
Section 1 - How do I create a record for a new young member?

Girls join guiding in many different ways. The parents/carers of some girls call the Join Us number or enter their details on the Join Us form on the web site, whilst other girls visit the unit meeting place with their friend or a relative.  However a girl joins guiding, we need to record her information to ensure the girl’s needs are met and we can communicate with her parents/carers quickly and efficiently.

Note: When adding a role against a new level, make sure that the first role that is being added is an adult role and not a girl role.
What do I need to tell the parents/carers?

It is important that the parents/carers have an understanding of what guiding is: for example, that all girls may make a promise and that guiding has a varied and balanced programme. You also need to provide some of the local information e.g. meeting time and place, if there is a joining fee, how the annual subscription is collected.  All of this can be found in the appropriate Starting Leaflet
 for the section 
If there is space in your Unit and the girl has reached the minimum age you need to ask the parents/carers to complete the form that can be found in the appropriate Starting Leaflet for the section. This enables you to collect all the information you need to create a new girl record on Go!

To enter girl’s record on Go!

Step 1
Log onto Go! using your Registration Number, password and Date of Birth
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Step 2
Go to Role Management
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Step 3
Select the Unit the young member will be joining e.g. 4th Old Trafford (St.John’s) Brownie Unit
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Step 4
Select the role for the appropriate section i.e. Rainbow, Brownie, Guide, Senior Section Member
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Step 5
Enter the young members name and date of birth to search for any previous record checking carefully that you have the correct spelling.  This is to make sure that each individual has only one record on Go!
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In the unlikely event that more than one record exists with the same name and date of birth you will need to contact the Girlguiding UK Membership Support Network Information Team
 who will be able to provide you with the unique registration number for the correct individual record.
If a previous record exists go to ‘How do I amend a record for a young member returning to my Unit’ or ‘How do I amend a record for a returning young member who is changing sections or transferring’ 
Step 6
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 button to begin to create a new record. 

Step 7
Complete the fields in the view presented.  It is important that all fields marked with an * are completed.  Also, make sure you choose ‘Individual Type’ as ‘Girl’.

It is strongly recommended that you select the Individual type as Girl  when we you add Young members so that the girls’ records are not visible for all County Go! And Desktop Go! Users
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After entering the telephone number it is useful to select the ‘Telephone Type’ which for a young member would generally be either the ‘Parent/Carers Mobile’ or ‘Parent/Carers Phone’.
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Step 8
Enter the Parent/Carer name in the appropriate field.

[image: image10.png]I you would like to add a new address, please click ‘Find Address’ button to proceed.

HFyou would like to edit an existing address, please also click ‘Find Address’ button to proceed

NOTE: Ifthe address is outside United Kingdom, still click Find Address’ button, then you will be able to change country
s appropriate. Address cannot be added or updated manually.

Find Address

Girl’s Parent/Carer Name [leanette Mar

Referee:
this field only required for girls and new adult volunteer)

*  Address 1
Address 2
Address 3
Town
County
Postcode

* Country - United Kingdom -- v





Click on [image: image11.png]Find Address



 to search and save the address

Step 9
Choose the Country and click the [image: image12.png]


 button
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Step 10
Enter the search criteria, example ‘Building number or name’ and ‘Postcode’, which will help in searching the address. 
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 to continue

Step 11
Select the appropriate address by checking the radio button next to the address and click [image: image16.png]


 button.
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Step 12
Edit the address on this screen if required.
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 to save the address
Step 13
The address fields on this screen would not be editable. User need to make sure that correct address is added through ‘Find Address’ button.
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 to save girl’s details 
Step 14
Select [image: image22.jpg]| finish |



 to save the record
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Step 15
The following screen will appear.

Note: because this role is for a young member join the Brownie section the only ‘role type’ offered is ‘Brownie’ and the ‘Role Status’ is ‘Active’
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 to confirm the record

Step 16
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to save the record to your Unit

Step 17
Next add the Emergency Contact address by selecting the ‘Address Details’ link  
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Add the information from the Starting leaflet selecting the ‘address type’ Emergency Contact leaving the ‘Girl’s Parent/Carer Name’ field blank, the individuals name, telephone number and email address later (see steps 12 and 13)
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Note: Please follow steps 8 to 13 to add an address.
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 to save the details.

Step 18
To add the Emergency Contact telephone details select the ‘Telephone Details’ link
[image: image32.png]Girlguiding UK GO! Online Services - Windows Internet Explorer

&~ [E] reoslsoorineserveesest gk ulalfportalfoyouts st~ 10000206 38has=fes eavsd ot saesanmaocarinz] |4 | X [coooe [2]]

Fle Edt View Favortes Took Hep

Cooge[6-  [Fl=foB

| % Sookmerks~ [ShSblocked | 4 Check + § Autolink + | utorl [abSendto £

% & @ Griudng UK GO! Onine Services | | B8
T

Role Management @

Update Details
Role Management
Level Management
Download Files

Please add as much information as possible about this individual to keep the record up to date.

