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Reference Material 

The best source for ScoutsTracker training is from the application itself. Look for the Help 

Section in ScoutsTracker. From here you can also self explore built in training tools through the 

recommended skills and skills tree to grow your abilities in ScoutsTracker. 

 

 

 

Official ScoutsTracker Help: 

The quick reference guides contained in this package are based on the ScoutsTracker Help file: 

quick_reference_guide [ScoutsTracker] 

 

Official Parent Guide: 

To assist parents with ScoutsTracker distribute the below PDF.  

https://scoutstracker.ca/common/docs/ScoutsTracker%20Parent%20Guide.pdf  

https://scoutstracker.ca/wiki/doku.php?id=quick_reference_guide
https://scoutstracker.ca/common/docs/ScoutsTracker%20Parent%20Guide.pdf
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User Quick Reference Guides: 

Logging In 

1. Go to the internet, go to www.scoutstracker.ca   you will get the screen below 

2. Click on the section you want to work in 

 

 

3. The below screen will open, if you have an account then you can log in here 

4. If you click on Stay signed in for up to two weeks then you won’t have to type in email & 

password each time you access ScoutsTracker within a 2-week timeframe, ScoutsTracker will 

bypass this page.  

 

5. If you are bypassing the log in screen, you will be taken to the main screen  

http://www.scoutstracker.ca/
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Creating an Event 

1. Click on Schedule on the left side, the below screen will open 

 

 

2. Put your curser on the day you want, you will see a + sign appear in the top right corner 

of that date, click on the + sign 

 

3. Click on whatever applies to the event you are creating.  

This event includes a Community Service, an Environmental Project, hike, and games. For 

Community Service see the right side of the line, click on it hours to choose the appropriate 

hours for the service,  
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4. After choosing all that applies, click on Next at the top right side 

 

 

5. Start typing in the information for your Event/meeting 

 

6. Name – give your event/meeting a name (usually reflective of what the event/meeting is 

about 

7. Location/Address – of where you are meeting 

8. (Optional) Site/Room - within the address 
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9. Start date – see it on the right, it should already be there, this self populates when you 

selected the date in the calendar 

10. Time of Day – You can leave this if it is an all-day event, if you choose to unclick it then a 

timeframe option will appear. Enter your time of meeting, start and end, be sure to choose am 

or pm 

                    

   

 

11. Click on Visibility the below options show up. If the event was a scouter only meeting then 

you would click on scouters and only scouters would be able to it. If it is an event for everyone 

leave as is. Note Personal will only add the event to the user’s account. Once you click on 

everyone it will take you back to the previous page, if it doesn’t then click on “Event” on the 

green toolbar. You can see “Everyone” on the Visibility line to the right. 
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12. Event Crest, this is more for an event, like a camp or beaveree, etc., if you had the crest in 

advance and wanted the youth to be able to see the crest, they would get by attending you 

could upload an image of it here 

 

13. Event Contacts – When you click on contacts you will see a list of the scouters. Click on the 

Scouters that will be contacts for this event, if anyone has questions. Next click on event at top 

left to go to the previous page 

 

 

14. Is a featured event - This is where you decide if this event should be included in the 

Personal Journey Cards and the Annual Report. Generally this is for a special meeting like 

Investment, an overnight camp, etc. Toggle yes to include. 

 

 

15. Description – this is where you type in the high-level overview of what the event is about 

- everyone will be able to see these details, be sure to check spelling 

16. Scouters notes – this area is for the scouters only and the parents cannot see these notes,  

- I would still use caution as to what you put in here just in case 

17. Transportation Plan – type in details, if an actual trip you could type in the rout to be taken, 

or where pit stops might happen, or any other details you want to share 
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18. Attachments – This is where you can attach a document to this 

event, maybe a map of directions how to get to the event. If a tour 

maybe there is a permission form that needs to be signed.  

Note: You can only add an attachment after the Event has been saved. if you try to click on 

Attachments at this point, you will get a pop-up message, click close and continue down the 

page. 

19. – Plan Program: This section is where you can link the activities to the Canadian path 

specific to the section you are leading. Map locations that align to the program areas and 

SPICES can be selected. Program Cycle is to select or change the season. 
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20. Related Requirements: In this section you can mark off the specific OAS skills that your 

event plans to cover and award the youth. Based on the information entered so far in the 

event, some requirements may be auto populated.  

