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About ScoutTrack.com

ScoutTrack.com is an internet-based service that makes it easy to manage your Cub Scout pack, Boy Scout
troop, Girl Scout troop or American Heritage Girls troop. It was designed specifically to use the power of
the Internet to replace the tracking charts and trail records in the back of the scout books as well as the
spreadsheets and paper records typically kept by den leaders.

*You don't have to periodically give your leader your scout book. ScoutTrack.com enables you to go online
and mark the activities that your scout has completed (or is planning to complete) and your leader
immediately sees everything that scouts have completed at home.

eDen/patrol leaders and scoutmasters can mark which activities will be done (or are done already) in
meetings and you see those immediately.

*You can easily send email messages to your den/patrol or leader without having to know all their email
addresses — ScoutTrack.com knows them for you!

eScouts, pack leaders, scoutmasters, achievement/award coordinators and den/patrol leaders have
additional capabilities customized for their role in the pack/troop.

*Boy Scouts can even login and plan/mark done activities (certain Boy Scout activities like scoutmaster
conferences and board of reviews can only be marked complete by the scoutmaster or adult patrol leader).

eSecurity and privacy is maintained with your own userid and password.

eParents can see all the activities for all their Cub Scouts and Boy Scouts in ScoutTrack.com — even boys
that are members of different packs/troops (provided those packs/troops are using ScoutTrack.com).

ScoutTrack Roles

The roles for a Cub Scout pack are:

*Pack Leader (i.e. the Cubmaster, committee chairperson, etc): Pack leaders can create dens, add scouts
and their parents to those dens and setup which users are achievement coordinators and den leaders. Pack
leaders can also send email to everyone in the pack.

eAdvancements Coordinator: Advancements coordinators can run the "badges earned" report to get a
consolidated view of which scouts earned which badges. They can then mark particular badges as ordered
and/or distributed.

eDen Leaders: Den leaders can change their den (add scouts & parents to their den only). They can enter
activities for their den. They can also enter home activities on behalf of the parents (in case there are some
parents who don't have internet access).

eParents: Parents can mark activities completed at home only. They can see the den plans but can't modify
them.

Note that a person can (and typically does) have multiple roles in the pack or troop. For instance, den
leaders are probably also parents. So in that case ScoutTrack.com will present both the den leader functions

as well as the parent functions.
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Since each user has their own ID/password, ScoutTrack.com can uniquely identify them and determine
their role within the pack or troop. There are extensive checks throughout ScoutTrack.com to prevent
unauthorized people from accessing and changing things they shouldn't change.

ScoutTrack.com is independent of the BSA, GSA and AHG. ScoutTrack is updated as those organizations
change their programs. The ScoutTrack mission is to make it easier for the volunteers and parents to
provide and experience the scouting program.

ScoutTrack makes communication easy. Share events via the calendar. Post important documents on the
bulletin board. Set up automatic email reminders. Look up other users. ScoutTrack makes it easy to keep
your pack or troop informed.

ScoutTrack is for everyone in your Pack or Troop. Other packages are for leaders only. Parents and scouts
must manage activities on their own, and advancements coordinators must follow up with den leaders to
gather badge updates. ScoutTrack provides special capabilities for leaders, as well as parents. ScoutTrack
gets parents involved. Parents are empowered to get more involved when they can easily see and
understand their scouts' progress. Parents can see what is planned in den meetings, so they avoid
duplicating activities at home, and can update their scout's progress as activities are completed.
ScoutTrack makes leader transition easy. Volunteers often change roles in the pack or troop. ScoutTrack
makes it easy to change the roles for each user as their jobs change.

ScoutTrack saves everyone time. Say good-bye to collecting paper lists and generating advancement
reports manually — ScoutTrack makes activity and badge tracking easy for parents, advancement
coordinators and leaders alike.!

Email Invitation from ScoutTrack.com
For New Den Leaders, you will receive an email invitation with instructions to access ScoutTrack.com with
your UserID and Temporary Password.

Returning Parents and/or Den Leaders will use the same UserID and Password from the previous year. If
you have forgotten your UserlD or Password, follow the Forgot Your Password? steps.

