roster_Report.csv).
Note: Date of Birth is not exported from my.scouting. To get Date of Birth you will need to log
into advancement.scouting.org and go to each Scout’s profile to get DoB.

Getting the Councilware Roster Template
1.) Log into mycouncil.mvcscouting.org
2.) Go to your Unit Dashboard
3.) Click on View Roster
4.) Click on You Can and select Upload Unit Data.
5.) Download the Excel Template File
6.) Open the Template File (UnitRosterUploadTemplate.xlsx)

Doing this method, the only data you will need to upload is
• Membership ID
• First Name
• Last Name
• Email address (Doesn’t have to be unique to each entry)
• Phone Number (Doesn’t have to be unique to each entry) [xxx-xxx-xxxx]
• Gender [M or F]

You can fill in the other information if you want, but these are the only fields required.

Take the data from the Roster_Report.csv and paste it in the proper fields in the 
UnitRosterUploadTemplate.xlsx. The Phone Number and the Gender will need to be adjusted 
to be in the proper format. Using Replace All makes quick work of it. 

Once all data has been placed in the template file. Save it and go back to Councilware and 
click Select under Upload File. Make sure to select how to handle duplicates. Then press the 
Blue Upload Button in the top right.

If everything was correct, your roster will now be populated. 



1.Log in to my.scouting.org
2.Select Menu in the top-left corner
3.At the bottom of the menu, select your Unit
4.Click Roster
5.Select Export to CSV at the top of the page
6.Open the downloaded file named Roster_Report.csv
Important Note
Date of Birth is not included in the my.scouting.org export.
To obtain a Scout’s Date of Birth, log in to 
advancement.scouting.org and review each Scout’s individual 
profile.

Updating your Roster

1.Log in to mycouncil.mvcscouting.org
2.Open your Unit Dashboard
3.Select View Roster
4.Click You Can, then choose Upload Unit Data
5.Download the Excel template
6.Open UnitRosterUploadTemplate.xlsx

Getting the Councilware Roster Upload Template

Exporting Your Unit Roster from my.scouting.org



1.Copy the appropriate data from 
Roster_Report.csv
2.Paste the data into the matching columns in 
UnitRosterUploadTemplate.xlsx
3.Format the following fields as required: 

1. Phone Number: xxx-xxx-xxxx
2. Gender: M or F

Using Find and Replace can significantly speed 
up formatting.
1.Save the completed template file

Preparing the Upload File

NOTE:NOTE:
Only the following fields are required 
for a successful upload:
•Membership ID
•First Name
•Last Name
•Email Address
(Does not need to be unique)
•Phone Number
(Does not need to be unique; format: 
xxx-xxx-xxxx)
•Gender
(M or F)
All other fields are optional and may be 
completed if desired.

1.Return to Councilware
2.Under Upload File, select Choose File
3.Select your completed template
4.Choose how duplicates should be handled
5.Click the blue Upload button in the 
top-right corner
If all data is formatted correctly, your unit 
roster will populate successfully

Uploading the File to Councilware



Registering for an Event
The Mississippi Valley Council uses CouncilWare for event and summer camp registration. 
While most events allow registration without a MyCouncil account, we encourage you to 
create one. Instructions can be found in the CouncilWare Account Creation Guide.
Note: All registrations are started through the MVCScouting.org website, not the CouncilWare
dashboard.

Go to the Events/Calendar page and locate 
the event you would like to register for. Click 
on the event to open the pop-up window. 
From there, select “More Details” to learn 
more about the event, or click “Register” to 
go directly to the registration page.

If you click the “Learn More” button, you’ll be taken to a page with detailed information 
about the event. Use the tabs to review registration types, location details, and any available 
resources. When you’re ready to sign up, click the green “Register Online” button



Whether you clicked the green “Register” button from the calendar or from the event 
details page, you’ll be taken to the same registration page. You’ll see at least one, though 
usually several, registration types (such as Youth, Adult, etc.). Select the number of 
participants for each type you wish to register, then click the blue “Register” button to 
continue.

NOTE: If you plan to pay in person at the Scout Shops, You must select “Pay Min Pmt”

You will now see an entry for each selection you made in the previous step. To remove an 
entry, click “Delete.” If you need to add additional participants, click the Back button.

Before continuing, you must click the red “Add Information”  button. 

Note: Having a Councilware account and being logged in makes the next few steps easier. 



Enter the requested information. Fields marked in red are required. If you are logged in to 
your CouncilWare account, you can click “Populate Data” to automatically fill in 
information saved to your account. 

Once all required fields are completed, click the “Save” button.

Repeat the previous two steps for each item that displays a red “Add Information” button. 

If the event has an active Activity Signup, you may see a “Select Activities” button. Click 
this button allows you to choose activities for that registrant at this time. If not, activities 
can be selected later. 



To select activities, review the list on the right-hand side showing all available options. 
Click an activity and choose a session, if applicable. If an activity has an additional 
cost, it will be added to your cart. As your select activities, any conflicting options will 
automatically be removed from the list. 



If you were provided with a discount code (such as Popcorn, Campership, etc.), click 
“Apply Discount” and enter the code.
Once all required information has been entered, a green “Proceed to Checkout” 
button will appear. Click this button to continue.

Note: If you plan to pay in person at a Scout Shop and the Item Payments section does 
not show a zero balance, you must select the Minimum Payment of $0.00 under 
Change Payment for each attendee.

Enter your contact information and payment details (credit card or ACH), check the 
Terms and Conditions agreement box, and click the green “Place Your Order” 
button.

Congratulations! You are now registered for the event.



Accessing Your Unit’s Summer Camp 
Registration

Once you’ve registered for summer camp (or other events), you unit’s registration will 
appear on your Councilware dashboard.

Log in to CouncilWare by visiting mycouncil.mvcscouting.org and entering your 
username and password. Once logged in, click on your Summer Camp Registration (or 
the applicable event) to begin managing your registration.

This is the main dashboard for your registration. The left side displays details about your 
registration, while the right side lists your unit(s). If you do not see your unit, you may need 
to ask your unit leader to grant you access or contact the Council Office for assistance.

Click the button with your unit number to access your unit’s event dashboard.



From the event dashboard, you can view an overview of your unit’s registration and make 
payments directly from this screen.

To view attendees, click Members in the left-hand sidebar. This page displays 
everyone registered for the event and allows you to add additional attendees. 

To view details for a specific attendee, click the “View” button next to their name.



On the individual attendee page, you can view and edit that attendee’s information. 
Once activity registration opens, you can view available activities, and register for 
them, using the Activities tab. If the name field says [EMPTY-SLOT] you will need to 
edit and fill in the information, or use Populate to select from your roster.

By selecting Payments from the left-hand menu, you can view your unit’s outstanding 
balance as well as all payments that have been made toward this event.



Signing up for Activities 
(Already Registered)

If an event includes activities that require signup (such as a Merit Badge class) but 
signups were not available at the time of registration, you can complete them later by 
managing the event registration.

There are two ways to access your 
registration. You can use the link provided in 
the confirmation email you received after 
registering, or from the Unit Dashboard.

Click Members in the left-hand menu, then select View next to the attendee for 
whom you want to choose activities.



Click the Activities tab at the top of the page. In the top-right corner of the calendar view, 
you should see a blue “Manage Activities” button. Clicking this button will take you to the 
activity selection screen.

All available activities are listed on the right-hand side. Click an activity and select a 
session, if one is available. If an activity has an additional cost, it will be added to your cart. 
As you select activities, any conflicting options will automatically be removed from the list.

When you are finished, click Return in the top-right corner.

Repeat these steps for each attendee who needs to sign up for activities.