 

• When you click on this you will see the Badges and Projects page 

• Scroll down to the Outdoor Adventure Skills and / or Badges that youth will complete during 

this event 

• If you miss any or need to adjust, they can be added later anytime prior to finalizing this 

event 

 



Help develop well-rounded youth, better prepared for success in the world. 

 

 12 

 

• When you click on Emergency Skills 1, you will now see the full list you click on the ones you 

are working on in this event, you don’t have to complete a full level in a single event 

• If you are doing any of the level 2 you can just click on the right-hand side on the Next and 

that will take you to the level 2 

 

   

• Once you are done selecting the criteria to be worked on, click on Back on the top left on 

the green toolbar 

• You will now see this screen, if you look at Emergency Skills 1 and 2, you will see on the 

right you have selected a total of 7 of the requirements 
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• You can scroll up and down the page to see what other requirements ScoutsTracker 

selected 

• ScoutsTracker is smart and if you give it the full correct information it will automatically 

select requirements that the youth are earning, this is another reason to use ScoutsTracker 

vs doing this manually 

 

• Now scroll up the page and click on Event on the green tool bar 

• You can see here there are a total of 16 Related requirements the youth will do by 

attending this event, the Plan-Program section is now completed 

 

21. Plan – Participants This section allows you set eligibility and fees for the event.  
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Enable – do you want to enable parents to sign their youth of for this event, this gives a nice 

attendance, so you know how many youths to plan for 

Allow “Maybe” – I personally don’t like to use this because it makes it hard for planning. Once a 

parent gives a “maybe” they don’t go back and give a yes or no.  Of course, the decision is up to 

your section.  If you choose NO then they only have the above Yes/No options 

 

Allow guests – this is up to the section and the type of event 

• Be sure to check and follow Scouts Canada guidelines, if unsure of the guidelines there is 

a handy link “screening non-members” here for you to check, just click on the link and it 

will take you to the “screening non-members” process in the Scouts Canada national 

page, so you will always get the current version 

 

 

Special Instructions – I personally don’t use this box because I put all my information on the 

front event page, but you may type in here if you prefer. 
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Sign-Up Notification – There are 2 choices here, no matter which choice you make, 

ScoutsTracker will still record sign-up in the attendance list whenever anyone does sign up 

• Don’t choose a Scouter and no one will receive emails.  See on the right your # will be 0 

 

• Choose a Scouter to receive an email notification each time a youth signs up for this 

event.  To do this click on this line:  

 

• You will now see a list of Scouters to choose from. Click on whichever Scouter you would 

prefer to receive an email notification each time a youth signs up for this event. 

 

NOTE: the selected member(s) will be notified by email whenever a Beaver responds to the sign-

up for this event. A notification is not sent when a Scouter updates the event’s sign-up list.  

• When done click back at the top left to go to previous screen 

• If you choose a Scouter you will see it show up here 
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Deadline is next, this is where you can set a deadline date to sign up for this event, or you can 

leave it as a NO.  

 

• If you want to set a deadline date, then click on Yes. It will open a calendar where a date 

can be selected. This option is useful if you need to purchase supplies ahead of time for 

this meeting or if it is a large event with other groups and you need to submit your 

registration.  

• When choosing a date here be aware that the calendar opens to the present day which 

may be different than the event date you are working on 

• In this case the calendar opened on January 12, but I am creating this event into our 

schedule for April 8  

• For this event I am choosing not to the have a sign-up deadline date 

• To move the calendar, use the little arrow before and after the month and year 
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22. Fees/Dues Per Person  

 

• If you are not charging anything then don’t do anything here and it will remain as 0 

• If you are charging a fee for the event or dues at your meetings then you will add it in 

here and let ScoutsTracker do the tracking for you 

• If this event was a tour, Council event, etc. and there is a fee to pay, this is where you 

can enter it. If the fee was $5.00 each then you would click on Beavers line and type in 

“5”, click on Scouters and type in “5”, and click on Guests and type in “5” 

Per Member Overrides - use this to override the data for a particular person 

• This could be used if a parent paid dues for the whole month, then you enter the dues 

on the date paid and the next 3 weeks you would enter 0  

• Once you click on the per member override line a list of your Section will show up 

This is where you would choose the participant and type in the override amount 

• Once you are done click on Back to go to previous screen 
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Required Deposit (optional) – if you require an upfront deposit for an event, tour, camp, etc., 

this is where you could enter it.  