Your invitation to ScoutTrack.com

Mr Dave M. Woodard via ScoutTrack.com (U912952) <invitations@scouttrack.com:

You ¥
Mrs Den Leader,
Mr Dave b, Woodard has invited you to use ScoutTrack.com for Pack Concordia Cub Scout Organization.
To get started:
1. Connect to intemet via your Intemet Service Provider
2. If your e-mail program supports HTML, you can click on this link:

https/fwww.scouttrack.com/ScoutTrack/signup.htmifuserid=Denleaderl7 &inassword=yymv43:25567

3. Otherwise, go fo hitps./www.scouttrack.com/ScoutTrack and log in using:

Userid: Denleaderl?
Password: yymv4%567

If you would like to change your userid or password, click on your name in the upper right corner after logging into ScoutTrack.com.

A
i,

You can also access ScoutTrack.com directhy from hify
If you have any problems or guestions, please send e-mail to “support@scouttrack.com™

Thank you,
ScoutTrack.com

1 Tom Hjellming, ScoutTrack Features, https://www.scouttrack.com/features.html (accessed 2-Sep-2017)
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ScoutTrack.com Welcome Screen

From the web browser, enter https://www.scouttrack.com/ . Click on User Login in the upper right corner.

(=@ = |
;(- BB https:/ v scoutirack.com' 2 - @ & || B Welcghe to ScoutTrack —.. | T i3

9% &) New Tab 3 ~ B - = & v Pagev Safety~ Togls LM

Features Testimonmials FAQ Contact

and Americ:
charts and trail re
spreadsheets,
Management p

Try It Pree for 50 Days!
CLICK HERE TO BEGIN IER]

‘Why choose ScoutTrack?

ScoutTrack makes ScoutTrack gets parents ScoutTrack saves everyone
communication easy involved

Unlike spreadsheets or other standalone PC programs, ScoutTrack users can log in and share information
from anywhere in the world — including the comfort of your home or the convenience of your office.
Leaders and parents can be online at the same time viewing and updating records.

Bookmark the webpage, https://www.scouttrack.com/ScoutTrack/Login. Type in your USER ID and
PASSWORD, provided in the ScoutTrack Invitation email. Click Log in.

=
m B3 https:// o scouttrackcom/s © = @ € |[ B scoutTrack.com h X

708 Edit View Favorites Tools Help

S e -

5 &) NewTab

| deb v Pagev Safetyv Toolsv @~ B M

“¢ ScoutTrack.com

&

User

for this

Need your User ID or Password? Click here

The Main Screen for Den Leaders has three tabs:
Tab 1: Calendar, displaying all Pack and Den meetings

Tab 2: Den, which you are Assigned Den Leader (in this example: Loudest Roaring Tiger), and

Tab 3: Scout, which is you son(s) name (in this example: Tiger Scout)



https://www.scouttrack.com/
https://www.scouttrack.com/ScoutTrack/Login
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File Edit View Favorites Tools Help

¥ £ New Tab
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Sl Hilidop M-t v

@ Help

Update your ScoutTrack Profile

Keep your profile up to date. All the basic information can be edited and you can mark your information
Private, which controls whether your address and phone numbers are visible only to Pack Leaders or to all
adult members. It is not recommended to mark your information Private; however, each adult member
can decide.

Click on Name (in this example: Mrs Den Leader) in the Upper Right corner. The My Profile input box will
pop-up. Confirm that all profile information is correct. At a minimum, include: Title, Gender, First and Last
Name, Birthday, BSA ID (from my.scouting.org), Home Address, Cell Phone, and Email Address.

File Edit View Favorites Tools Help

5 ] New Tab T oh - v 2 d® v Pagev Safety~ Tools~ @~

MyProsie
s., Title: s Gender: Oneste ® Fammaie

Suttix

' Ok | Cancel

Change Your Password
First time users, logging in with the ScoutTrack Invitation Email temporary password, should first change
the password. Click on Name (in this example: Mrs Den Leader) in the Upper Right corner. The My Profile
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input box will pop-up. At the bottom, enter a New Password, and enter the password again to Confirm
Password.

NOTE: Password cannot contain UserID. Password must contain at least 1 non-alphanumeric
character: #5%!@*()

For future reference, write down your new password. If you forget your UserID or Password, follow the
Forgot Your Password? steps. Click Ok.

