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Valrico, FL

LEADER TECHNOLOGY GUIDE

This guide has been put together to assist leaders in utilizing the tools available to them from Pack 61 to help them communicate
with other leaders and with their parents/scouts.

There are two tools available to leaders. The email lists and pack website. The email lists are available for all leaders and for
individual dens. The pack website is the other method of communication available.

The email lists for the pack are the primary method of communication that will be used. Den must ensure that their parents are
setup on the den lists and leaders need to be sure they are setup on the leaders list. Event information, changes, newsletters, etc
will be distributed via the email list so having them up to date is critical to ensure good communications.

The pack website is also available for leaders and dens to use. Each den will have the ability to publish information to the website in
an area set aside for each of them. Leaders can also publish information and events that are important for the pack to the website.
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EMAIL LISTS

There are two main email lists for leaders to be aware of. The leaders@pack61.com list is an email list for all adult leaders in the

pack. Then each den has an email list for communicating with all the parents of that den (ie. Denl@pack61.com).

PACK61 EMAIL LIST

The pack61 mailing list is a consolidated list of all the den’s email lists so that pack-wide communications can be sent to all parents
directly. The usefulness of this list is dependent on each den having it’s list up to date.

LEADERS EMAIL LIST

The leaders email list is setup for communications between the leaders of the pack. This is the primary method that is used for
leaders to coordinate events, information, and concerns outside of the monthly committee meeting. Every leader should ensure
that they are registered to receive emails from the list.

To register to be on the leaders list, send an email to leaders-request@pack61.com with a subject of “subscribe”.

To remove yourself from the leaders list, send an email to leaders-request@pack61.com with a subject of “unsubscribe”.

DEN EMAIL LIST

Each Den has been setup with an email list for their use. These lists will also be used as a consolidated method for Pack
communications. This method will allow the den, parents, and pack leadership to communicate consistently with everyone. It will
eliminate the case of individuals being left off email lists that each person tends to keep.

The email address for each den is: den#@pack61.com (for example denl@pack61.com). It will be the responsibility of the den to

ensure that the list is kept up to date with the valid email addresses for the scout families in the den. Each scout/family can have as
many email addresses setup in the list as they would like.

The scout parents can register themselves to the den email list or remove their email from the list whenever they choose. The
process for each parent to add or remove themselves is easy.

The Den leader(s) and parents can all use the Den email list. Sending an email to den#@pack61.com will distribute the email to all

email addresses setup in the list.
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PARENTS METHOD TO ADD OR REMOVE FROM DEN EMAIL LISTS

To add your email to the Den email list, send an email to den#-request@pack61.com (for example: denl10-request@pack6l.com)
with the word “subscribe” in the message body. To remove your email from the Den email list, send an email to den#-

request@pack61.com with the word “unsubscribe” in the message body.

A sample communication that can be shared with the families of each Den is in the box below. Just replace # with the number of
your Den.

Den # Family,

Pack 61 has setup an email mailing list to use for our den and for Pack-wide communications.
Den-wide and Pack-wide messages will only use this mailing list for email communications so
it is important that your email address is properly registered. You can setup as many
different email addresses as you wish in the list to ensure you receive information.

For each email account that you want to receive Den/Pack emails from, please do the
following:

1. Send an email to den#-request@pack61.com with a subject of subscribe This will
register that email address.

If you no longer wish to receive emails at an address, just do the following from that email

account:

1. Send an email to den#-request@pack61.com with a subject of unsubscribe. This will

remove the email address from the den list.

If you would like to send a message to everyone in our Den, just address the message to:
den#t@pack61.com and compose your email as you normally would. If everyone uses this

method it will help to ensure that everyone gets the same message.
Thank you and please register your email addresses as soon as possible!
Yours in Scouting,

XXXX
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MANAGING THE DEN WEB PAGES

Each Den in Pack 61 has a section on the Pack website to utilize for it's own information sharing. The Den Leader (or someone they
assign) has the ability to add pages, remove pages, or change pages on the web site.

CREATING A NEW PAGE FOR A DEN

1.

