
 

Add Event 
Adding events to Scoutbook can be a good way to organize your outings and communicate 
them to your unit. 
 

1.​ After logging into the Advancements website, navigate to the calendar section on the 
Left Hand Side (LHS).  Make sure you have the correct Unit selected in the upper Right 
Hand Side (RHS).  Then hit the plus button in the upper RHS to start creating your 
event.
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2.​ Start typing in your event details.  For this event, we are going to create a recurring 
event for our weekly meetings.  Make sure to put in the Event Location and Location 
URL to make finding it easier for your unit.  If you want RSVPs or Permission Slips, you 
can turn those options on.
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3.​ Start typing in your event details.  For this event, we are going to create a recurring 
event for our weekly meetings.  
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4.​ Make sure to put in the Event Location and Location URL to make finding it easier for 
your unit.  If you want RSVPs or Permission Slips, you can turn those options on.
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5.​ On the RHS, you’ll be able to add invitees / attendees to your event.  You can also click 
the plusses or minuses to add folks to the event. 
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6.​ To indicate that new members who join your troop should be invited, make sure to check 
the Auto Add function.  You have the opportunity to add or remove folks before you 
finalize the event.  In this example, I’ll click on the plus sign next to the “All Leaders” and 
the “All Youth” sections.
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7.​ From here you can expand the Current Adults section by clicking on the down arrow.  
You can see the number of folks selected for each category.  
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8.​ You can click the three dots next to each name to edit their RSVP status (if you activated 
that option), or to remove them from the event.
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9.​ Here I removed the second adult from the list as they aren’t active anymore and don’t 
need the calendar invite.
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10.​I can expand all the lists and ensure they are correct.  Once I’m satisfied, I’ll click the 
“Create Event” button at the top RHS.
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11.​Now you can see my recurring events on Thursday evenings.
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