
 

Merit Badge Requirements Entry 
1.​ Log into Scoutbook and go to your Dashboard.  Select Edit Merit Badges for MB Counselors.
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2.​ This tool will allow you to update a requirement for a scout.  Select the Merit Badge you are reporting. 
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3.​ Select the Scout you would like to update.

 

Title: Merit Badge Requirements Entry​ ​ ​ ​ ​ ​ ​ page 3 of 32 
Role: Scouter​ ​ ​ ​ ​ ​ ​ ​ ​ ​ v1.0 



 

4.​ From here, you can see the current progress of the scout and which requirements still need to be completed.
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5.​ Scroll down to the requirement you would like to update as completed.  Click on the checkbox next to that requirement.
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6.​ You must enter the date the requirement was completed.
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7.​ Click the counselor approved checkbox.  Then click save.  You can also enter any notes you would like about the 
requirements, too.
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8.​ You should now see the requirement checked off with the completion date.
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9.​ In the dashboard is “Quick Entry for MB Counselors”.  This option will allow you to enter multiple completed items for multiple 
scouts.
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10.​Select the “Enter Merit Badge Req.” option.

 

Title: Merit Badge Requirements Entry​ ​ ​ ​ ​ ​ ​ page 12 of 32 
Role: Scouter​ ​ ​ ​ ​ ​ ​ ​ ​ ​ v1.0 



 

11.​Choose the merit badge you are working on from the dropdown menu.
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12.​Select the scout(s) you would like to update.  Take note of the MB requirements version.  You can only update 1 version at a 

time.  
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13.​We have to switch to the older version of the MB for this scout.  This is the most recent version available when they signed 

up.  
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14.​Make certain to enter the Date Completed.  This is required before it can be submitted.
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15.​Scroll down to the requirements and mark them as completed.  Select as many as you have done.
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16.​Ensure you have the date and scout(s) chosen in the dropdown to update.  Then click save.
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17.​You’ll see this saving dialog pop up.  It may take a while to update, especially if you selected multiple scouts and 
requirements.
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18.​Return to “My Dashboard” after you are done to verify the requirements are reflected as you wish and to sign off on a 
completed MB.
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19.​As you can see, all the requirements we put into quick entry are now shown as completed.
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20.​If the MB is completed, click on “Completed” next to the Green Checkbox to enter a date completed.

 

Title: Merit Badge Requirements Entry​ ​ ​ ​ ​ ​ ​ page 24 of 32 
Role: Scouter​ ​ ​ ​ ​ ​ ​ ​ ​ ​ v1.0 



 

21.​Approved Merit Badge counselors can also click the “Counselor Approved” checkbox to alert the Scoutmaster that the Scout 
is done.
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22.​Once approved, you should see the “Completed” change to “Earned” and the date the MB was Counselor Approved.

 

Title: Merit Badge Requirements Entry​ ​ ​ ​ ​ ​ ​ page 27 of 32 
Role: Scouter​ ​ ​ ​ ​ ​ ​ ​ ​ ​ v1.0 



 

23.​Sometimes the checkboxes may show up oddly, but rest assured, it still works the same.
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24.​Optional: If you need to print blue cards for some reason, you can click the “Print Blue Cards” text.
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25.​From here, you can select the options for the blue card you need to print.
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26.​Make sure to select the merit badge(s) and scout(s) to print for, then hit “Print Blue Cards”.
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27.​This should generate a PDF that you can print onto plain or blue paper for submission.
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