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What is the Volunteer Toolkit (VTK)?

The Volunteer Toolkit is the digital planning tool for Girl Scouts that gives volunteers resources and program content to get
the year started—and keep it going smoothly! Fully customizable, the toolkit is digitally responsive so volunteers can plan
and prepare practically anywhere.

Accessing the Volunteer Toolkit (VTK)

The VTK is accessible from a computer, a tablet, or from a smart phone. We recommend using Google Chrome, but it
should function in any browser.

From the Girl Scouts of Black Diamond website, www.bdgsc.org, simply click the yellow, “MY GS/VTK LOGIN” button on the
right side of the green selection bar. Select “Volunteer Toolkit” from the drop-down list to proceed to the log-in screen. If
you have forgotten your password, you can select “Forgot Your Password?” to reset it. Your username is usually the email
that you used to complete your membership. If you do not know your username, you can contact Customer Care at
304-345-7722 or email customercare@bdgsc.org to get your username. After logging in, you will be asked to select
“Volunteer Toolkit” once more.
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1. Volunteer Toolkit Tabs (descriptions later in overview)

2. Drop Down menu for multiple troops—If you are listed as the troop leader for multiple troops, you will have access to
toggle between your troops’ year plans with this function. It will list your troop number and the level associated with
the troop.

3. Options-
e  Print your current screen or one of the provided options by clicking the green printer icon.
e Download the plan or resource by clicking the green down arrow/bracket icon.
e Seek out additional help by clicking the green circled question mark icon.

4. Customization Options for Year Plans ( Descriptions later in overview).
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Volunteer Toolkit Tabs

My Troop:

This tab holds your complete girl roster with
primary parent/guardian information including
email address and phone number.

¢ W Rose Tyler Girl

} Amy Pond Girl
For each girl, you will click the green arrow in

front of their name to drop down the girl-
specific details including attendance and AGESS
earned achievements that you have marked in

the meeting plans.

DOB: 09/04/2012

You can download or print your girl roster from
this tab using the &‘Z and = icons.

Year Plan:

This tab appears first each time when you sign in. The year plan op-
tions displayed will appear based on the way your troop is catego-
rized on the council level. If incorrect, please contact Customer Care
at customercare@bdgsc.org. Your troop will pick the year plan that
best suits their interests, and the pre-populated plans can be cus-
tomized once a plan is initially chosen. You can explore the Year Plan
Library once your plan has been chosen; however, if you choose an-
other year plan at that time, then all your saved meeting information
will be deleted.

e Orange Boxes— Next scheduled meeting.

e Blue Boxes- Activities that were added by your specific troop.
The blue arrow indicates where troops can add customized ac-
tivities to the plan.

e Orange Bars— Milestones set up by the council to remind troops
of important dates in the GS year, and they cannot be deleted
on the troop level.

e Green Boxes- Future meetings that can be moved using the bar
in front of the date box to drag and drop into a new place in the
year plan. If you wish to add additional meetings during the year,
then you can click “Add Meeting” to view the filterable Meeting
Library. Click “Select Meeting” once you find the desired badge
or award. “Add to Plan” will save it and add it at the end of your
year plan for you to drag and drop into your preferred order.
(Green arrow).

e Grey Boxes- Past meetings and activities—Cannot be moved or
edited.

You can add a meeting or activity at the top. (green and blue arrows).
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Sara Tyler 1 bdgscemail@gmail.com (304) 345-7722

Rebekah Pond 7 bdgscemail@gmail.com (304)345-7722

1234 Smith Street
Charleston , wv
25302

Achievements:
Take Action 3, Cabin Camper 2

Meetings Attended:
1/5,1/6,117
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Choosing a Year Plan:

The first time you log in to the VTK, you will need to select a
year plan before you can begin to customize any meetings or
activities. You can choose a custom year, or see the pre-
selected year plans based on the Program Grade Level (yellow

Select Your Own )
Search or fllter to selact the badges and awards

that fitthe style of yourtraop.

