How to Black Pug
Running up the Event Report

1. Go to the Events Page and check for your event

Click on the yellow ticket on the top navigation bar to go to the Events Page. Scroll down to the date of the
event and check to make sure your event is not already in production. If you event is already created, you
can find some basic information about the event. See below for more info.
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2. Click on the name of your event

If your event is not present, please reach out to jessica.snider@scouting.org



3. Navigate to the reporting box

Click first on the Event menu (red box) once you are in your event. Scroll down this menu until you get to

the Reporting menu (blue box).
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4. Once you are the reporting screen for the event, you will see a number of different men-

us. Here are some of my favorites:

A. Check in list—Event Operations -> Attendance -> Check-In: Primary Resident

B.

C.

D.

Participant with contact info List—Event Operations -> Miscellaneous -> myEvent Data
Participant data (not excel) - Event Administration ->Miscellaneous -> Attendee Data
Custom Field Counts—Event Administration ->Miscellaneous -> Custom Field Counts
Name Badges—Event Administration ->Miscellaneous -> Name Badges

T-shirt Totals—Event Administration ->Miscellaneous -> T-shirt totals

Training List = Event Administration ->Miscellaneous -> Training List

Class Rosters (if you have multiple classes) -> Class Check-in -> Scheduled Badge Sheets

->Requirement Grid



5. If you can not find the info you want.

At the top of the reporting page there is a keyword search. It is quite good so give a general description and
see what it finds.
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Event Operations Event Administration

Attendance
Check-in: Primary Registrant
Check-in: Unit Number
Check-in: Event Group 1
Check-in: Event Group 2
Check-in: Missing Information
Check-in: Details
Check-in: Daily Detail
Check-in: Details (other)
Check-in: In-Progress
Check-in: Walk-in Data Collection
Check-in: Multi-week Event
Check-in: Teams
Attendee Listing
Attendee Listing by Registrant Type
Attendes Listing By Rank
Attendee Listing By Unit
Attendee Listing by District
Attendee Listing by Registration
Attendee No Show List
Attendee MIA List
Attendes OA LodgeMaster
Registrant Totals
Participant Counts Summary
Event Attendee Waitlist Summary
Registration Sign In Sheet

Close Out

Miscellaneous

¥myEvent Data
Basic Registration Data
Basic Attendee Data
Basic Attendee Waitlist Data
myEvent Data Waitlist
Event Comparison
Field Staff - Unit Visits
Unit Deposit - Estimated Analysis
Missing Required Fields
Comments: Administrative
Comments: Check-in
Comments: Customer

Commante: Camhbinad

Attendance
Miscellaneous
®attendee Data
Registration Data
Registration Attachments
Attendee Change Log
Event Signatures
Scout Member Number Validation
Administrative Fields Report
®Custom Field Counts
Custom Field Packing List
Custom Field Selection
Custom Field Labels {Avery 5160)
Qut Of Coundil Activity
Mailing Labels {Avery 5160)
Participant Address Export
W¥hame Badges (Avery 5395)
Mame Badges (Avery 5392)
Mame Badges (Avery 8163)
MName Badge Buttons (Avery 94501)
Mame Badges Blank {Avery 5395)
Mame Badges Blank {Avery 5392)
Campsite Alignment Matrix
Campsite Alignment Matrix Simple
Campsite Usage
Campsite Usage with Unit Detail
Event Session and Registrant Details
Staff Login Credentials
T-Shirt Vendor Totals
®T-Shirt Totals
Vendor Totals
Training Cards
Training Cards (Old Format)
Training Cards Class
®Training List
Training List Class
Event Flyer
District Signage
Event Group Limits

Part Time Registrant Counts
Dart Time Ranictrant Natail




