
How to Black Pug 

How to use the Member Validation Features 

 

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

  
  
 

Click on the yellow ticket icon on the top of the navigation bar to go to the Events Page.  Find the event in
question by scrolling down to the date of the event and click on the event name.

2. 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).    



 

3. Select to run a Member Validation Report 

  
  
 

Click on Event Administration list title (red box) and then select the Member Validation Report (blue box).   

4. Download the Report and Check

Once the Member Validation screen opens, select All Registrants and click Preview Report.    The report will
download as a .csv file that can be opened in Excel.  Review the list and highlight everyone who does not
have a yes under validation or no YPT date listed.  There are the individuals you for which you will need to
look up on Council lists.  

Validation 
Shows if the Black Pug

system has records of the
registrants current

membership in Scouting
America

Youth Protection
Training Date

Shows if the Black Pug
system has records of the

last time the registrant took
YPT.  Black Pug will flag the

person if the YPT date is
greater than 2 years



 

5. Checking for Validation and YPT status in the Check-in menu

  
  
 

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

6. Once you are the check-in screen for the event, you need to update your admin options to
show member validation and YPT status.

 Click on the Admin tab (red box) and in the first box, check the boxes for Use Member Validation and Use
YPT Validation (blue box).



  
 

  

 

  
 

7. Look up a participant to see their validation and YPT Status

 Click on the Check-in tab (red box) and use the search bar (blue box) to find the registrants name or a whole
unit.  Use the symbols to see their registration and YPT status (green box).   The Registration symbol is the
lightning bolt and the shield is the YPT status. 

No records of Registration
YPT is up to date

No records of Registration
YPT is not up to date or no
record of completion

No records of Registration
YPT is up to date



For various reasons (such as a common name versus legal name or mismatch on unit info), a registrant may
not match to their record, and information may need to be updated.  If information needs to be updated, a
volunteer or Staff advisor can do so.   These records are started in the Black Pug system for multiple years
and can be good source of record keeping in case of an issue. 

To update registration status 
Click on the lightning bolt icon to validate (see box directly below outlined in red).  
If you do validate, please add a comment in the comment box on the right of the lightning bolt and shield
(see image in blue box.  Comment is next to shield and is highlighted in yellow since it now has comments
included).   Please include unit, position, expiration date and who added the information.  

To update YPT status
Click on the shield icon and add the date of the YPT completion (shown in green box).

8. Updating information that is not correct or included



If a registrant does not have registration and YPT information, there are two ways to look up official records.  

Council Dashboard 
https://www.capitolareascouting.org/resources/council-dashboard/.  Go to the training tab and use
the magnifying glass icon to search by name.
Can be used by volunteers or staff members
updated daily

My.Scouting Registrar Tool
can be used on only professional staff and certain volunteers. 
updated daily

All other sources, such as Scoutbook, are not acceptable sources of records. 

9. Where to find accurate information


