Scoutmaster Scoutbook Tutorial
Entering Advancement
1. Sign into Scoutbook and go to “My Dashboard”
2. Under Administration, you will see a black heading titled “My Units” and under that a list of units you have connections to.
3. Click on the Unit you wish to update.
a. From the unit page, you can update complete rank requirements, and additional awards, merit badge completions and individual requirements.
b. Select the requirement, or merit badge you worked on. Select the date, mark as approved, select the scouts that attended, and then the requirements completed.
c. Select Save
4. Most advancement should be reviewed and signed off by the advanced (1st class and higher) scouts before it gets to you.  Your roll should be minimal, just the final entry into scoutbook.  
Reporting
1. Sign into Scoutbook and go to “My Dashboard”
2. Below the Unit list click on “Reports”
3. Report Builder allows you to create custom reports for awards, progress, and scout advancement.
4. Needs Approval is where you can view what scouts and parents have recorded they’ve completed.  They don’t get fully recorded until you as a leader approve the work.  I encourage you to talk with the scout to see what they learned or remember before you mark them approved, but it is not required.
a. This is a great place to generate custom reports to prepare yourself for scoutmaster's conferences and the boards of review.  Familiarize yourself with the scout's record, and ensure that they walk into the Board of Review with everything marked as completed and approved.
5. Needs Purchasing allows you to generate the PO and ScoutNET file required to record and purchase advancement.
6. Needs Awarding lists all awards that have been approved, and is used when the awards are presented to the boys to mark which ones received their award.
Events
1. Sign into Scoutbook and go to “My Dashboard”
2. Select Events.
3. Select the black heading “Upcoming Events”
4. You should see, to the lower right of the calendar and “Add Event” button.  If you don’t, contact your Committee Chair to have that role added to your account.
5. Select Add Event, then select the calendar you want to add an event to.
a. Doing this auto fills some default information into the event type.  You can change this section, which changes the default invitees, so pay attention to who is invited to your events.
b. Please ensure you are inviting the parents to pack and den meetings, as this ensures they are informed to what the activities are, and any additional information for them.
6. The Plan for Excellence section helps record the Journey to Excellence award progress for the unit. Mark these off if they apply to your activity
7. Planned Advancement is where you can record what you plan on doing at the activity.  This lets parents, scouts, and other leaders know what is planned.
8. You can set an RSVP button, which encourages invitees to report whether they will be able to attend.
9. Permission slips will send an already filled out slip to each attendee for them to print and parents sign.  You can also print out slips by clicking the “Slips” button.
10. You can edit invitees by clicking the “Invitees” button.
11. Manage Reminders to actually send email reminders out to the invitees to notify them. Then Save the event.
Messaging
1. Sign into Scoutbook and go to “My Dashboard”
2. Select your unit.  If desired, select a specific Den.
3. Leaders and scouts are already preselected, but you can customize who you send the message to.
4. Email will work with all accounts (to have an account is to have an email), but texts will only go to those who have activated this in their profile. (A little cell phone symbol next to their name)