File Edit View Favorites Tools Help

s &) NewTab CE - v [ d® v Pagew Safetyv Tools

ScoutTrack.com

Lougsn Rzaring Tizer
MyProsie
Sun Titles [Mre. Gender: Odale ® Female Sat

First rame: Den Mg initisl:

Mickname: Lastrame: [Lesder Suttix

Birthdey: 0L = Bsa s [24ss729

3 %
o st M

" Ok | Cancal

@ Heip

Forgot Your Password?

If you forget your UserlD or Password, send a message to one of the ScoutTrack.com Pack Leaders to Reset
your password. You will receive the following email with your UserID and Temporary Password. The next
time you login to ScoutTrack, follow the Change Your Password steps.

Your new ScoutTrack.com password

o Mr Parent 2. Scout via ScoutTrack.com (US971354) <invitations@scouttrack.com>
~ B W 9Reply v

Mr Parent 2. Scout,
Your ScoutTrack.com password has been reset to:

Userid: ParentScout37
Password: wgynl1$103

If your e-mail pregram supparts HTML, you can click on this link:
https./www.scouttrack.com/ScoutTrack/signup.htmi?userid=ParentScout37&ipassword =wgynl%24103

If you would like to change your userid or password, click on your name in the upper right corner after logging into
ScoutTrack.com.

Thank you,
ScoutTrack.com

Another option to retrieving your User ID and Password, is to click the Need your UserID or Password? link

on the bottom of the User Login screen.
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"“‘ ScoutTrack.com

S —

Password:

Oremember for this
computer

Login

&

Enter the email address, as registered with ScoutTrack. Click. Ok. Once your email address is verified, your
password will be reinitialized and an email message will be sent to you with your UserID and new Password,
similar to Figure 7. The next time you login to ScoutTrack, follow the Change Your Password steps.

Privacy policy - Terms

Training Record

The BSA requires proof of Youth Protection Training (YPT) through December of the following year for all

Adult Leaders, even those who were previously registered with Pack 88.

Notify the Pack Training Coordinator, that you have completed mandatory Youth Protection Training online
by sending the certificate of completion with Name, BSA ID, and Completion Date. The Pack Training

Coordinator will update ScoutTrack records.

Only Pack Leaders can update training records for adult leaders.

/ Change Training

Training: [THE & Scouting (Feplaces New Leager Essental] Aculte: 13 Jack lmonen Lar_W
I Tiger Adult Onentation | I Gawin Jin - &
jg_ar Cub Leazs(TraHing-_o\d.- IMr YeonSoo Kang
Trainer's EDGE IMe Jiwhan Kim
Trek Safesy I Yooin Kim
| Troop: Committee Mr Jol Klammer
roop Commitise Challengs I Winner Ko Ldr_B1
Unit Commissioner IMs Lili Kong
Unit Commissioner Fast Szt M= Michellz Krzmarzick
Varsity Leader Fast Start IMe Ryan Krzmarzick
¥E1[L ring Leader [Mr Alan Kwok:
s [T —
Westher Hazards LaJng
Webslos Leader Training IMe VWiliam “Kia Ming” Leung Ldr_B2
| Webelos to Scout Transition Training INts Ann Li
Wildemess First Aid |fessica Li
Nood Badge [Ms Jing “VWendy" Li
- IMs Jessica Lin
| Youth Protection (In-Person) (not onling training) | IMr Edidie Liu |
[Youth Pratection Training - Venturing Version = Gin Ly

Date: | 09/012017 = Valid until: |09/01/201% |

" Ok [ Canoel

View Training History

To view your training history, click on your Name (in this example: Mrs Den Leader) in the Upper Right
corner. The My Profile input box will pop-up. You can view your Training History at the bottom of the My

Profile page.




¢ G
. CuB ScouTs PACK 88 PUDONG, SHANGHAI S
."; 35 SCOUTTRACK.COM USER GUIDE FOR DEN LEADERS “.,..

9% £ NewTab

ScoutTrack.com

Loudest Roaring Tiger

MyProile
Title: [Mre Gender: Oale ® Famals
Firstrame: Den Mg snitiak
Mickname: Lastname: Lezder Suftix

Birthdey: [0U0V152 ] Bsasd [zsszes

sttseon/phine 30| o ane siasl
[Fr—"——

sute (A8 zip

557290 Wosk phone:

Cell Carvier: 1 Nene

Emploper:

Work email:

7 Ok Cancel

Figure 11 Training History

Calendar

Use the calendar to view the pack events, which are posted by leaders. View private den/patrol/unit-
specific events as they are added by leaders and set up automatic email event reminders to pack or den
members.