• Click on the line and type in the amount of the deposit required, this amount is the 

same for everyone, you cannot do a separate amount for Scouters and youth 

• You are now done this section, scroll to the top of the page and click on Back. You will 

now see the below screen with a list of youth and Scouters who are eligible to sign up 

for this event 

 

• The youth sign up you will see check marks show up in the Yes & No columns 

• If maybe is enabled, a maybe column would be present 

• When parents sign up, they can also put in a comment which will show up here as well 
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• Scouters can also add in responses by clicking on the space and add in comments by 

clicking on the notes box and typing. 

• You will also see the totals at the bottom of each column. When done on this page go to 

top left and click on Event to go to previous page 

 

23. Plan – Risk Management 

Risk Category – ScoutsTracker will tell you which category this event is, if you put in all the 

correct information, if you want to check to make sure you are in the right category then click 

on this line 

 

• Once you click on Risk Category, you will see the message below, if you want more details 

click on “Learn more” 

 

• The below screen will open with the definitions of each category, when done click “back” 

twice to get back to the event page. Refer to the Activity Adventure Matrix for further 

information. 
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International Travel - yes or no 

 

Safety Qualifications – on the right it states 1, this means there is 1 qualification needed 

 

• To find out what is needed, click on the line and the below screen will open 

• You can see for this event you need Standard First Aid to be held by 2 participants. Click 

on the Event at top left of page to go back to previous page 
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25. Attachments – This event needs to be saved before you can add any attachments, this is 

where you would add your Emergency Response Plan (ERP) when an Adventure Application 

Form (AAF) is required, and any other supporting documentation such as gear lists, camp plans, 

activity plans, maps, etc. 

 

26. Scouter in Charge – The Scouter field may self-populate, or you can be the designated 

person for this particular event, i.e. the one who will hold the Section paperwork, register for 

event, etc. To populate or change the Scouter-in-charge, click on this line and a list of Scouters 

will show up as seen below,  

 

• Click on the line of which Scouter you would like for this event, as soon as you click on 

the Scouter you will be taken back to this screen 
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27. Adventure Application Form (AAF) – if the event is a Category 1, you don’t need this step 

• If the event is a Category 2 or 3 then an AAF is required 

• Submitting the form through ScoutsTracker is very easy, quick and simple 

• The meeting needs to be saved prior to doing the form. If you try to do it now, you will 

get a pop-up stating the meeting needs to be saved 

 

Review is done after the event.  

 

- If you try to do it now, you will get this pop-up: 

 

Use review to enter notes as part of a Plan-Do -Review cycle for capturing information to refer 

back to for future years. 
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28. SAVE We are at the end of creating this event, scroll to the top of the page, and on the right 

side click on “Save”. If you don’t save you will loose everything you have just input. 

 

• Once you click save the screen below will appear, you can see where it is telling you that 

you still have things to do 

 

 

 

After saving this event you will need to finish these items.  

At this point you can go to “Schedule” on the left and enter another event on another date or 

you can log out and be finished.  
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Editing and Event: Attaching ERP & AAF Completion 

ERP - Emergency Response Plan                           

AAF - Adventure Application Form      

 

Adding an Emergency Response Plan 

1. Log into ScoutsTracker, go to your Section 

2. Starting from the home page, click on your Section Edition, then click onto schedule 

 

3. Click on the date you want to edit 

 

4. Click on “Edit” at the top right 
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5. An option will appear as seen in screen below, click on (modify) 

 

6. Everything in this event is now open to edit 

 

7. Scroll down the page to the Plan – Risk Management section 

8. Since this event hasn’t happened yet, prior to the event I need to attach the Emergency 

Response Plan (ERP). Prior to attaching your ERP ensure it is up to date and has the 

correct information for this specific event, such as address of event, medical locations, 

etc.  

