Adding a Calendar Event & Setting Automatic Reminders in ScoutTrack

On the Front Page of Scout Track – 

Go to the “You Can Also” Section.  

Click on   “View your Calendar”
On the left hand side you will see a button that says “Add Event”
Fill in the Event Screen & Save

This screen allows you to add events to the calendar. The events that you can add depend on your roles in your unit. For instance, den leaders can add events for their den and pack/troop leaders can add events for their pack/troop.

Explanation of the fields:

	Starting/Ending:
	Each event has a starting date. The ending date may be different than the starting date for events like campouts. The event may not have start or end times so the no time box can be checked in that case.

	Event:
	Depending on your role(s) in your pack/troop, you will see different types of events in this dropdown list. Select an appropriate type of event. The dropdown list on the right will fill with the list of potential values for that selected event. For instance, if you select "Den Meeting", then the list of dens for which you are den leader will be included. If the event is for a pack, then the "only for Ranks" button can be used to indicate the event is only for some particular ranks (e.g. a Webelos campout might only include the Webelos dens).

	Description:
	This optional field can summarize the event. For instance a Webelos den may list the particular Webelos activity badge that will be worked on during this den meeting or a reminder may be issued to wear uniform and send note for teacher.

	Location:
	This optional field can include information about where the event will be held.

	Additional info:
	This optional field can include additional information for the event that isn't appropriate for the one-line "description" field.

	Options:
	track attendance:

This indicates that den leaders or scoutmasters will be recording which scouts in their den/patrols attended the event. If this is not checked, then "attendance" boxes will not appear on the "Track attendance and dues" screen. Also, not all events can have this field checked (e.g. committee meetings).

collect dues:

The amount of dues to be collected at this meeting. If this value is "0", then no dues will be collected and entry fields for this meeting will not appear on the "Track attendance and dues" screen. 

required for Perfect Attendance award:

This only applies if track attendance is checked. An event marked with this will be used at the end of the scouting year to award Perfect Attendance awards.



	Send e-mail reminder:
	now:

This instructs ScoutTrack.com to send a reminder e-mail as soon as the event is saved.

X weeks before:

This instructs ScoutTrack.com to send a reminder e-mail X weeks before the event is scheduled.

X days before:

This instructs ScoutTrack.com to send a reminder e-mail X days before the event is scheduled.



	to:
	pack/troop leaders:

This indicates that the reminder e-mail should go to pack/troop leaders. 

advanceement coordinators:

This indicates that the reminder e-mail should go to advancement coordinators 

den leaders/scoutmasters:

This indicates that the reminder e-mail should go to den leaders/scoutmasters

parents:

This indicates that the reminder e-mail should go to parents.