Not surewhat to pick? These tracks gat your troop Year Plan started

et and et you ki iz s el circle) of your troop. You can click the PREVIEW button to view
o the meetings in a year plan and decide with your girls which
K-5 Multi-Level JOURNEYS Girls take a Journey to identify a problem, create solutions, and put a plan into plan tO fO"OW. YOU can a|SO dOWI’ﬂOad the pre-selected traCkS

action.

overview document at the bottom of this page.
K-5 STEM Qutcioor: Think Like a K-5 STEM: Thirnk Like an Enginear K-5STEM: Think Like a
Citizen Scientist Programmer

PLLAD® @eLLO® 9000
2 awards each Daisy, Brownie 2awards cach Daisy, Brownie 2 awards cach Daisy, Brownie
& Junior, 6 meetings & Junior, 6 meetings & Junior, 6 meetings

e If you are not seeing the correct program choices for your

troop, please contact customercare@bdgsc.org and they will
be able to update your troop level to the accurate level.

6-12 Multi- Level JOURNEYS

e Please note that if you make customizations to a year plan
and then change to a different year plan, the customizations

B-12 STEM: Think Like an Engineer B-12 STEM: Think Like 3
Programmer

VoHEGe OoLEGe - ;
2 awards cach Cadette, Senior 2awards each Cadette, Senior you have ade WlII be erased'
& Ambassador, 6 meetings & Ambassador, 6 meetings

Creating Your Own Custom Year Plan:

CREATE YOUR OWN YEAR PLAN @

For all levels, the Create Your Own Year -
Plan option will allow you to mix and
match the Girl Scout Leadership Experi-

Search to Add a Petal, Badge or Journey

ence to fit your troop’s interests. This Meetl ng

means that you are now able to access : :

all meeting content for all levels! ‘ R stem X ‘
Or Use Filters » &% TAKE A GUIDED TOUR

First, you will select the troop’s program
level(s), the type of meeting, and the CANCEL
applicable Journey or badge category.
As you find their favorite badges or jour- 236 Meating plans

ney awards, check the SELECT MEETING
box on each. Once you’re done with the
category, scroll down to the bottom,
and click ADD TO YEAR PLAN.

DESGNING ROBOTS 1
SELECT MEETING
Ambassadors plan how to build a model of a social robot. |:|

STEM, Badges for 2018-2019

You can also add custom activities or DESIGNING ROBOTS 2 S SIS
. L Ambassadors bulld sodial robots and earn the Designing Robots |:|
council activities to your year plan, re- hadge.
gardless if you choose custom or pre-
STEM, Badges for 2018-2019
selected.
PROGRAMMINGROBOTS 1
Ambassadors explore the systems that make ug a robot and how |:| SELECT MEETING
they work together.

Badgesfor 2015201 RyANICY CLEAR SELECTED MEETINGS ADDTO YEAR PLAN

AT e
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Editing Your Year Plan:

Most options for editing your year plan are Y TROOP YEAR PLAN MEETING PLAN RESOURCES

found at the top of the Year Plan page as seen

here. SPECIFY DATES AND LOCATIONS | ADD MEETING | ADD ACTIVITY | SEE PAST YEARS
L%

Specify Dates and Locations:

After you select your Year Plan option, you will view the preset options without any dates. To set up meetings to follow
your troop schedule, click SPECIFY DATES AND LOCATIONS on the Year Plan tab.

e Calendar—It will request your meeting  [ieat i lSRELRLS L BRRE S RS

start date (must be in the future), start

time for meetings, and how often you

meet. It will also provide checkboxes to -

avoid scheduling the week of major holi-  cae seect tne £ 10 use the pannns wizard o reconfiawe the calendar from that date forard

days. Click UPDATE CALENDAR to match B

the year plan to your meeting schedule. il s d @
= .

e Location- You can add, delete, or edit - ‘ : d {fr

location names and addresses to assign = - o ' d €

t nn endly and r nsiderate and ( d LJ

to your meetings. ) ¢ oct25.201604

(

Helpful Hint: You are able to change date, change the time, or cancel a specific meeting by clicking the Calendar symbol
next to the corresponding meeting.

