How to Create a Purchase Order from Scoutbook Plus

Unit Leaders and Advancement Chairs with Edit Advancement permissions (Found on the Permissions Manager)
can accomplish the below tasks. Login to advancements.scouting.org

1. Head to the Unit Page and select Advancements from the two tabs that display. Then select To Purchase.
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You will need to check that the scout has been selected for APPROVED and recorded for the

advancements to show in Purchase
2. Select all or select individual checkboxes for the advancements you are purchasing
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3. Selectitems to add to order

Step 1

Check Items and add to a purchase order (your shopping list). A purchase order must be open in Step 2 to add items.
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4. Now a Purchase Order has been made. Click View Order and then select download purchase order
documents. Close Order once everything has been purchased.
Step 2

Take purchase order to local Scout Shop and obtain items. (Emailing your purchase order to your Scout Shop in advance may enable staff to pull your items ahead and can save you time. Just be sure to follow
up with a phone call to make sure they received your order.)
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https://advancements.scouting.org/

For updated information, visit:
https://help.scoutbook.scouting.org/knowledge-base/getting-a-unit-started-in-scoutbook/

https://help.scoutbook.scouting.org/knowledge-base/presentation-resources/

Recording Advancements for Troops, Crews, Packs, and Ships

For One Scout

1. Default page after logging in will show a roster tab and advancements tab. You can select a scout to view
and edit or type a name to find a particular individual faster.
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2. Selecting View more when looking inside the profile can allow you to sign off on advancements and putin

dates for approval.
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Participate in a crew activity outside of a crew meeting.
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Participate in an interview conducted by your crew president and your Advisor.
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Complete Personal Safety Awareness training.


https://help.scoutbook.scouting.org/knowledge-base/getting-a-unit-started-in-scoutbook/
https://help.scoutbook.scouting.org/knowledge-base/presentation-resources/

For Multiple Scouts

1. If you would like to fill in multiple scouts for the same advancements who happen to have earned on the
same date, select the Advancements tab instead of Roster in the beginning home page
2. From here, select the tab To Record and select the appropriate advancement
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3. You can select as many scouts as possible that have earned this by selecting the date, marking approved

and press Apply
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D Select All

Check out this resource page 1o get the most out of this adventure!
C] 1 Prepare for a one-mile walk by gathering the Cub Scout Six Essentials and weather appropriate clothing and shoes.
D 2 "Know Before You Go" Identify the location of your walk ona map and confirm your one-mile route.
C] 3 "Choose the Right Path" Learn about the path and surrounding area you will be walking on.
C] 4 "Trash your Trash" Make a plan for what you will do with your personal trash or trash you find along the trail.
5 "Leave What You Find" Take pictures along your walk or bring a sketch book to draw five things that you want to remember
on your walk.
D 6 "Be Careful with Fire" Determine the fire danger rating along your path.

C] 7 "Respect Wildlife" From a safe distance, identify as you look up, down, and around you, six signs of any mammals, birds,
insects, reptiles.

C] 8 "Be Kind to Other Visitors" Identify what you need to do as a den to be kind to others on the path.

D 9 With your den, pack, or family, go on your one-mile walk while practicing your Leave No Trace Principles for Kids.
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active version to enable viewing in unit quick entry and/or adjust dates for existing earned
advancement by navigating to the youth profile and selecting the advancement, individually.
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4. This can be done with any type of recorded advancement including Merit badges, Leadership and Awards



Editing Permissions for Adults and Youth

This section is initially accessible only by Key 3 members of the unit. Committee Chair, Chartered Organization
representative, or Cubmaster, Scoutmaster, Advisor, or Skipper.

Manual here:

e https://filestore.scouting.org/filestore/pdf/Permissions%20Manager%20Helps.pdf
e https://help.scoutbook.scouting.org/knowledge-base/scoutbook-plus-permissions/

Second link explains what permissions are given to existing functional roles and where to access.

1. Navigate to Permissions Manager on the left side of the Scoutbook Plus on Computer. Difficult on Mobile.

2. There will be a new view that showcases different tabs: Activity, Advancement, Advancement (Youth),
Calendar, Calendar (Youth), Finance, Adult Leadership, Membership, Messaging (Adult or Youth), & Unit

3. By Default, only the Key 3 has permissions on. All others cannot until Key 3 designates a permission.

4. Press Apply Changes after selecting all checkboxes desired.

Award - Permission to mark approved advancement "Awarded.”

YO um ay sSee a view wi t h a gre enicon. Approve - Permission to mark advancement and youth leadership “Approved” and to edit advancement completion dates at overall or
Advancemenl @ requirement level.

Edit - Permission to mark advancement “Complete” and 1o edit youth leadership and to edit advancement completion dates at overall or
requirement level.
Merit Badge Counselor Search — Permission to view merit badge counselor list and download a list
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Committee Member

Activity Approver/Creator/Remover/Editor
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Assistant Scoutmaster
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Calendar Editor

Calendar Editor by SubUnit



https://filestore.scouting.org/filestore/pdf/Permissions%20Manager%20Helps.pdf
https://help.scoutbook.scouting.org/knowledge-base/scoutbook-plus-permissions/
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