OVERVIEW
The mission of Unit Service is to help units better serve more youth through Scouting.
Our Objectives:

1. Supporting unit growth and retention through the Journey to Excellence
Contacting units and capturing in commissioner tools their strengths, needs and a unit
service plan that enables continuing improvement.
3. Linking unit needs to district operating committee and other resources
Supporting timely unit, district and council charter renewal.
5. Supporting unit leaders by delivering effective roundtables that provide program ideas,
relationship development, and timely communication
This document is intended to give Administrative Commissioners an overview of the updated
version of Commissioner Tools. Phase 2 of the Commissioner tools training project will include
updates to all relevant courses in the BSA Learn Center, Instructor led basic training courses,
and College of Commissioner Science courses. This is your primary training document until
further notice. There will be a separate document for the following groups of commissioners:

e Unit Commissioners
e Administrative Commissioners
e Roundtable Commissioners.

Depending on your role as a commissioner, you can go directly to the document that pertains
to your role. You are also encouraged to read through the other documents.

The updated version of commissioner tools provides a new look and feel with improvements to
all who use Commissioner Tools. New features include easier navigation, and a completely
redesigned report section with customizable date ranges (fig 1). The tool is also being re-
platformed so that all my.scouting tools are built sharing the same application programming
interfaces.

This document will focus on the commissioner administration function, Commissioner profiles
and reports. Please read the unit commissioner document and the roundtable commissioner
document to learn about assessments and documenting roundtables.

https://filestore.scouting.org/filestore/idg/Tools Phase 1 Training Unit Commissioner.pdf

https://filestore.scouting.org/filestore/ida/Tools Phase 1 Training Round Table Commissioner
-pdf



https://filestore.scouting.org/filestore/idg/Tools_Phase_1_Training_Unit_Commissioner.pdf
https://filestore.scouting.org/filestore/idg/Tools_Phase_1_Training_Round_Table_Commissioner.pdf
https://filestore.scouting.org/filestore/idg/Tools_Phase_1_Training_Round_Table_Commissioner.pdf

NAVIGATOR/ORGANIZATION NAVIGATOR

Administrative commissioners have unique functionality in commissioner tools. The biggest
difference is the administration tab that you see in the left column of your dashboard when you
log in to commissioner tools. Unit commissioner and Roundtable commissioners do not have
this functionality.
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This tab has a dropdown list so that you can choose to assign a unit to a commissioner or assign a
commissioner to a unit. The next two figures will illustrate this functionality.
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When the Administration tab is selected, the dropdown window shows Unit Admin and Commissioner
Admin. Selecting unit admin produces a list of all the units in your district.

Selecting the unit admin tab gives you a few options when deciding which units need commissioners
assigned to them. Select the show All Units button and you get choices as to which units you would like
to see.
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The pulldown bar in the upper right corner [add red box on figure?]gives you the option to view all units
in your district, a list of units that do not have a commissioner assigned, and a list of units that do have
commissioners assigned. The far, right column on the page shows you how many commissioners are
assigned to any given unit. (note that you can assign more than one commissioner to a unit.)
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The important feature here is that you can select one or more units to assign to a commissioner. Once
the units have been chosen, the “assign to” button at the top of the page becomes active and you can
select the commissioner to whom you wish to assign the selected units.
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Select the units you wish to assign to a commissioner. Now choose the “assign to” button.
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A list of the units you wish to assign appears as does a dropdown list of the commissioner to whom you
can assign the units. Select the commissioner you wish to assign these units.
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Figure 7

Selecting the assign button produces a confirmation screen that allows you to unassign if made an

error.
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In the previous example, we assigned units to a commissioner, now we will assign a commissioner to a
unit through commissioner admin.
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The process works similar to the previous example. Select the commissioner from the list that you wish
to assign a unit to.
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Select the commissioner then select the assign to button at the top of the page.
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Figure 11

When you have selected the assign button, a new window appears with pulldown boxes, the first allows

you to select the program type for the unit, Pack, Troop, Crew, Ship. After selecting the type of unit, you
select the unit.
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Figure 12
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Select the specific unit you wish to assign to the commissioner.
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Figure 14

You have chosen a program type and you have chosen a specific unit, now click the assign button and
the commissioner is now assigned to that unit. After selecting the assign button, you are returned to
Commissioner Administration window.
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Another important feature of this window is that you can view the profile of each of you commissioners
by clicking on their name.
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The profile page gives you a snapshot for each of your commissioners. It can show you all the registered
positions the commissioner holds, it provides a list of units to which the commissioner is assigned, and It
provides a history of the contacts the commissioner has made. The final data field gives you a view in
graph form of the number and types of assessments the commissioner has completed during the last
four months.