MEETING DATE AND LOCATIONS

A Combine Meetings option is also available by clicking the
Calendar symbol! This allows you the opportunity to merge
Combine Mezting Dates two or more meetings of content into one meeting date. If

Cancel Mesting ] * Mesting you add meetings of different program levels, you can
merge those meetings as well! This functionality is perfect
for Multi-Level troop planning.

LOCATION

Select the meetings you'd Fike to schedule for the same day

[fl-r,-'__..:-. 16: e EDT 201 6 Fiire d &
: g
v T I If the regular schedule changes, find the " SETTINGS
|j1.—| I 16:00000 BT 201 ¢ Jusmp inbo: joumeys Fetal r] g g
symbol to the right in order to update your calendar from
L]
Tue Ot 18 160000 20T 2016 Lupé/Honet and Fair d that date forward.
’_—_l Tue DT 25 16:00:00 EOT 2016 unryFriendly and Helpful & 200 (T oradense and Canng d

Add Meeting: If you wish to add a troop day

trip, Service Unit event, or council program MZLEIVNI MEETING PLAN  RESOURCES FINANCES
visit your Year Plan tab, and click ADD MEETING
to add a pre-built meeting, or ADD ACTIVITY to
build a custom activity.

SPECIFY DATES AND LOCATIONS | ADD MEETING | ADD ACTIVITY

Delete Meeting: If you decide later that you would like to remove a
meeting from your year plan, select the intended meeting from with-

in the Year Plan tab. Once the meeting plan opens, click DELETE WIERTING FLAN
MEETING as seen to the right. A popup window will ask you to con- o <:

firm this change, or for past meetings it will tell you that you cannot

delete them if you have tracked attendance and/or badges for that
meeting.




Volunteer Toolkit Tabs

Meeting Plan:

This tab delivers a pre-set layout for each meeting
with a meeting overview, activity plan, materials list,
and printable meeting aids.

Featured for each meeting plan page:

Picture of the award/badge/petal related to the
specific meeting plan.

Meeting Overview- This is a summary of your
meeting as a whole, including: Notes for volun-
teers, ideas to prepare ahead, how to get help
from friends and family, any award connection,
and meeting length.

Activity Plan- The guide for all meeting activities.
This will provide the following information for
each activity: how much time it will take, recom-
mended materials, steps, tips or notes for volun-
teers, and even occasional scripting suggestions.
For some activities, it will also give variation ideas
to better fit your troop.

Materials List—This is everything needed for the
meeting by activity, such as craft supplies and
printed meeting aids.

*Note that the Meeting Overview, Activity Plan, and
Materials List must be opened and printed separate-

ly.

Manage communications via email to parents/
guardians about that specific meeting and in-
clude meeting aids and other necessary forms
(green arrow)

Meeting agenda that can be customized and
rearranged based on your troop’s needs and in-
terests. Items in the pre-set agenda can be easily
dragged and dropped using the bar on the left
beside the time, and the agenda will automatical-
ly adjust the times in the agenda. (purple ar-
rows).
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Meeting notes can be added as reminders, and saved notes will be time stamped and labeled with the last user for
clarification if multiple troop leaders are accessing the troop’s meeting plans.

Record Attendance and Achievements (orange arrow) will open a pop-up box with the girls’ names. In the pop-up,
you are able to check off that a girl was present and/or earned the badge or award from that meeting. You can go into
the MY TROOP tab to view each girl’s individual attendance and achievement records. Parents will be able to see their

daughters tracking.




Volunteer Toolkit Tabs
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Resources: ;

MY TROOP EXPLORE YEARPLAN  MEETING PLAN [EIE0lE=s FINANCES
This tab provides GSUSA and Council
resources based on program grade
level or resource category. Available
q ts include adul-to-gir Resources

ocuments include adult-to-gir

supervision ratio chart Bridge Chart, e
Badge Explorer, Safety Activity Multi-level Badge Chart Barlge Fxglorer

Checkpoints along with many other
resources.

) TROOP LEADERSHIP

We are uploading Council specific
resources here as well, but anything
not here yet can be found on our
website.