) Personal Details

) Adaress Details

) Email Details

) Telephone Details

) Individual Membership Details
) Role Details

) Emergency Contact Name

) Level Details

%) Adaitional Personal Details

2 Adult Volunteers and Young Members Aged 16+
) skills and Interests

) Information for Trainers

Contact Us
Logout

Personal Details )
Please keep the personal details up to date.

fvartn |
pane =
T [ 3@ memet [
0 start| [ marosotExcel | (3 Howdo1Go ir... | 7] Mirosoft Of...-|[ 72 Girlguiding UK 0] nbox -Miarosor .. Rl [ G U 57





Select [image: image33.png]' UK GO! Online Services - Windows Internet Explorer =18x]

B0 [B o booinmeneses skors hiosporaarsat eohpentCas=oooamssaod

ceg3sa0ddbade7oesdoss x| 49| X | [

Fle Edt View Favorites Tools Help
oogle [Gl» ]G0 f @ B+ | €3 Sookmarks~ b sbiocked | 4 Check v Autoink v -] uiofil [apSendtov (O settngs~
P & @ oriqudng UK 6O! Onine servces | | £ - B - ® - ) Poge - >

Please Update emall detalls paricuTarly Tor Tiose members returming afer a break form Guiding =
For a new email use @4d) To correct an existing email use

Email Type Email Address
add

Ledit ] m Parent/Carer parent@guides.com

Telephone Details &

Please update telephone details, particularly o those members returning afer a break from guiding. Please ensure thatthe correct
number s used as the main number for this individual record

For a new telephone number use @88) To correct an existing telephone number use G
Telephone Type Number

add
aD m Home 01234 789010
Ledit)

Mobile 097778 0009

Individual Membership Details 2

Please remember that Leaders and Commissioners must have a membership status Member - Active'and a group status.
‘Individual - Female 18-65.

Registration No.

{edit ) Membership Status Member - Active

{edit ) Group Status Individual - Young Female 4-13

aD Baib Brownie =

Bore

) start] 5] mcosoftexcel

[ [/ memet [®w0% ~

[
| (22 tow do1Got streamiine .. | [#]3 Mcrosoft Offce ord_+|[72 Giriguiding UK Goronl.. 2 3| Ane v 2o




 

[image: image34.png]' UK GO! Online Services - Windows Internet Explorer =18x]

B~ [ rtoiimoninesrscetostaiorskifortaaradtisspié~100002055shsh=fes3eapad cersseccoasoczsscinlz] |4 | [

Fle Edt View Favories Toos Help

oogle[G~ oo b @ B+ | € socmatar [ sbiocked | Y check + 3 Autolink v -] uicril [ Sendtow O settngs~

& & @ crigudng UK GO! Online Services -8 -

Email Type Email Address

add

£

Parent/Carer parent@guides com

Telephone Details &

Please update telephone details, particularly o those members returning afer a break from guiding. Please ensure thatthe correct
number s used as the main number for this individual record

For a new telephone number use @88) To correct an existing telephone number use G

Telephone Type Number
add
m Parent/Carer's Phone 123456
aD Home 01999 78901
aD Home 01234 789010
Ledit) Emergency Contact Phone 097778 0009

Individual Membership Details 2

Please remember that Leaders and Commissioners must have a membership status Member - Active'and a group status.
‘Individual - Female 18-65.

Registration No.
{edit ) Membership Status Member - Active
an Group Status Individual - Young Femzle 413 =l
[ [ F\hmm. [®100% -
@ start] [] varosoftexcel | 3 How do 1ol Str.. | [#]4 Mcresoft Off... +|[ @ Girlguiding UK ... 0] inbox -Microsoft PAEIEk: LU e





 Add the information from the Starting leaflet selecting the ‘Telephone Type’ as ‘Emergency Contact Phone’ or ‘Emergency Contact Mobile’ as appropriate.
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 to save the details.

Step 19
From the list select ‘Emergency Contact Name’
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Add the details provided
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 to save the details.

Step 20 
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Add the remaining data from the Starting Leaflet in the appropriate fields selecting [image: image40.png]update



 to save the details.

This information is not mandatory but does help to ensure the young member gets the best guiding experience possible and one that meets all her needs.
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Step 21 
Go! will automatically insert the start date as the date the record was created.  To amend this date to an earlier date go to role details.
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Change the ‘valid from’ date to the date the young person actually joined the Unit which must be earlier than the date the record was created.
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Step 22
Keep the hard copy of the Starting Leaflet securely and use as a point of reference at Unit meetings.
If the leaflet is given to a Key User to enter the information it must be returned to the Unit Leader once the information has been entered. 
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� Available free from Trading Services or to download from Download Files or from the website www.girlguiding.org.uk 


� 0808 168 1908 (Monday-Friday 9am-7pm with answer phone in use out of hours) or email gosupport@girlguiding.org.uk.
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