2.

Navigate to the Pack 61 website — http://www.pack61.com and scroll to the bottom of the page until you see the Adult
Login box. (Figure 1)

You login username and password has been supplied to each den. If you need assistance, contact the Pack
webmaster at mailto:webmaster@pack61.com

month.

AduLIchin

Username

Password

Remember Me [

® Forgot your password?
® Forgot your username?

Me|

Figure 1

Event Information
Our Dens
Pack Committee

Photo

Timucua District
Contact Us

Your Acco Jetails

Submit Co ‘h

Online Popcorn Orders

After logging in, if you want to add new content to your den web page, select the Submit Content option on the menu bar
on the right-hand side of the page. (see Figure 2)

Figure 2
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a. You may have to scroll down the page that opens to see the article editor, depending on your internet browser.
(see Figure 3)

Submit an Article

Editor

Title: [Save ][ cd

v Format

= | \ \ \ &
Hy-28 T —EHe B0

X, x° ABE BB

Font famly  ~ Font size MESEE

Path: Y,

Image 2% | | Pagebreak Read more Add attachment )| | Joomimage =5

Figure 3

On this page (Figure 3) you can enter the title for the new article.

You can then use the editor window to put the information you’d like. The editor will show you how it looks as you type.

has a general Microsoft word feel to it.
There is an ‘Add Attachment’ button if you have an attachment (PDF/Word) document to attach to the article.

Once you’ve finished with the article you then need to assign it to your den pages. Below the editor (Figure 4) you’ll see
some other options. You need to select these options for it to show up on the page for your Den.

a. Section: Dens

b. Category: Den# (for example, den13).
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Publishing
Category: %
Published: O Mo @ Yes
Show on Front Page: & No O Yes
Author Alias: |
Start Publishing: \“_']
Finish Publishing:  [Never |

Access Level:
Reqistered
Special

MNew Article defaults to the first position. Ordering can be changed after this

Ordering:
reenns Article has been saved.

Metadata

Description:

Keywords:

Figure 4
7. You do not have to put any other information in these optional boxes, unless you wish to use them.

a. The Start Publishing & Finish Publishing options let you select a date/time range that this article will be visible on

the pack website.

8. Select the Save button above the editor to publish your page to the den site.

REMOVING A PAGE FROM A DEN SITE

1. Navigate to the Pack 61 website — http://www.pack61.com and scroll to the bottom of the page until you see the Adult

Login box. (Figure 5)

a. You login username and password has been supplied to each den. If you need assistance, contact the Pack
webmaster at mailto:webmaster@pack61.com
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month.

Adulf Login Me

Username
Password

Remember Me []

® Forgot your password?
* Forgot your username?

Figure 5
2. Navigate to the page for your den that needs to be removed.

3. Onthe den page, click on the paper/pen icon for the portion you want to remove. (Figure 6). This will pull up the page in
the editor.

Planning an outdoor

h
activity %}

‘We are planning an outdoor activity Edit Article
sometime in December. Send suggestions for | Unpublished
time/place/activity to the den leader. Public

Wi ‘" 00k
@ Add attachment ednesday, 26 November 2008

den13

Figure 6

4. Select the No button on the publish line in the options section, and then click Save. (Figure 7)

Publishing

Section: |Pack 51 Dens v/
Category:
Published: Mo ) Yes

Show on Front Page: (é.%g O Yes

Author Alias: |

Start Publishing: |2008-11-26 00:00:00 =
Finish Publishing:  [Never =
Access Level:
Figure 7

5. The page may be cached by the server for approximately 15 minutes. If you navigate back to your den page and it doesn’t
disappear immediately, try again in 15 minutes.
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MANAGING PACK WEB PAGE

Each Den in Pack 61 has a section on the Pack website to utilize for its own information sharing. The Den Leader (or someone they
assign) has the ability to add pages, remove pages, or change pages on the web site.

CREATING A NEW PAGE

1. Navigate to the Pack 61 website — http://www.pack61.com and scroll to the bottom of the page until you see the Adult
Login box. (Figure 1)

a. If you need assistance, contact the Pack webmaster at mailto:webmaster@pack61.com

month.

