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.

The Whole Scouting Experience Rolled Into One Great Web Ap

82 SCOUTBOOK

b o SIGN UP LOGIN

.‘-'.Qo

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'.

eﬁ GET STARTED WITH A FREE TRIAL

Di4d you receive an invitation email? No

Ase you a Scoet or Adult? Youth Adult

Gender

@ | agree 50 the terms and conditions

SIGN UP
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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.

y SCOUTBOOK

Hi Bob,

Thanks for signing up on Scoutbook.com! This message is being sent to confirm your email
address as the last step to our signup process.

To finish the signup process just copy and paste the Verification Code you see below into the
Sign-Up Form on the website. The code is valid for the next 30 minutes.

i

%eriﬁcaﬁon Code:
5 SA15AA

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

£ E.:] Create a Free Scoutbook Account

VWi just sent a venficabon code

5« Palanty

«» SCOUTBOOK

o your email address. Please chiack your inbos and entés e oode that apgsars in the emai

Step 5: Congratulations! Your account has been created.

Account created

successfully!
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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.

The Whole Scouting Experience Rolled Into One Great Web A

# SCOUTBOOK

SIGN UP LOGIN

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.

"] User Login

user2@asynchrony.com H

Remember my email

Login
(=] Forgot password? (4 sign up
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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.

= < Scoutbook < Q
B My Dashboard _ ° >
o Blog >
U News >
R Videos >
‘= Forums >
© Directory >
[J References >
/° Help >

@ 2018 Boy Scouts of America - Privacy
SCOUTBOOK

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

= < (@ MyDashboard S

Administration

ﬂ My Account _ ° >

Step 5: Select ‘My Positions’ to add your current positions & Roles to your account.

= {( @ B wMyAccount

Email user2@asynchrony.com %
Password ks g
Edit Profile >
My Service Log >
My Camping Log IS
My Hiking Log >

My Positions — o >
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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.

= < m B mMyProfile My Scouting Positions

My Scouting Positions

If you are a leader in Cub Scouts or Boy Scouts use this page to enter all your volunteer positions. This will help
others to identify you better on Scoutbook and allows you access to position specific features

This section is also a great way to keep track of your experience in Scouting (tenure).

] == o Tenure:

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’

= < (@ B wMyProfile My Scouting Position

are coming soon
By entering a new p vou will automatically join the adult roster of the cooresponding unit. Unit Admin leaders will be able to view and edit your profile data and training

Enter the details of OnE i' WOur volunteer unit positions. If you have more than one position submit each one separately. District. council, regional and national positions
information for this position

Council

e Longs Peak Council ~
Unit Type -
o
Unit Number
Position o ° -
Date Started 2 o E‘I’_..'
Date Ended o ":é.

Optional Notes

| agree to join the unit leader roster

il have limited access to my profile. These administrators will not have access to my

Cancel
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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.

= ( @ E My Profile My Scouting Positions

My Scouting Positions

My Current Positions & Roles

Committee Chairman
Committee Training Coordinator U 8

Pack Admin f § &

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.

= < Scoutbook < Q
3 My Dashboard — ° >
 Blog >
U News b4
1 Videos b4
:= Forums >
© Directory »
[J References >
~ Help >

© 2018 Boy Scouts of Amearica  Privacy.

®» SCOUTBOOK
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Step 2: To setup your trail subscription, select the ‘My subscription’ link to begin.

= < [ B My Account

Emall user2@asynchrony.com
Password
Edit Profile

My Service Log
My Camping Log
My Hiking Log
My Positions

My Training &}b
My Awards

My Connections &,

[ 0 |
My Subscriptions SN o @

>

Step 3: Scroll down until you see the subscription for your program type. Select the ‘See Pricing/Start

Trial’ button to continue.

( @ B My Profile My Subscriptions

b Pricing based on size of pack. Pay for what you need and not a penny more.*

ba Track as many dens as you need. It's unlimited. This subscription covers the entire
pack

aa Your pack will get their very own private discussion board.
kg 'mport and Export to Internet Advancement
ba Create purchase orders and shopping lists

&a Parents, grandparents, and other leaders can all connect to your Scout’s records

ba Connected users can leave comments, upload and share photos and videos
b Ability to approve the requirements that parents and Scouts check off

ba Works on mobile and tablet devices like iPad, iPad Mini, iPhone, iPod, Android and
on desktop computers,

ba FREE 30 day fully functional trial. Try it and see if you like it

SCouts must come from a single pack Create one subscripbon Jor each pack Soki

§ :
See Pricing / Start Trial
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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.