9. Now click on Attachments, the below screen will open up 

 

10. You will see the below screen 
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11.  These 2 boxes are choices; you want to include the form with your AAF. 

a. Make visible only to Scouters –Choose this one because if this portion is filled in 

then this is confidential information and shouldn’t be shared with all parents 

 

b. To select each, you just click on the boxes, and a check mark appears 

c. Next click on Upload Attachment 

d. A screen will open for you to find the file on your computer, click on file to 

upload it you will now see the screen below 

 

12. If this is the wrong file you can Remove it by clicking on the right and then Upload 

Attachment again with the correct file 

13. Now that this is done, click on Event at top left to go back to previous page 

14. You will now see the 2 attachments, the Parent Consent form & ERP as below: 
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Submitting an Adventure Application Form (AAF) 

1. If the event is a category 2 or 3, an AAF needs to be submitted. 

2. Click on Adventure Application Form 

 

3. The below screen will open then you have 2 choices 

 

4. The AAF was submitted or approved outside of ScoutsTracker. Choose NO. 

a. Yes is Not recommend this because you will have to manually fill in all the 

information in the form and look up every member # in myscouts, etc.  

b. If you submit the AAF through ScoutsTracker: then ScoutsTracker will fill in the 

form for you, this also helps to eliminate errors in transposing information, saves 

time, it will also email the form to your Group Commissioner for approval with 

the ERP attached and it will save a permanent copy of the forms section of 

ScoutsTracker 
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5. Go to the top right side and click on New 

 

a. you will now see the below screen open with the AAF form, the form has a lot of 

information populated but it isn’t complete yet 

b. you will need to scroll down the form and ensure everything is complete and 

answer some of the sections 

 

c. to start you can see this part of the form is missing 2 membership numbers, this 

means your ScoutsTracker files are not up to date 

d. at this point you need to exit this form and go back and update the members 

files by either typing it into ScoutsTracker or downloading the information from 

myscouts.ca 

e. I would suggest downloading the information because you may be missing other 

information as well 

6. We now have all the information completed in ScoutsTracker 



Help develop well-rounded youth, better prepared for success in the world. 

 

 29 

 

 

 

7. Who is attending, there is a drop-down menu which will give you options on where 

ScoutsTracker pulls the attendance from 

• Use custom selection – will populate all the participants in the section 

• None attending – if this was a scouter only event and no youth were attending 

• Use signup information – will populate all the participants in signup list 

• Use attached list – if you created a manual list and put it in attachments 

• You can also click on the boxes on the left and put check marks for those who said they 

were attending 

 

8. Once you have completed attendance scroll down the page 

• As you scroll down further in the form you will see the below screen with more 

information, you can see in the blue circles the information that self populated, while 

the info in the red circles are options for you to answer 
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• beside the red arrows are links to the scouts.ca national website if you need to check 

further details of information 

• At the bottom you will see Scouter-in-charge, who will fill out this form and this box 

• You don’t fill in anything in the Group Commissioner box 

 

 
9. Scroll down further in form to add emergency contact information to the submission. It 

is up to you if you use this or not, whether you do or not you should always have a 

printout of the youth & scouters registration forms from myscouts.ca which gives the 

full information of each youth with you at all times when youth and scouters are present 
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Emergency List - you have a drop-down menu choice here  

Don’t include – won’t include any emergency information for the participants. 

Include just event participants – will include the emergency information for the 

participants that signed up. 

Include everyone - will include the emergency information for ALL section participants 

• If you choose to use option 2 or 3 then when you click on it 

you will get a pop-up screen asking you for your PIN 

 

 

 

• Type in your PIN and click on Okay, you will then see the list appear 

 

 

10.  You can also see here that your ERP is attached to this form 

• Now the form is complete and its time to submit it. Scroll to the top of the page on the 

right side click on Submit 
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• Once you click Submit there will be a pop up that says Saving Event details, then you will 

see the screen below with some options. 

• Ensure your GC name and email is correct. If you have any added comments to send the 

GC there is a box you can type in the comments. 