Adull Login Me
Username

L |

Password

Remember Me []

® Forgot your password?
® Forgot your username?

Figure 8

2. After logging in, if you want to add new content, select the Submit Content option on the menu bar on the right-hand side
of the page. (see Figure 2)

Event Information
Our Dens

Pack Committee
Adult Training

Photo

Timucua [ £
Contact Us

Your Acco Jetails
Submit

Year end y
Online Popcorn Orders

Figure 9

3. You may have to scroll down the page that opens to see the article editor, depending on your internet browser. (see Figure
3)
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Submit an Article
Editor
Title: [Save][ 2
@ B 7 U sh= - Format -
[ Q=Y ¥4
H | | | | =
Ev-0RT—[E8e 8D
Font famly = Fontsize ~ = = i X, X ape B
Path 4
Image ¥ | | Papebreak Read more Add attachment §) | | Joomimage &=

Figure 10

On this page (Figure 3) you can enter the title for the new article.

You can then use the editor window to put the information you’d like. The editor will show you how it looks as you type.

has a general Microsoft word feel to it.
There is an ‘Add Attachment’ button if you have an attachment (PDF/Word) document to attach to the article.

Once you’ve finished with the article you then need to assign it to your den pages. Below the editor (Figure 4) you’ll see
some other options. You need to select these options for it to show up on the page for your Den.

a. Section: Pack Events

b. Category: (Select the event — or Not_Listed — email webmaster@pack61.com to get a new event entered.
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Publizhing,
Section: | Pack 61 Events V|
Categor | Scout Day with the Rays IS, v
Published: O HNo @ ves K
Show on Front Page: @ No O Yes
Author Alias: | |
Start Publishing: |2008-08-02 13:5241 |
Firish Publishing:  [Never =
fccess Level: Fublic
Registered
Special
. Mew drticle defaults to the first position, Orderng can be changed after this
Crdering: .
Article has been saved,
Metadata
Figure 11

8. You do not have to put any other information in these optional boxes, unless you wish to use them.

a. The Start Publishing & Finish Publishing options let you select a date/time range that this article will be visible on
the pack website.

9. Select the Save button above the editor to publish your page to the den site.

REMOVING A PAGE FROM A DEN SITE

1. Navigate to the Pack 61 website — http://www.pack61.com and scroll to the bottom of the page until you see the Adult

Login box. (Figure 5)

a. You login username and password has been supplied to each den. If you need assistance, contact the Pack
webmaster at mailto:webmaster@pack61.com
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month.

Adulf Login Me

Username
Password

Remember Me []

® Forgot your password?
* Forgot your username?

Figure 12
2. Navigate to the page for your den that needs to be removed.

3. Onthe den page, click on the paper/pen icon for the portion you want to remove. (Figure 6). This will pull up the page in
the editor.

Planning an outdoor

h
activity %}

‘We are planning an outdoor activity Edit Article
sometime in December. Send suggestions for | Unpublished
time/place/activity to the den leader. Public

Wi ‘" 00k
@ Add attachment ednesday, 26 November 2008

den13

Figure 13

4. Select the No button on the publish line in the options section, and then click Save. (Figure 7)

Publishing

Section: |Pack 51 Dens v/
Category:
Published: Mo ) Yes

Show on Front Page: (é.%g O Yes

Author Alias: |

Start Publishing: |2008-11-26 00:00:00 =
Finish Publishing:  [Never =
Access Level:
Figure 14

The page may be cached by the server for approximately 15 minutes. If you navigate back to your den page and it doesn’t disappear
immediately, try again in 15 minutes
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EVENT CALENDAR

Anyone with a login to the Pack website can add/modify events on the calendar.

ADDING AN EVENT

1.

Navigate to the Pack 61 website — http://www.pack61.com and scroll to the bottom of the page until you see the Adult
Login box. (Figure 1)

a. If you need assistance, contact the Pack webmaster at mailto:webmaster@pack61.com

month.