Finances:

This tab provides troops with the opportunity to
track their troop finances online and submit
their End of the Year Financial Report electroni-
cally.

Functionality includes:

e Income and expense tracking in detailed
categories (green arrows).

e View your troop’s financial summary, which
is automatically calculated based on the
information entered by your troop leaders.

e Add detailed notes on your troop’s finances.

e Timestamp and autosave information so all
troop leaders can both work on the financial
report and see who last saved the
information (blue arrow).

e Add troop bank account information and
track account signers.

e Attach bank statements and other docu-
ments as requested by the council.

¢ Indicate your troop status for the coming

Knowing Your Role & Working with Girls

year and answer any council specific
questions (see sample).

e  Submit your end of the year financial report
electronically including an upload of your
most recent bank statement.

Global Action Days Toolkit Journey Mesting Plans

g raniy vus

Growth & Support for Your Girl

& sarerv

Internst Safaty Pledge

Family Tips & Volunteer Opportunities GSBDC Safety Adtivity Checkpoints

Keep Parents & Caregivers Involved ...

ABOUT EVENTS OUTDOORS COOKIES+ VOLUNTEERS OURCOUNCIL SUPPORT GIRLS

MY G5

MY TROOP MEETING PLAN RESOURCES FINAMCES
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]

Total Income 0.00
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Total Expense

COUNCIL NOTES AND QUESTIONS TO TRODPS

® Trep St

=
\._II Returning

Troop Service Unit

Council Note for all Troops

Troop Respanse




Volunteer Toolkit Step by Step Guide

Logging into the Volunteer Toolkit

1

2.

3.

In Google Chrome (Preferred browser), go to www.bdgsc.org, then click MY GS/VTK Login.
Enter your email and password (email customercare@bdgsc.org if you do not have one).

Click on the Green VOLUNTEER TOOLKIT button.

Choosing Your Year Plan

1

When you first log into the VTK, you will be presented with the year plan options available to your troop based
on their program grade level.

Click the PREVIEW button beside a plan to view the meetings it contains. Skim through the plans to become
familiar with them.

Along with your dirls, select a Year Plan.
Once you have decided on a year plan, click the SELECT button next to the year plan.

If you need to change the Year Plan, click SEE YEAR PLAN LIBRARY and you will be able to view the previews
again and select a different year plan. (* Note that if you change your year plan, any customizations you have
made to the current year plan will be erased.)

View Meeting Plan Details

1

Select a meeting from the Year Plan by clicking its title or click the MEETING PLAN tab and use the forward or
back arrows to switch between meetings.

Selecting MEETING OVERVIEW dives you a quick description of the meeting, notes about the activities included
in the meeting, and ways to involve your friends and family in the meeting.

The ACTIVITY PLAN details each of the meeting’s activities with materials and steps.
The MATERIALS LIST provides a checklist of all the materials needed for a meeting, broken down by activity.

The MEETING AIDS are used during the meetings by the girls. They can include worksheets, song lyrics, and
other types of reference materials.

The MEETING AGENDA lists the activities in a suggested order with default durations. The order can be adjust-
ed by dragging and dropping the agenda items and the duration of each activity can be changed by clicking on
the green title of the activity.

Set Your Troop Year Calendar

1.

2.
3.

In the YEAR PLAN tab, click SPECIFY DATES AND LOCATIONS.
Select the start date, starting time, and frequency of your meetings.

The meetings on your year plan will automatically be assigned to dates based on your selections. (Remember
to look for the orange bars, which are council milestones, or date reminders from council. )

Add Locations for Meetings in your Year Plan

1.

2.

In the YEAR PLAN tab, click SPECIFY DATES AND LOCATIONS.
Select the LOCATION tab and enter location names and addresses.

Select which meetings will occur at each of your locations. Then click the ASSIGN TO CHECKED LOCATIONS
button to save the locations to the meetings.



Reorder Meetings in the Year Plan

1. Drag and drop by using the gray rectangle on the left hand side of the meeting. Moving meetings around will
automatically update their date based on your calendar settings.