• Ensure your name is correct here, type in your ScoutsTracker password, then click on 

Sign and Submit the AAF 

 

11. You will receive a pop up if this is right then click on Okay 

 

• You will get a pop up that says Submitting AAF, hen you will get another pop-up: 

 

• The form is now submitted, and you can back out and sign out of ScoutsTracker  
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Emails: Sending with Attachments, RSVP, and Tracking Emails                 

1. Go to scoutstracker.ca and login 

2. Once logged in click on “Schedule” on the left 

 

3. Click on the date / event that you want to send the email about, don’t click on the + 

 

 

4. Ensure all the details of the event are correct or if you want to add or edit anything do it 

now before sending email. If all details are correct, then click on “Send email” on the 

right side 
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5. A pop-up will appear. Go through the checklist and click on 

each box you want to add to the email, clicking on boxes 

will put check marks in them. If you don’t want something 

in the email, then leave the box blank. Then click on 

“Next.” 

 

6. Email Options: 

a. TO – I use this for the scouters email addresses, either mine + 1 other scouter or 

mine & the rest of the Scouter section team (you must have at least 2 scouters on 

each email for ScoutsTracker to send an email 

b. Bcc – Always put the parents’ emails in this section for privacy reasons from other 

parents 

c. CC – If I only put 2 emails in the “TO” section then I will put the rest of the Section 

Scouter team in this section 
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• To fill in the emails, you don’t have to type them all in 

• Click on the right side to see the drop-down menu and choose the appropriate people 

for each section of To, Bcc, Cc 

 

• Then scroll down to the “Reply To” section, see below screen 

• Anyone who replies to the email you are sending out, the person’s email here will 

receive the responses 
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7. Now scroll down to the RSVP section 

 

• This allows you to put an RSVP button into the email for everyone to respond to. The 

RSVP options are Yes, No, Maybe 

• The RSVP is a great feature so you can get numbers for your event and see who has 

responded and who hasn’t . When everyone clicks the RSVP answer in their email , it will 

automatically send the response back to ScoutsTracker and record it in the attendance 

sheet, it also records any comments the parent may answer with.  

• This is a great timesaver from you having to manually track attendance and anyone on 

the scouter team can see the up to the minute response list just by signing into the 

event date in the schedule 

• When you click on the RSVP to add it to the email you will receive a pop up, click close  

(make sure your cursor is where you want the RSVP to be inserted) 

 

• You will now see the below screen with the RSVP button in the template you are 

creating for the email  
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8. next you have attachments, see next screen below 

 

• This can be used to attach a permission form, direction map, an electronic pamphlet 

from where you are going, any type of file you would like to send to parents 

• This option is great; it will save on printing out paper and wondering if everyone 

received the handout or lost the handout 

• Scouters and parents will all receive the attachments 

• Once you click on “Attachments” the below screen will open 

 

• Click on “Upload Attachment”, go find the attachment and attach it 



Help develop well-rounded youth, better prepared for success in the world. 

 

 38 

 

 

• You will get a pop-up box and click on which one you decide. Below, you will now see 

the attachment is there, if you change your mind or attached the wrong one you can go 

to the right and click on remove.  

• You can attach multiple attachments if you need to.  

 

• Now click on “Compose”. You will now see the below screen with 1 attachment 

 

• This is the email that will be sent, if you want to see the full details of the email, go to 

the right and scroll down. If you want to add or change any information you can do it in 

here before you send the email 

 

 

 



Help develop well-rounded youth, better prepared for success in the world. 

 

 39 

 

 

 

• If you decide you don’t want to send the email you can click on Discard at the bottom of 

the screen and the email will be gone 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Help develop well-rounded youth, better prepared for success in the world. 

 

 40 

 

Tracking Emails: 

 

9. If you click on learn more the below pop up will open and 

tell you your options 

• This feature I like to leave as a yes, it is a great back up for a 

couple reasons 

• You can see which parents open the email, so if someone isn’t 

responding you can check if they opened the email or not 

• If a parent says they didn’t get an email you can check if it was 

sent to them or not 

• If you have a new youth sign up and you are not sure if the 

email was sent to them or not you can check 

 

 

• If you are ready to send the email scroll to the top of page and on the right side click on 

Send. 