Navigate month-to-month through the Pack Calendar using the single arrow buttons. Click on an event to
see the event details.

¥ Ok 2p Pacionide Sen Mestings
<caop e comminis vise

pessnsstviy e

Figure 12 Pack Calendar
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Add a Den Event

Click on a calendar date, and the Add Event input box will open. Unselect ‘All Day Event’, and enter the
Start/Finish times for the Event.

T o Bace Ackity UM e

Ben Astiviny rmaniy v 2

seFuntssver i

Additional info:

@ Heip

Select the type of Event (Activity, Field Trip, Fundraiser, Meeting, etc.) from the drop down menu. Enter a
Description, Location and Additional Information. Make sure to select Track Attendance for your Den
Meeting or Activity. Select the e-mail reminder: # weeks and again # days before the event. Select who
the email will be sent To: Den Leaders, Parents, Scouts. Click Ok.

Starting: |11/25/2017 /| 10:00 am | Asia/Shanghai [ a1 day evezt

Ending: [1125/2017 | 12:00p=

Event: Pack Concordia Cub Seout Organization Loudent Rosring Tiger || TR

Den Activity
DenFisld Trip

Bescription: [Knock you

Locatior: Pugi Arrow Club

Additional info Den Fazena Mesting
Den Sarvics Froject

Options: (] collact famn: 8[0 = e hourd

Send e-mail reminder: 2 we el before, and then again 2 dayubefore, andal

Toi [ pack Leaders

Advancementn ccondinators

HlParents
Hlzeoun

Fram: | Mre Den Leacer

W k| [Cancel

Den Tab

Select the Den Tab (in this example: Loudest Roaring Tiger). On the left hand side is the Menu of ltems to
choose from. The main portion of the screen, is the viewing window. The default menu item is

Announcements, which will show important Announcements, Upcoming Events and Upcoming Scout
Birthdays.
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1 [=lE] = ]

a )| & https:/ v scouttrack.com s O ~ @ © || Bl ScoutTrack.com | ‘ o T

»

¥ £ New Tab i v~ B v = @ v Pagev Sefety~v Toolsv @~ [ O}

ScoutTrack.com

/3012017 Seoal Halicay. Mid-Aurs

There ze 50 upsorming Sirthdays in the next manth.

@ Help

Bulletin Board

Leaders can post documents and links for the entire pack, or a specific den. Other users can access the
documents and links, but cannot modify content.

From the menu items, select Bulletin Board. The Bulletin Board will contain uploaded documents, viewable
for your Den and the Pack. Files can be uploaded to ScoutTrack using the Add file/link button; however,
ScoutTrack allows only 20Mb of data storage for the Pack.

’ [P =

w K8 https://www.scouttrack.com/s O ~ @ € || B scoutTrack.com

IO Edit View Favorites Tools Help

¥ &) NewTab T B B v @ v Pagew Sefetyw Tookw @+ M@

ScoutTrack.com

® Heip

Cub Scout Den

From the menu items, select the Den (in this example, Loudest Roaring Tiger). The viewing window shows
the Name of the Den, the Rank of the Den (e.g. Tiger, Wolf, Bear, Webelo, AOL), and Den Leaders. The
Membership Pack Leaders will add new active scouts or make scouts inactive. Although you can, do not

delete scouts, instead notify the Membership Pack Leaders that a scout is no longer active in the den. In
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addition, as a Den Leader, you can Remove the Den; however, only Pack Leaders should create or remove
Dens within ScoutTrack.

’ e =

w K8 https:/fwww.scouttrack.com/s O ~ @ & | B scoutTrack.com

|08 Edit View Favorites Tools Help

9k &) NewTab

® tetp

Scouts
As Den Leader, you can view all the scouts in the Den. Although Den Leaders can add new scouts, contact
the Membership Pack Leaders to add new scouts to the Den.

From the menu items, select Scouts to view all Active Scouts in your Den. With the View Column Group
drop down menu, you can view scout information in General, School, Dates, Medical, Emergency,
Insurance, Doctor/Dentist, or Registration. To view or update one scout’s personal profile, click the pencil
icon to the left of the scout’s name and the Edit Scout input box will pop-up.