= ( @ E My Profile Pack Subscriptions

Select Pack: Pack 4
Longs Peak Council
e- o (create FREE 30 day trial)

You are setup as a leader with the packs shown above. Visit your Positions page to add a new pack or

make changes to this list

# Scouts in 0‘ up to 55 - $55/year v

Pack:

If you need more contact us °

Cancel

Step 5: Once you have created your unit subscription the following message will be displayed.

ack nis own aavancement FKekE

rac
intl  Congratulations! We have added the Pack Plan to your account. g vy
~vig  You can see the details of your tnial subscription on this page

Nis ormaxejourmnarentres oneacn requirement
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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.

v
Email user2@asynchrony.com ¥
Password e

Edit Profile

My Service Log

My Camping Log

My Hiking Log

My Positions

My Training G:-”
My Awards

My Connections %,

>
>
>
>
>
>
>
>
>
My Subscriptions ,_‘J_ o ( _D

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 | will use a Troop so | will select the ‘Manage Troop Subscriptions’ button.

i Shawn Test I

Troop

Scouts 2ofd
Expired Feb 25, 2014
Shawn, (hanks for irying oul our Troop Plan! We hope you have enjoyed the 30 day fres trial
Meed amy chianges to this subscnption or have guestions? Just coniact us

Manage Troop Subscriptions
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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.

{ @ B myProfile Troop Subscriptions

Longs Peak Council -
This roop has an expired subscripbon which ended on 2252014 Select this boop i renew it ancther year. This subscripbon cenenty has 2
approved Scouts ot of @ masamum of 40

Troop 88T

Longs Peak Council

O 13 w0cr hes o sotsing subecipton which snds on 125312010, Bebect e ¥oop bo exiend K snother year or ks 20d mors Soowls 1o you
°~ currani riplien, T I sbscripion cumantly has 38 approved Scouts sut ol 8 masximum of 100

Troop O
Longs Peak Council

You are setup as a keader with he roops shown abave sl your Positions page o add a new troop o make changes 1o Thes list

What would you like to do? _ o

O Renew another year

Add more Scouts

# Scouts in Treop: - ° up to 40 - $40/year v

Eromotion Code i}-o

Cancel

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.

What would you like to do?

Renew another year

O Add more Scouts

How many Scouts would you like to add?
The cost to add more Scouts to your existing subscription is $1/Scout.

5 Scouts - $5.00 +

Add Cancel
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Step 4a: You will receive a confirmation stating the scout(s) have been added to your subscription.

Nl

ey "o ; v Sco
MOV e have successfully updated your Pack Plan, 10 Scou

ake journal entries on each requirement

3.2.2 Payforoneyear

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.

What would you like to do?

© Pay for one year

Add more Scouts to trial

# Scouts in Troop: up to 40 - $40/year -

If you need more contact us

Promotion Code: L) ‘

Step 4b: You will receive a message stating you are being redirected to PayPal to complete the
transaction.

ol w BAE
| ga.scoutbook.com says: .
s
You are about to be redirected to PayPal. After your payment please DO
MNOT close the window as you will be returned to Scoutbook to finalize
your subscription.
i
g Prevent this page from creating additional dialogs.
ra 1ew
e

gs Peak Council
roop has an existing subscription which ends on 12/31/2016. Select this troop to extend
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Step 5b: Once in PayPal you will see the summary of your order and with the total cost.

Your order summary

Descripticns

Amount
1 ear Scoutbook.com Connected Troo... 340.00
Item price: $40.00
Cuantity: 1
ltem total F40.00

Total $40.00 U5D

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.

ﬁ Shawn Test

Troop
Scouts

Expires
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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.

= <{ (@ MyDashboard

O

ﬂl Have you seen our Getting Started FAQ?

Administration

My Account

~¢ Add/Track a Scout

Messages

Step 2: Select ‘Roster Import’ to import information from ScoutNet.

= ({ ([ B Prack7 Roster

Because you are a Pack Admin (? you see all leaders and all Scouts both approved s and
unapproved. To approve a Scout just edit his profile and confirm all his contact info is complete and
correct. Scouts, parents and other leaders of the pack only see roster users that are approved

NEEND TO INMDPNORT VOl 12 B2 CSTERD n
NEED 1 virFuUn YOUR RUS TER

o

Search our FAQ Forum for the ke

Y

bl testusert § ¥ FASm.are

a 0 SCOULS 8S3igni«

Pack Admin, Commitiee Member

%0 Add Scout
%0 Add Leader
e

| e

oster Import

e
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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.

E < GJ E Pack 7 Roster

Because you are a Pack Admin «'? you see all leaders and all Scouts both approved a and
unapproved. To approve a Scout just edit his profile and confirm all his contact info is complete and
correct. Scouts, parents and other leaders of the pack only see roster users that are approved

NEED TO IMPORT YOUR ROSTER?

Search our FAQ Forum for the keyword import

Leaders (1) Scouts (0)

Fl test user1 4

r':l' k Admin, Commitiee Mg

Scoutboo > 2o Add Scout
PackMaster >
Roster Import >
ScoutTrack >
| i

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.

Pack 7

ScoutNET Unit
7

Q007
Number:

ScoutNET Unit 123456789
D o

ScoutNET Unit
2]

Password

< ScoutNET Roster Import >
I

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

= ( @ E Pack 7 Roster

Pack 7 v

Because you are a Pack Admin /? you see all leaders and all Scouts both approved U and

unapproved. To approve a Scout just edit his profile and confirm all his contact info is complete and
correct. Scouts, parents and other leaders of the pack only see roster users that are approved.

Y E Y

=  test user1 y Luke Jones % &
d 1]
Pack Admin, Committee Member Tiger Den 1
I Bobcat
S, Add Leader Robbie Green % &
Woif Den 1
Tiger

Sam .Inhnsnn M G,
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