 

• You will get a pop up that says email sent and the system will take you to the event page 
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• If you want to see if an email was sent, or what the email was, scroll to the bottom of 

the page 

 

• You can see here 1 email was sent 

• If you want to see the email then click on email history, you will see the screen below 

 

• If you click on the email, it opens so you can what was sent 

 

• If you scroll to the bottom, you can see the attachment here 

 

• You are now done sending the email, scroll to top, click on email on left side 

 

• Click on Event on left side 



Help develop well-rounded youth, better prepared for success in the world. 

 

 42 

 

 

• Click on Back 

 

• Click on Home on the top left 

 

• Click on Account 

 

• Now you can sign out 
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Printing an Attendance Sheet and Viewing RSVPs 

RSVP to an Email: Recipient:  

1. After the email goes out with the RSVP in it. This is what scouters and parents receive below. 

2. You can see where the RSVP buttons 

showed up in the email.  

 

 

 

 

 

 

 

3. Once the parent / scouter clicks on their 

answer, there will be a pop up. This shows who I 

am “Scouter.” It shows I responded with a NO and 

I put a comment into optional note to organizers. 

Then click on Update and you get another pop up 
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RSVP to an Email: Result in ScoutsTracker:  

1. Sign into ScoutsTracker and go to the Schedule 

2. Click on the day you want to see the RSVP for 

3. On the right side click on “Sign up / Attendance.” 

 

4. The following screen opens 

5. Then scroll down the page to see the below screen 

6. Here you see the email responses already recorded in ScoutsTracker along with the one 

note that was added by one of the scouters 
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7. Scroll back to the top of the page 

8. You have several options on this page for the most part you can answer yes or no then you 

can print out the sheet, take it to your event and take attendance 

 

9. Below is the printout without the emergency list and with it. 
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Updating Payments (For Events With A Cost) 

To mark a youth’s payment, you can easily do so from the Attendance screen after loading the 

event.  

1. When on the Main Event page, you will see a list of all signed up youth and if they owe 

money. 

 

2. Click Manage Signups 

3. Click the “full” box beside the name of the member that owes money 

 

4. You can now enter the fee payment information for the member.   
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5. Select an entry type as “fee payment”.  

Other options are available, please refer the Scout Tracker 

help section for learning about member wallets. 

 

 

6. Enter the amount of the payment received, and then select where the payment is coming 

from.. If it is a payment (cash, Cheque, e tranfer, other) best practice is to add to the 

notes section 

7. Select Add Entry. Payment is complete and you should return to the manage signups 

page. 

 

 

  



Help develop well-rounded youth, better prepared for success in the world. 

 

 48 

 

Finalizing an Event 

Using ScoutsTracker is the easiest way to award and track OAS and Personal Achievement 

badge progression.  See Creating an Event > 20. Related Requirements 

If all items have been previously added to an event, then you are good to finalize and award 

these related requirements. 

 

Finalizing (awarding items earned) 
When an even tis over and attendance completed, the Scouter in charge should close off the 

vent by “finalizing” it from the event page. 

 

Awarding Credit: 

1. Click give credit prior to toggling yes. 

 

2. Next a summary of all attended youth will appear with the events OAS skills. Those that 

a youth have are already checked off, others will be a quantity of distance/events 

attended. In the example below the red circles are youth that haven’t yet earned these 

skills. 
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3. By clicking on the ALL button in the top left the system will now add the skills to all of 

the attended Scouts and increase quantities 

 

4. Click Save in the top right of the screen. A window will appear that says “Scorecarding” 

and cycle through each participant. Let this process finish and the window will auto 

close and return the event page.  

5. You are now able toggle the “yes” on Finalized and complete the event.  

 

6. One final reminder will appear before proceeding. Click Yes.  

Note: In the event you do make a mistake you can “un-finalize” the event by re-toggling 

NO.  
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Viewing the Calendar  

You can view an overlay of other Section, Group, or Council schedules over top of your main 

calendar in order to coordinate with others. 

This is great for seeing the sections within the group. When is gear out, or what's happening.  

Also for council events such as Scouter skill sessions, trainings or regional events that are added 

(Beaverees, Cuborees, etc.)  

 

1. When on the calendar click OPTIONS 

 

 

2. Check SHOW OTHER SCHEDULES 

 

 

3. Check each available section, group, council calendar you wish to overlay. 

 

 

  



Help develop well-rounded youth, better prepared for success in the world. 

