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Sign in to MYSCOUTING:
[image: image1.emf]You will need to change your logon from an e-mail address to a username.
Under Unit Tools, select or click on Tour Permits.
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[image: image3.emf]Tour Permit Application Instructions:
Typically, for a tour permit you only need to do Steps 1 through 4, because Troop vehicle and training information is already setup in the database. However, if a driver is new or there is a vehicle/insurance change, please contact your Troop Tour Coordinator and she/he will need to add the following information to the Tour Permits database:
· Vehicle Make/Model/Year
· Total in Vehicle (number of seat belts)
· Owner's Name (full legal name)
· Owner's DL (driver's license) number
· Liability (minimum coverage $100,000 per person and $300,000 per accident)
· Property Damage (minimum coverage $100,000)
Also, as you complete training classes you will need to provide the following:
· Course name and date of completion
· Your age at the time the training was completed
Note: Some classes are only good for a specific amount of time (e.g. Red Cross CPR for 1 year).
Tour Permit Application Instruction continued...
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Please give a three week prior notice to your tour coordinator for a local tour and national tours require additional advance notice. FYI, the council is asking for a two week prior notice on tour permits.
Note: Please contact your Troop Tour Coordinator if you have questions or need assistance.
Sample Step 1 Screen:
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To search for a Permit Status or existing permit:
1 Click on the drop down arrow and select one of the following:
· In Progress
· Submitted
· Approved
· Not Approved
2 Click on the permit name.
Note: When completing a tour permit application, your status will be In Progress, until the permit is Submitted or Approved.
To begin or to create a new tour permit:
1 Click on Create on the left menu above and enter the tour permit name when prompted.
2 Select the Step 1 menu and click on Edit Tour Information. (See Sample Step 1 Screen Continued)
3 Check-on Received Parent Approval. (See Sample Step 1 Screen)
4 Enter the tour information. (The grayed-out areas are automatically provided.)
5 Save changes
6 Click on Edit Leadership Information. (See Sample Step 1 Screen Continued)
7 Enter the tour leader and assistant tour leader information.
8 Save changes
Sample Step 1 Screen Continued:
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Sample Step 2 Screen:
[image: image7.emf]
1 Select the Step 2 menu.
2 Check-on all the policies listed.
3 Read and print all policies as needed, using the link(s) provided.
4 Save changes
[image: image8.emf]Sample Step 3 Screen:
1 Enter the travel itinerary as follows:
· Date of trip
· Travel From (city and state)
· Travel To (city and state)
· Primary Travel Mode (select from the drop down options)
· Miles (one way maximum of ten hours with frequent rest stops)
· Describe Route (directions to final location)
· Overnight Stopping Place
· Place Confirmed (select from the drop down options)
2 Save changes
[image: image9.emf]Sample Step 3 Screen Continued:
1 Check-on all the drivers that apply to this tour or outing.
2 Click on Save Transportation at each screen. (See additional screens two, three, four, etc.)
Note: If Commercial Drivers' License applies, please enter the requested information.
[image: image10.emf]Sample Step 4 Screen:
1 Check-on the training as required. (For local tours at least one adult must be Youth Protection and Hazardous Weather trained.)
2 Click on Save BSA Training at each screen. (See additional screens two, three, four, etc.)
3 Click on Print then click OK.
4 Click on Submit. (You will receive an email notification stating your application was submitted and another email notification when your application or tour permit is approved.)
Note: National tours require that each adult attending complete Youth Protection training.
Also, additional training may be required, depending on the planned activities for the tour or outing.
Note: The Committee Chair, Scoutmaster, Tour Leader and Assistant Tour Leader will also receive email notifications. The Tour Leader will need to print the approved permit and trip policies (see Sample Step 2 Screen), as they are required for traveling, along with permission slip.
Sample Warning Screen:
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Note: If your departure date is less than two weeks away you can click OK and submit your tour permit, however, it is recommended that you give council two weeks notice to process your request.
Note: You may receive warning(s) as shown above, when you submit your tour permit. You can contact Hoosier Trails Council to discuss planned activities and specific training needs. It is recommended that you call in advance if you have specific concerns or training questions.
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