[=[E] = ]

]
& )| hizps: /nivscovtraccom © + & & || B scoutTrack.com [ oz

s &) NewTab T fiv B v @ v Page~ Sefetyr Took~ @~ O

ScoutTrack.com

® Help
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Adults

Den Leaders can view, add and update Adult profiles in ScoutTrack.

Select the Adult menu item to view all parents in the Den. With the View Column Group, you can view
adult information in General, Address/Phone, Roles and Misc. To view or update an Adult profile, click on
the pencil icon to the left of the Adult’s name and the Edit Account input box will pop-up.

Den leaders can add parents, using the Add Adult icon and the Add Account for New User input box will
pop-up. At a minimum, include: Title, Gender, First and Last Name, Birthday, Home Address, Cell Phone,
Email Address, and at the bottom of the screen, select the parents’ child(ren).

As Den Leader, you can also reset passwords for Parents; however, the parent should follow the Forgot
Your Password? steps to reset their password.

' ol e
m I nttps://wnw.scouttrack.com/s © « @ & | B scoutTrackcom ok 1

File Edit View Favortes Tools Help
i £]NewTab Yt v B) v & v Pagev Safety~ Tools~ @+ [ OR

ScoutTrack.com

Calezdz | LoudessBosringTiger | TigesSeou

Advancements

ScoutTrack guides you through award & badge completion. Other pack/troop management packages just
give you a screen to enter the date a certain badge was earned. ScoutTrack tracks and summarizes
activities, and knows when all requirements have been met — automatically awarding the badge to the
scout.

Bobcat Trail

Click on Bobcat Trail menu item. This shows all seven requirements ALL scouts must complete to earn their
Bobcat Badge. Hover your curser over each requirement and a popup box with the description for the
requirement will display. Every scout must get their Bobcat before they can receive any other rank badge.
As the scout is done with a requirement, simply click on the paw print, and enter the date of completion.
When you go back to the advancement trail screen, you will see a paw on that number indicating it is done.

Once all seven of these are completed, you will see a check mark next to Bobcat Badge.
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File Edit View Favorites Tools Help
9% ) NewTab

»

Use the Quick Entry feature to enter multiple scout advancements at one time. This feature is useful for
entering completed requirements of several scouts during a den meeting or activity.

File Edit View Favorites Tools Help
35 &) NewTab T &~ + [ @ v Pagew Safetyv Toolsv @+ [ IR,

Enter the completion date for the first achievement, then click the next entry box to copy the date just
entered. It makes for fast and easy entry of the same date in multiple places. Click Ok when all
requirements are updated.
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Fil. Edit View Favorites Tools Help
s B NewTab Tk v [ dh v Pagew Safetyv Toolsw @~ M O

Tiger Scout TgenScaut Tiges Scout
sz i

[ereron | fmerzon

The advancement trail screen will show a paw print on that number indicating it is done. Once all seven of
these are completed, you will see a check mark next to Bobcat Badge.

- @ © | B scoutTrack.com

File Edit View Favorites Tools Help
s B NewTab oo~ v [ @ v Pagew Safetyr Took~ @+ [ O

Trail and Adventures

Scout Track shows which parts of the section are required and how many other options must be complete
for the section, just like your scout’s handbook. For example, the My Tiger Jungle requires numbers 1, and
at least two others. So, requirement 1 has to be complete, then the scout can choose any 2 from the
remainder of that section.

@ Help

Advancement updates can be entered one at a time for each scout or multiple scouts using the Quick Entry.




CuB ScouTs PACK 88 PUDONG, SHANGHAI Q\‘Ef/
SCOUTTRACK.COM USER GUIDE FOR DEN LEADERS Y

When the scout is done with a number, simply click on the paw print for that number. Enter the date
completed. Click Ok.

Mark: Activity for Loudest Roaring Tiger
My Tiger fungle (was Backyasd Jungle)
1. With your parent/guardian or other aaring agult, go on a walk outnide, and pick out twa saunds
of "nature” around you. Discues with your pastnez oz den
Scout Date Recorded by

Tioer Boput | 371

-

When you go back to the advancement trail screen, you will see a paw print on that number indicating it is
done.

