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Setting Up a Unit in Scoutbook 

1 SETUP AN INDIVIDUAL ACCOUNT 
Step 1:  Navigate to www.scoutbook.com and select the ‘Sign Up’ button in the top right hand corner of 
the screen.  

 
 
Step 2: Upon clicking the ‘Sign Up’ button, you will be taken to the ‘Get Started With a Free Trial’ section 
of the screen to begin entering information that will be used to create your account.  

a) If you have received an invitation to join Scoutbook please indicate this by answering ‘Yes’ to 
‘Did you receive an invitation email?’.  If you have received an invitation then your account has 
already been created and there is no need to proceed. 

b) Complete the additional fields to proceed. 
c) Prior to completing sign up, review the terms and conditions by selecting the text “I agree to 

the terms and conditions”. Indicate you agree by selecting the check box. 
d) Click ‘Sign Up’. 

 

http://www.scoutbook.com/
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Step 3: Upon creation, you will receive a confirmation e-mail from info@scoutbook.com.  This e-mail will 
contain a verification code.  At times these e-mails may go into your spam or junk folders so please 
check all locations. 
 

 
 
Step 4:   Copy the Verification Code you received into the Verification field.  Then click ‘Submit’.   
 

 
 
Step 5:   Congratulations!  Your account has been created.   
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2 SETUP POSITIONS AND UNITS

Step 1: From the scoutbook homepage (www.scoutbook.com) login by selecting the ‘Login’ button in 
the top right hand corner of the screen.  If you do not have an account, select the ‘Sign Up’ button.   
 

 
 
Step 2:  Enter the email associated with your account and your password. If you have difficulties logging 
in, the “Remember my e-mail” and “Forgot password?” functions are available to help you out. 
 

 
 
 
 
 
 
 
 
 
 

http://www.scoutbook.com/
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Step 3:  Once you are logged in, click on My Dashboard.  This is the area you will work in most of the 
time tracking advancement, training, adding events, and managing your roster. 
 

 
 
Step 4:  To setup your unit for the first time, you need to define your current positions.  Select the ‘My 
Account’ to begin. 

 
 
Step 5:  Select ‘My Positions’ to add your current positions & Roles to your account. 
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Step 6: To setup your positions select the ‘Add’ button.  As a reminder, you must have at least one unit 
leader position in Scoutbook to add your unit. 
 

 
 
 
Step 7:   Enter the details of ONE of your volunteer unit positions. 

a) Select your Council. 
b) Select the appropriate Unit Type and enter the Unit Number 
c) Select one of your unit positions. 
d) Enter the Date Stated by setting a date using the calendar. 
e) Before clicking ‘Update’, make sure you have checked the ‘I agree to join the unit leader roster’ 

box. 
f) Click ‘Update’ 
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Step 8: You will see your Position(s) Displayed under my Current Positions and Roles.  To add additional 
positions/roles select the ‘Add’ button and repeat the steps above.   
 

 
 
 

3 CREATE UNIT SUBSCRIPTION 

3.1 TRIAL SUBSCRIPTION 
Step 1:  Once you are logged in and have created your unit position(s), click on My Dashboard.   
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Step 2:  To setup your trail subscription, select the ‘My subscription’ link to begin. 
 

 
 
 
Step 3:  Scroll down until you see the subscription for your program type.  Select the ‘See Pricing/Start 
Trial’ button to continue. 
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Step 4:  In order to complete your trail setup: 
a) Select your unit  
b) Enter the # of Scouts in that unit by selecting the appropriate option from the dropdown.  

Consider selecting a few more Scouts than currently registered to allow room to grow.  During 
the trial period there is no fee.   

c) Click the “Create” button to continue.  
 

 

 

Step 5:  Once you have created your unit subscription the following message will be displayed.  
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Step 6:  Once you have updated your subscription, navigate back to your Dashboard.  Your will see a 
subscription icon displayed next to the unit you have updated.  

 

 

     

3.2 MANAGE SUBSCRIPTION
 
Step 1:  To manage your subscription Scroll down until you find the unit plan you wish to update.  For 
this example I will use a Troop so I will select the ‘Manage Troop Subscriptions’ button.   
 

 
 
 
 
 
 
 
 
 
 



 

Setting Up a Unit in Scoutbook V1.docx  10 
 

Step 2:  Once you are within the subscription details: 
a) Select your unit  
b) Choose if you want to add more scouts or Pay for another year.   The system will default to 

‘Renew another year’ 
c) Select the number of scouts in your Unit 
d) If you have received a Promotion code from your Council you should enter it at this time. 
e) Then select ‘Renew’ to proceed with the change. 

 

 
 

3.2.1 Add more Scouts to Trial 

Step 3a:  Once you have selected to ‘Add more Scouts to Trial’ additional fields will be displayed 
allowing you to select the number of scouts you wish to add.  Select ‘Add’ to proceed with the change. 
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Step 4a:  You will receive a confirmation stating the scout(s) have been added to your subscription. 

 

 

 

3.2.2 Pay for one year 

Step 3b:  Once you have selected to ‘Pay for one year’ and select the number of scouts you wish to add.  
If you have received a promotional code from your council please enter prior to submitting your 
request.  Select ‘Renew’ to proceed with the change.  If you have entered a promotional code please 
skip to Review Unit Subscription section as your subscription has been paid. 

 

 

Step 4b:  You will receive a message stating you are being redirected to PayPal to complete the 
transaction.   
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Step 5b:  Once in PayPal you will see the summary of your order and with the total cost. 

 

 

3.2.3 Review Unit Subscription 

Step 6:  Once you have updated your subscription, navigate back to your Dashboard.  Your will see a 
subscription icon displayed next to the unit you have updated.  
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4 IMPORT ROSTER FROM SCOUTNET 
Step 1:  To finish the unit setup you have one more step.  From your profile page you will want to select 
‘Edit Pack’ to finalize the setup.   

 
 
 
Step 2: Select ‘Roster Import’ to import information from ScoutNet. 
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Step 3: Select the ScoutNet Option from the list.  This will import all of your scouts and advancements 
into your unit roster. 

 

Step 4: At the bottom of your unit page, you will see the ScoutNet information.  Enter your ScoutNet 
information.  If you do not have your ScoutNet information, please contact your Unit Chair, Unit Leader, 
or Council Service Center and they will be able to provide this for you.  Click the ‘ScoutNET Roster 
Import’ button to proceed.   

 



 

Setting Up a Unit in Scoutbook V1.docx  15 
 

Step 5:  Once the import is complete you will be taken back to the unit roster.  Where you can review 
the data imported. 

 

 

 


