
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. 

a.   
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 

a.  
3. Select items to add to order 

a.   
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. 

 

 

 

Do Not Mark the Advancements as 
Awarded until the items are physically 
handed to the Scout. Marking an item as 
awarded will cause those to no longer 
appear on Needs Purchasing and will 
restrict a purchase order. Scout Shops 
require the documentation for purchase.  

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. 

a.  
2. Selecting View more when looking inside the profile can allow you to sign off on advancements and put in 

dates for approval. 

a. 

 

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 

a.  
3. You can select as many scouts as possible that have earned this by selecting the date, marking approved 

and press Apply 

a.  

b.  
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:  

• https://filestore.scouting.org/filestore/pdf/Permissions%20Manager%20Helps.pdf  
• 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.  

You may see a view with a green icon. 
This is a recommendation from 
Scoutbook Plus that a functional position 
a person may have is without their 
abilities. Like an advancement chair who 
needs access to advancements.  

For more information on what the 
permissions do, hover over the (i) icon for 
more details. 

 

 

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