Adull Login Mel

Username

Password

L 1]
Remember Me [
Figure 15
2. After logging in, to add/modify events, select the Pack Calendar option on the menu bar on the right-hand side of the page.
Figure 16
3.

This will open the Pack Calendar listing of all future events. To add an event, click the ‘Submit new event’ link.
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Submit new event Shaw Archive
Pack Calendar N
Limit
Date & Title Location Type
Figure 17

4. The window that opens will allow you to enter the information regarding the event. Enter a title, dates, times, and any
description or link to another page.

a. The Category will typically be Pack Event

Pack Calendar
Save Cancel

Details

Title:

Wenue: Submitnewwvenue Mo Venue

ﬁ select

Category:

Date:
Enddate: =
Time:

Endtime:

Repetition
Repetition:

nothing %

Description

@ B I U
Q@ X% G @
o | \

Skyles ~ Format -
Q%A

| =y
By-EBR T —[ENe o850

Font Family  + Font size M= X, X AEC BB

& m
— 3 i
& il

Figure 18

5. You can either Submit a new venue or select an existing one. Venue = location for the event.
a. Clicking on the ‘Submit new venue” link will bring up a window to add a new venue.

Chartered by the Brandon 86 Rotary Club

PO Box 718
Brandon, FL 33509
http://www.pack61.com



Cub Scout Pack 61

Timucua District — Gulf Ridge Council
Valrico, FL

\\NS5(//%,
+

b. Enter the Name, address, and website to the location if available. Selecting ‘Yes’ for a Map link will allow a google-
map to be accessible on the event page.

Pack Calendar

Save Cancel

Address

Venue:

Street:

IR L4}
City:

State:

Country:

Website:

Add a map tink: =

Mo
Yes

@0

Description

Styles ~ Format

=Y -3 T

Font family - Font size

Figure 19

If you ‘Select’ an existing venue, a popup window with the current list of venues is available.
Select the name of the venue to use.

p—— - -
1 Tropicanna Field % Saint Petersburg s
2 Burns Middle School Brandon s
3 3% Amercan Victory Tampa 3
4 (Valrico) The Church of Jesus Chnist of Latter Day Valrca 3
5 Disney's Fort Wildemess Crlando s
6 Camp Brorein Odessa s
7 MeGregor Smith Scout Reservation Tnverness us
2 Flaming Arrow Scout Reservation Lake Wales 3
9 Ewangelical Presbyterian Church Plant City s
10 Cedarldrk Camp Lithia s

Figure 20

Once you’ve entered all the information for the event, click the Save button.
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MODIFYING AN EXISTING EVENT

1. Navigate to the Pack 61 website — http://www.pack61.com and scroll to the bottom of the page until you see the Adult
Login box. (Figure 1)
a. If you need assistance, contact the Pack webmaster at mailto:webmaster@pack61.com

month.
Adull Login Me]
Username
Password
Remember Me []
e T

Figure 21

2. After logging in, to add/modify events, select the Pack Calendar option on the menu bar on the right-hand side of the page.
Figure 22
3.

This will open the Pack Calendar listing of all future events. Click on the event name to view/edit the event.
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Submit new event Show Archive

Pack Calendar

Limit

Date & Title Location Type

0942072009  Scouts Day with the Tropicanna Field Council Spansered Event
Rays. Q

0972072009
01,38 Pi -
0700 Py

Figure 23

When viewing the event information, you can select the ‘Edit Event’ or ‘Edit Venue’ links to modify either the event
information or the Venue information.

Edail

Pack Calendar
Event Edit Event
Title: Edit Event the Rays

Click to edit an event
When: e 202009 01,38 - OF.00PA
‘Where: Tropicanna Field - Saint Petershurg
Category: Council Sponsered Event
Description
Information & Payments
Wenue Edit Venue
Location: Tropicanna Field ‘@
Street: 1 Tropicana Dr
Ap: 33706
City: Saint Petersburg
State: FL
Country: =S
Description
Sorry, no description available

Figure 24
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