How To Get What Scout Shop Needs out of Scoutbook.com

These tasks listed can be achieved by Unit Admins or Advancement Chair with at Least Edit
Advancement Connections to all Scouts
PLEASE CHECK WITH YOUR LOCAL SCOUT SHOP OR COUNCIL TO SEE WHICH REPORT THEY
WOULD PREFER

First go to your Units page and click reports

« You will want to first make sure Send Message &

Needs Approval Report

what you need to buy is APPROVED Quick Entry =
Yy =
in Needs Approval Report ¢ __J Needs Purchasing Report
« Once thatis done you can go to Troop Reports |4 Needs Awarding Report

Needs Purchasing Report ‘
Export / Backup &
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This report shows everything that is
SEENINGE S0 NOL PRI OF ‘ : In Needs Purchasing Report

awarded

« Select the correct unit
« Then select the items to purchase
« Then Click either

Salact all the awards you want to
purchase thon press Croale Purchase
Ordar

After creating the purchass order all

awards will be piaced Into Purchased status. You will be able to > Create Purchase Order or
customize, sort, group and print the purchase order In the
format you want > Add to Open PO

Totat: 78 « Itasks if you are sure - click Yes

Select Unit: / Add to Open PO

It takes you to your purchase order screen

Troop 497 B Purchase Order #245080 Apr2, 2018
Status: Open

» ary sxu Nem Name Unit Price Price
) 418 ?'r.-:_:' -4._r_u, [r—_m- £1.858 $5.97
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to receive your Scouts’ earned awards.
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NOTE: DO NOT MARK THE ADVANCEMENTS AS AWARDED UNTIL YOU PHYSICALLY GIVE THEM TO
THE SCOUT (use the Needs Awarding Report at that time.) Marking them as Awarded will cause those
awards to not appear on the Needs Purchasing, Purchase Order, or Advancement Reports. The Advancement
Report is the report that is needed by the Scout shops when purchasing restricted advancement items (ranks,
merit badaes. etc.).