Add an Activity
1. In the YEAR PLAN tab, click ADD ACTIVITY.
2. Use the CUSTOM ACTIVITY tab to create a completely custom activity and add it to your troop calendar.

3. Click ADD ACTIVITY when your information is correct to save the event.

Selecting Additional Meetings from the Meeting Library
There may be times when you and the girls want to add a different meeting to your year plan.
1. Inthe YEAR PLAN tab, click ADD MEETING.

2. You can browse all available meetings. First select the Program Level, then the meeting type, and click the
VIEW MEETING PLANS button.

3. Once you find the meeting(s) you want, check the box beside the meeting, then click the ADD TO YEAR PLAN
button at the bottom of the screen.

4. The new meeting(s) will be placed at the end of your year plan. Drag and drop them to the desired location.

Change/Cancel a Meeting or Series of Meetings
1. On the YEAR PLAN tab, click SPECIFY DATES AND LOCATIONS.
2. Click the calendar icon next to the meeting that needs to be changed.
3. You can change the date/time for the selected meeting here. Click SAVE to update the meeting.

4. To cancel a meeting, select CANCEL MEETING, then choose the meeting you wish to cancel. Then click SAVE
and confirm your choice to cancel the meeting.

5. To merge two or more meetings into one, select COMBINE MEETINGS, then choose the meetings you would like
to combine. Click CONTINUE, then select the new date and time for the combined meeting.

6. To make changes to a series of upcoming meetings, click the gear icon next to the first meeting to change. You
will then be presented with a screen similar to the initial calendar set up that will update all meetings from the
selected meeting forward to new dates and times.

Managing the Meeting Agenda
1. Switch the agenda order by dragging and dropping the items using the gray boxes to the left of the row.

2. Change the duration of an agenda item by selecting the item, clicking the time drop down in the top right cor-
ner, selecting the desired time, and clicking SAVE.

3. Delete an agenda item from the meeting plan by selecting the item, clicking DELETE THIS AGENDA ITEM near
the top right corner, and then click OK.

4. To customize your agenda, click ADD AGENDA ITEM at the bottom of the page. Enter the agenda item details
and click SAVE. This new item appears at the bottom of your agenda. Drag and drop it to the desired time slot.



Volunteer Tool Kit Frequently Asked Questions

What age levels can use the VTK?

The VTK is available to all troop levels, including Multi-level troops! There is currently more content available for young-
er troops, but there is new older girl content being added all the time!

Can Multi-Level Troops use the VTK?

If your troop is listed as a multi-level troop with at least two active Troop Leaders, you are able to create your own year
plan. If your troop is listed as a specific level, you are also able to access all meeting plans and add meetings from oth-
er program levels by clicking ADD MEETING.

You can use the COMBINE MEETINGS feature to merge meetings for different levels into one meeting.

What can parents/guardians view in the VTK?

All parents/guardians have a personal MyGS account.

Parents/guardians can log in using this account and view parts of the VTK, but they cannot make any changes. They
can view the year plan, most of the meeting plan, and view and search for resources. They also have a very limited
view of the troop finances.

Parents/guardians can use their online account to make changes to their Girl Scout’s information (contact information,
renew membership, and their family profile), but cannot change the troop information.

If 1 don’t have internet at my meeting place, how can | access the VTK?

You can download and save your VTK plans into any digital device (laptop, tablet , or smartphone) that opens PDF files.
You can also send these to other leaders if they need them and don’t have access. Libraries and coffee shops are a
great place for those who don’t have access to internet at home.

You can also print VTK plans to take with you to your meeting.

Who has access to the VTK?

Any leader or assistant leader that has a current membership, an approved background check, and has been approved
to be a leader/assistant leader for your troop has access. If you log in and it says your status is “in progress”, then you
have not yet been approved as a leader (usually it just needs to have time for the paperwork to be updated).

Parents have limited access as mentioned above.

Council reserves the right to log in as a leader in your troop at any time if there is a question or you need technical sup-
port.

If you have further questions, please contact customercare@bdgsc.org or call 304-345-7722.
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