Fie Edit View Favorites Tools Help
3 £ NewTab T v B - @ v Pagew Safetyw Tools~ @~ [ 0

Pack 88 conducts four advancement ceremonies throughout the season: Fall Campout, Christmas Banquet,
Spring Campout, and Blue & Gold Banquet. The deadline for reporting new achievements and badges is
two weeks prior to the Pack Advancement Ceremony. The deadlines are firm, as all awards must be
ordered and shipped from South Korea, Japan or the United States. The advancement coordinator will run
the advancement report and order achievements based on the report. Any achievements entered into
ScoutTrack after that will not be awarded until the next advancement ceremony.

Other Badges

In addition to the Bobcat and Den Advancement Trail, scouts can work on additional Merit Badges, such
as, Emergency Preparedness, Outdoor Activity, World Conservation, Cyber Chip, Outdoor Ethics
Awareness, Outdoor Ethics Action, or Shooting Sports. For a complete and up-to-date list of all Merit

Badges, visit http://www.scouting.org/Home/BoyScouts/AdvancementandAwards/MeritBadges.aspx.
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Special Badges

Special Badges allows you to see what the scout has done in the past, what badges he has earned. It keeps

a running list of each scout’s accomplishments.
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Other Tracking

ScoutTrack can be used to track a scouts career in scouting, as well as, Training for Den Leaders, Attendance
& Fees, and Service Year Pins. As Den Leader, you can track attendance and fees for all Pack and Den

Meetings, which have been entered into the Pack Calendar.
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Attendance

Use this section to track Den attendance, but it is a Den Leader decision. All of the Pack Meetings and Pack-
wide Den Meetings are entered into the Pack Calendar, so you can track attendance for each event. Den
Leaders can add Den Meetings or Activities to the Calendar, using the Add a Den Event steps and then
track attendance.

From the By Event drop down menu, select the Pack or Den Meeting. For each attending scout, click under
the Attended column and Yes will appear. Click the Save button in the Upper Right corner.
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Messages

You can send out emails to the Den, Den Leaders, or the Pack Leaders.

Send a Message

If you need to email den leaders or parents in your den, then click the drop down menu, expand the Den,
everyone in your den shows up. Notice there are check boxes next to everyone’s name. Select the ones
you want to email and leave the rest unchecked. Note that (no email), appears next to a name in the event
there is no email address associated with the Adult Account.

Click the CC: yourself to send a copy of the email to yourself; however, this is not required as Scout Track
does retain sent emails for later viewing. Enter a Subject and fill in the message. Send an attachment, at
the bottom is a Browse button you use to search for that document. Click the Add Another button and
search for the attachment, if you have more than one document to attach. Click Send Message. You will
receive a notice that your email was sent and will list any attachments.

ScoutTrack is also setup with a Text Messaging feature; however, Pack 88 uses WeChat to text message

the Dens, Den Leaders, and Pack Leaders. Do not enter information into the Text Message box.
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Reports

Advancement Coordinators can view list of badges earned for entire pack/troop, award special badges,
mark badges ordered or distributed to manage purchasing processing, promote cub scouts to next
rank/level, and synchronize data directly with the BSA's Internet Advancements system and get an official

BSA Advancement report.

Badges Earned

The Den Leader can filter earned advancements by scout. From the Include Badges drop down menu,
select Earned, expand the date search To/From window, and uncheck Not Ordered, Not Distributed, and
Ordered but not Distributed to see all Earned Badges. Click Search.
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The Pack Advancement Coordinator will note when badges are ordered for each scout, and when they have
been distributed for each scout.

Pack Directory

The Pack Directory and Roster is private and confidential information only to be used for Pack business.
No other use is allowed without explicit permission from the Pack committee. You can look at the Pack
Directory to find contact information, such as address, phone number, and email. The directory will list
the Adults’ child(ren), as well as, the Adult Roles in the Pack.

Den Roster
The Den Roster is the same as the Pack Directory, but has been filtered to show just your Den (in this
example: Loudest Roaring Tiger). The left side lists the Den Leaders and right side lists the Scouts.

~ @ O | B scoutTrack.com

File Edit View Favortes Tools Help
s [ ] New Tab 7 B v B v A v Pagev Safety~ Took+ (@




CuB ScouTs PACK 88 PUDONG, SHANGHAI Q\‘Ef/
SCOUTTRACK.COM USER GUIDE FOR DEN LEADERS Y

Export Data

When a scout is leaving the Pack, the Cubmaster or Membership Chair exports that scout’s information so
if he joins another Pack, then he does not lose his accomplishments. Using this does not delete the Scout
from Scout Track. Select All Scouts, Check All Data to Export, include To/From Attendance Dates, and
Change the FileName, if desire. Click Export Data.