 

 51 

 

Subscribing to a Calendar  

You or parents can subscribe to the Section calendar so you can integrate with your personal 

organizer/calendar application.  

 

1. When on the Calendar in the monthly view (mobile devices turn horizontal) click on 

SUBSCRIBE 

 

 

2. Click on the Section (Colony, Pack, Troop, etc.) Events > QUICK ADD 

This opens an .ics file for adding into your mail or calendar software i.e. Outlook / Mail. 

 

Note: Scouters should add both this and Scouter Events to ensure scouter only events are not missed! 

 

  



Help develop well-rounded youth, better prepared for success in the world. 

 

 52 

 

Administrative How-To 

Importing records from My Scouts 

This section is used to import youth and scouters information from myscouts.ca into 

ScoutsTracker.  

 

Note: ensure that only 1 scouter in your section is doing this so you don’t duplicate or erase 

current records in ScoutsTracker 

 

Gathering the Records for Import: 

1. Login into “myscouts.ca” 

2. In myscouts.ca under “My Menu” and scroll down to “Reports” 

 

 

 

3. Click on “Reports” to see the next screen below 
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4. Beside “Membership Listings” click on “View Reports” you will get the below screen. 

 

  

5. Click View Report 

 

 

6. Beside “Organization” use the dropdown menu to change it to the single section you 

want. In this case I want the Colony section.  

7. Then beside “Primary Organization” use the dropdown menu to change it to the “All”  
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8. Next, scroll to bottom of your screen and on left side using the drop down menu, 

change “To Screen” to “EXCEL” 

 

 

 

9. Then type in file name whatever you want to call the file.  

 

 

 

10. Now click on “Run Report” 

 

 

11. When the report is ready you will see it at the bottom left of your screen. 
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Cleaning the Records 

 

1. Open the downloaded file and it will automatically open up in your excel program on 

your computer.  

 

 

2. Now you adjust the spreadsheet in excel. Delete anyone you don’t want to download 

into ScoutsTracker.  

Example: If you already have that person in ScoutsTracker you don’t want to download 

them again.  

 

3. Now that the Excel spreadsheet only contains the files you want to download to your 

ScoutsTracker section save the file on your computer.  
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Importing the Records 

1. Go to ScoutsTracker and click on “Account” then “Import from my scouts”  

 

2. Click on “choose file” 

 

3. Locate the file you want, select it, then click open 
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4. Go back into my scouts and you will see this screen below; it has updated with the 

information. You will actually see the names but they have been blacked out for privacy 

reasons. Double check that this is the correct records you want to upload. If all is good 

then click on “Upload”. 

 

 

 

6.  You will now see a pop up box letting you know this action can only be undone manually so 

ensure you double check you have the correct files. If you upload a youth that is already in 

ScoutsTracker you will erase any updates/records that are in ScoutsTracker so be cautious. If 

you are sure then you can now click ok. 
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7. After clicking ok you will see the screen below where the files are now uploading 

 

 

 

8. Once the upload is complete you will get a pop up box as shown below 

 

 

9. This welcome message sends an invitation to the people in the newly uploaded files giving 

them an invitation to log into ScoutsTracker. You can also customize the email to add any 

additional information you would like to by: 

• Click onto “Go to Welcome Messages”, the new people will be automatically checked off 

as well as anyone who hasn’t received a previous welcome email.  

• Send your email then your done, close out of ScoutsTracker 

 

10. Log out of myscouts.ca 
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APPENDIX  

List of Prohibited Activities 

Prohibited Activities Standards | Scouts Canada 

 

Event Category Matrix (Category 1-3 events) 

https://scoutsca.s3.amazonaws.com/2019/10/adventure-categories-matrix.pdf  

 

Adventure Activity Form (AAF) Flow Chart  

https://scoutsca.s3.amazonaws.com/2022/10/adventure-planning-process.pdf 

 

https://www.scouts.ca/resources/bpp/policies/prohibited-activities-standards.html
https://scoutsca.s3.amazonaws.com/2019/10/adventure-categories-matrix.pdf
https://scoutsca.s3.amazonaws.com/2022/10/adventure-planning-process.pdf

