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using the  My Roster 

feature in 247
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My Roster

The My Roster feature in the 247 Registration system is made to help 
you quickly, and efficiently, add members from your home unit to a 
registration! 

In the following slides, we will show you the basics of building your 
own My Roster, and using it to register for an event!
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If you haven’t already 
created a login for 247, 
you can do so by clicking 
the “My Account” button 
on the top of the 
registration screen. 
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Once you’ve filled out all of your 
information, click the “Register” 
button at the bottom of the 
window. 

247 will send a confirmation 
message to the email that you 
provided. 
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Now that you’re account has been created, let’s work on the roster part!

You can set your roster up in two ways on 247. 
1. Import your roster from a .csv file from excel or a similar program
2. Create the roster in 247 manually

If your unit does not already have a sheet with member information, you can get 
some of that information from My.Scouting. 
If you are not a part of the unit Key 3 (unit leader, committee chair, chartered 
rep, or person with Key 3 delegate roles), please ask them to pull the following 
lists for you from My.Scouting. 
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From the “Member 
Manager” menu: Select 
“All” under Roster Details
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Click the green check mark to 
select all members, then the 
blue download arrow. In the 
drop down menu that appears 
below the arrow, select either 
Mailing List or Member List. 

Click submit and allow the file 
to download. 
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You will need to remove the 
top two lines of text and the 
bottom to lines of text that 
appear in the produced .csv file 
from My.Scouting. 

IN ORDER FOR THE IMPORT TO 
BE SUCCESSFUL, YOU MUST 
ADD A “POSITION” FIELD AND 
INDICATE IF THE MEMBER IS A 
YOUTH OR ADULT MEMBER.

In this example, only First, Last, 
Position, 
Address/city/state/zip/ and 
email are listed.

DO NOT SAVE THIS AS 
A .XLSX, IT MUST STAY 
AS A .CSV FILE
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Let’s import our new 
roster! 

Back on the registration 
page, drop down the 
menu for your account 
and select “Import”
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Click “Choose File” and 
navigate to where you 
saved your .csv roster from 
a littler earlier in this 
tutorial. 
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When you have selected your 
file, the field mapping options 
will appear. 

In some cases, these fields do 
not copy over so you will need 
to make sure that you match 
them up with the headers in 
your spreadsheet. 

Once you have your fields 
matched, click “Import File”. 
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Once your file has been 
imported, you’ll receive this 
message. If there were any 
errors in your import, they 
would appear here for you. 

If you need to delete the 
data that you imported, you 
can click the “Delete Roster 
Data” and it will clear all of 
the information in your 
roster. 

Otherwise, click the “X” in 
the top right of the pop up 
window. 
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The imported roster will look like 
this example. 

Please note that Adult members 
are listed in red, that is not an 
error. 

If you need to delete any records 
from this list, you can click the 
“x” to the left of the name. 

If you need to spot add a 
person(s), you can do so by 
clicking the green “+” symbol 
next to the participant type 
(Youth/Adult). Most of these 
fields are editable/updatable 
right on this screen for your ease 
of access. 
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Now that you’ve got your roster all set up, 
let’s use it to register for an event!
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Select the event that 
you would like to 
register for and your 
number of participants. 

In this example, we are 
using Summer Camp at 
Camp Liberty. 

You’ll notice that a 
button appears that 
says “Roster”. 
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Clicking the “Roster” button opens 
a new popup that lists all of the 
available individuals to use for the 
registration. In this case, the 
registration contact, this person 
must be an Adult. 

Because you need to denote the 
youth and adult members, the My 
Roster feature can now give you 
only those members of your unit 
who fit the registration criteria, 
which in this case is an Adult.

Select the desired individual and 
click “Fill Information”
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You’ll notice that some, not all, of 
the information from the record 
was pulled into the fields. 

The more information that is in 
your roster, the less information 
will need to be input to the 
registration. 

In this case, we still need to add 
unit information, phone 
numbers, etc. 
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Once you have your contact 
person’s information completed, 
you can now begin to add 
attendee data. 

In this case, we’ll be adding a 
Scout participant for summer 
camp. 

You’ll notice again, the “Roster” 
button that appears. 
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Just the same as before, a window will 
open with a list of available names to 
select. Click the person you’d like to add 
and then “Fill Information” 

Again, the more information that is 
contained in your roster, the less 
information you’ll need to type. 

Continue adding participants to complete 
your registration!
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