You will be prompted to Open or Save the Export Data. From the Save drop down, select Save As and select
a location on your PCs hard drive.

Do you want to open or save Export.ds from scouttrack.com?

<
Open an(e\

Microsoft Excel will open the file, with a worksheet tab for each of the Data Exports.
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Scout Tab

The Scout Tab(s) is similar to the Den Tab, but is specific to your scout. You will have one scout tab for each
one of your children in the Pack. The default menu item is Announcements, which will show important

Announcements, Upcoming Events and Upcoming Scout Birthdays.

Bulletin Board

Leaders can post documents and links for the entire pack, or a specific den. Other users can access the
documents and links, but cannot modify content.

From the menu items, select Bulletin Board. The Bulletin Board will contain uploaded documents, viewable
for your sons Den and the Pack.
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Cub Scout

From the menu items, select the Scout (in this example, Tiger Scout). Review your scout’s profile, verify
Birthday, School and Grade Level. Update the Emergency Contacts and Health Information. Click Save
Changes at the bottom of the screen.
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Advancements
ScoutTrack guides you through award & badge completion. ScoutTrack tracks and summarizes activities,
and knows when all requirements have been met — automatically awarding the badge to the scout.

Bobcat Trail

Click on Bobcat Trail menu item. This shows all seven requirements your scout must complete to earn their
Bobcat Badge. Hover your curser over each requirement and a popup box with the description for the
requirement will display. Every scout must get their Bobcat before they can receive any other rank badge.
As the scout is done with a requirement, simply click on the paw print, and enter the date of completion.
When you go back to the advancement trail screen, you will see a paw on that number indicating it is done.

Once all seven of these are completed, you will see a check mark next to Bobcat Badge.
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Trail and Adventures

Scout Track shows which parts of the section are required and how many other options must be complete
for the section, just like your scout’s handbook. For example, the My Tiger Jungle requires numbers 1, and
at least two others. So, requirement 1 has to be complete, then the scout can choose any 2 from the
remainder of that section.
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Advancement updates can be entered one at a time for your scout.

Other Badges

In addition to the Bobcat and Den Advancement Trail, scouts can work on additional Merit Badges, such
as, Emergency Preparedness, Outdoor Activity, World Conservation, Cyber Chip, Outdoor Ethics
Awareness, Outdoor Ethics Action, or Shooting Sports. For a complete and up-to-date list of all Merit
Badges, visit http://www.scouting.org/Home/BoyScouts/AdvancementandAwards/MeritBadges.aspx.



http://www.scouting.org/Home/BoyScouts/AdvancementandAwards/MeritBadges.aspx
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Send a Message

If you need to email den leaders or parents in your den, then click the drop down menu, expand the Den,
everyone in your den shows up. Notice there are check boxes next to everyone’s name. Select the ones
you want to email and leave the rest unchecked. Note that (no email), appears next to a name in the event
there is no email address associated with the Adult Account.

Click the CC: yourself to send a copy of the email to yourself; however, this is not required as Scout Track
does retain sent emails for later viewing. Enter a Subject and fill in the message. Send an attachment, at
the bottom is a Browse button you use to search for that document. Click the Add Another button and
search for the attachment, if you have more than one document to attach. Click Send Message. You will
receive a notice that your email was sent and will list any attachments.
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ScoutTrack is also setup with a Text Messaging feature; however, Pack 88 uses WeChat to text message
the Dens, Den Leaders, and Pack Leaders. Do not enter information into the Text Message box.

Reports

Advancement Coordinators can view list of badges earned for entire pack/troop, award special badges,
mark badges ordered or distributed to manage purchasing processing, promote cub scouts to next
rank/level, and synchronize data directly with the BSA's Internet Advancements system and get an official
BSA Advancement report.

Pack Directory

The Pack Directory and Roster is private and confidential information only to be used for Pack business.
No other use is allowed without explicit permission from the Pack committee. You can look at the Pack
Directory to find contact information, such as address, phone number, and email. The directory will list
the Adults’ child(ren), as well as, the Adult Roles in the Pack.

Den Roster
The Den Roster is the same as the Pack Directory, but has been filtered to show just your sons Den (in this
example: Loudest Roaring Tiger). The left side lists the Den Leaders and right side lists the Scouts.




