Chief Seattle Council
Log-in or Create a New Account

Go to www.myscouting.org

LOG-IN TO YOUR ACCOUNT:
1. Type your User Name and
2. Password
OR
CREATE A NEW ACCOUNT:
1. You must be registered in the unit and you must be in a leadership position, at least a Committee
Member, to have access to the On-Line Tour Permit application process.
2. If you don't have an account, you will need to set one up by doing the followina:
a. Select a User Name (do not affiliate it with your email address)
b. Select a Password
c. Write both the user name and password on a piece of paper and keep in safe spot s¢ you may
refer to it at a later date.
d. You will be asked to select a security question and answer (please refer to attachment #1)
3. Repeat step 2 (above)
4, Click OK

*If your screen looks like attachment #2 (please refer to attachment #2); meaning you do not see the
words “TOUR PERMIT” on the left side of your screen, under “Unit Tools” you may need to call the National
Office Help Desk at 1-800-627-3025 and explain to them that you are trying to process a tour permit on-
line and after you log-in, you don't have the tour permit option.

Also, you will need your Boy Scout membership number. This will be the number on your membership
card. If you're unable to locate your membership card you may call the Councii office at 206-725-5200
and press 0 for the operator. We will be happy to lcok up your membership number for you.,

SELECT “TOUR PERMITS” (this may be found on the myscouting.org home page on the left side of the
screen under Unit Tools”). Your screen should lock like attachment #3 (please refer to attachment
#3).

JUST A NOTE

At this point, it's best to enter all of your vehicle and training information now. However, if you only have
vehicle and Training information for this tour permit, enter that now and enter the rest of your
information at a later date.



Chief Seattle Council
On-=line Tour Permit Instructions

Create tour permit application
On the side menu, select Create option. Only the person who creates an application can edit and submit
the application. Other persons have read-only access to applications they did not create.

» Choose your unit.

s Enter a tour name that describes the tour.

¢ Choose the permit type (local or naticnal).

e Click the Create Permit button.

+ Confirm you want to create a new tour application.

II. Enter vehicle and training information

Click the Enter Vehicle and Enter Training tabs to create your unit's resources of vehicles and trained
adults. The information entered and maintained here will be available for all tour permit applications
created for your unit.

III. Enter tour details
Note: These items are required so please have this information before you proceed.
Step 1: Enter tour information
e Tour Name - a description of the tour
s Tour Dates - the departure date and return date
« Tour Leader - the tour leader’s first and last name, age, telephone number, and e-mail
address (as registered in MyScouting)
» Assistant Tour Leader - the assistant tour leader’s first and last name, age, telephone
number, and e-mail address (as registered in MyScouting)
Step 2: Accept policies
Accept the appropriate polices to be followed by tour participants.

Step 3: Select transportation
Enter Travel Itinerary - the date your tour begins, location from and location to, travel mode,
number of miles to travel, and whether stopping overnight.

Select Transportation - information for anyone who is not a family member of the driver

Step 4: Select trained adults
Select trained adults who will participate in your tour. Each tour must have at least one Youth
Protection Trained adult, Please see instructions for required training.

¢ Select adults trained by other organizations offering specialized training, such as CPR.

IV. Submit the tour permit application
Submit the information.
« When all Tour requirements have been met, click Submit and then OK to confirm that you
wish to submit the application to your council.
« If any requirements are not completed, a message will display for each item still needed.

This listing can be printed.
*When you are all finished, make sure you sign-out of myscouting.org.
To sign-out of myscouting.org
1. Scroll up to the top of your screen in the far right corner.
2. Click on your user name and a drop-down menu will appear
3. Select sign-out
You have successfully completed your first on-tine tour permit! Congratulations!!
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Help

Current Selection:

Create | Search . 1 Start HE_nter Vehicle ]rg-nter Tratning_iz Step 1 H Step 2 || Step 3 “ Step 4—|
Search Permits ’

Tour Permits FAQ

I, Create tour permit application

On the side menu, select Creata option. Only the person whe creates an application can edit and
submit tha application. Other parsons have read-only access to applications they did not create.

« Choose your unit.

® Enter a tour narie that describes tha tour.

# Choosa the parmit typa (local or nationa).

® -Click tha Create Permit button,

e Confirm you want to create a new tour application,

Lecal Tour List for

In Progress
Ne data availabla. I

I1. Enter vahicle and training information

Click the Enter Vehicle and Enter Teaining tabs to create your unlt's resourcas of vehicles and
trained adults. The information entsred and maintained hare will be avallable for all tour permit
applications created for your unit, .

III. Enter tour detalls )
1 [} ’ Note: These items are required so please have this Infn;mation bafore you proceed.
HKfhtachment

g . Step 1: Enter tour informaticn

o Tour Name - a description of the tour

Tour Dates - the departure date and return date L

® Tour Laader - the tour leader's first and last name, age, telephona number, and e-mail address
(as ragistered in MyScouting)

® Assistant Tour Leader - the assistant tour leadar’s first and last name, age, talephone numbar,
and a-mail address (as registered in MyScouting}

Sfep 2: Accept policies
Accept the appropriate polices fo be followed by tour participants,

Stap 3: Select transportation

® Enter Travel Itinerary - the date your tour begins, locatlon from and loeation to, traval mode,
number of milas to travel, and whethar stopping overnight
e Sefect Transportation - information for anyone who is not a famfly mamber of the driver

Step 4: Select trained adults

* Select trained adults who will participate In your tour. Each tour must have at least one Youth -
Protection Trained adult. Please see Instructions for required training.
¢ Selact adults trained by other organizations offering speclalized training, such as CPR.

1¥/. Submit the tour permit application
Submit the Information.

* When all Tour requirements have been met, click Submit and then OK ko confirm that you
wish to submit the application to your council.

# If any requiremeants are nat completed, a message will display for each ltem still negded, This
listing can be printed.

Start || Enter Vehicle || Enter Training ! Step 1 |[ Step 2 || Step 3 T Step 4
! f! L
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