Commissioner tools also provides a profile tab for each commissioner which gives them a snapshot of
themselves as a commissioner. The profile tab is available to all commissioners so they can see how they
are performing as a commissioner.
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Unit commissioners input valuable and actionable information into commissioner tools when they
record their unit contacts. This is important for them as unit commissioners so that they have a record
of the assistance they are providing to their units. It is also important for unit commissioner succession
planning because newly assigned Unit Commissioners can view the history of the unit.. Administrative
commissioners at all levels of the organization can see the health of the units in their jurisdiction to
provide help and guidance when needed. Reports give commissioners actionable information to ensure
that units remain healthy and able deliver the promise of Scouting to the youth they serve.

The reports available in commissioner tools gives you the information you need as an administrative
commissioner to lead your commissioners in achieving the objectives of Unit Service.
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The reports tab displays the window shown above. At the very top of the page, you find the names of
Council or District Key 3.

The reports section provides a list of all the reports that are available in commissioner tools. You will
notice that the list is shorter than in the earlier version of commissioner tools because you are able to
select a specific date range that covers the data you wish to retrieve.
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This is particularly helpful when you need information that has been reported for more than one year.
Sometimes our “Scouting year” differs from the calendar year. The following reports are available in
Commissioner Tools. This listing shows the data provided in the report. A new feature in this version of
Commissioner Tools is that reports can now be generated using a range of dates instead of just a year to
date range. This should improve performance and provide more relevant data to administrative
commissioners.
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The Assigned Expired Units report displays a list of all expired units that are currently assigned to a

commissioner.
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The Commissioner Contacts Report — Displays all contacts made for units within the council and/or

district. The report displays sub-totals for all assigned contacts.
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When unit commissioners contact units and they encounter another adult leader whom they think
might be a good commissioner, as part of the detailed assessment, the commissioner can enter the
name and contact information of such a commissioner prospect. This report provides a consolidated list
of leaders who might make a good commissioner. This report can help with recruiting unit
commissioners.
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Commissioners Without Contacts - lists all commissioners that have not made a contact within the
council and/or district as of the date of the report.
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shorized purposes on

Merthern sea

Council 250

behal

of America. Disclosing, copying. or making any inappropriate use of this roster information is swictly prohibited.

Export to CSV
Organization Name  Neethern Star Counci 250
Period of Time  From Jan 2019 1 Feb 2018
Report Generated By Jonn Capec
Date Report Generated  03/27/201%
E=D
K < > 3 Pogmit of 44| GO
Records: 873

Council Name DisinctName  Subdistrict Name | Unit Type UnitNumber | Charter Org New Unit MewUnitDate  Jan Simple Jan Desailed Feb. Simple Feb, Decailad Total
INorthern Star Couneil 250 Chief Black D crew 1776 American Legion Posz 1776 N o 0 0 0 0
Northern Siar Council 250 Chief Black Do 16 Pack 2108 LDS Lakesile Siake - Bumsile Ward N 1 0 o 0
Northern Star Council 250 Chief Blsck Dog 16 Pack 3801 LDS Lakesibe Stake - Prior Lake Ward  No 1 0 ° °
Merthern Star Council 250 Chief Elsck Dog 18 Paci 9103 Eagan Lisns Clus Ne o 0 v 0 0
Northern Star Cauncil 250 Chief Blsck Dog 18 Pack 5108 Oskricge Bemercary Schoal BTO. Mo o 0 o 0 0
Narthern Star Cauncil 250 Chief Blsck Dog 18 Pack 5202 Grace United Meshadist Crurch N o 0 o 0 0
Mierthern Star Cauncil 250 Chief Blsck Deg 18 Pacs: 9205 Wastview Schoo! PTO No o 0 v 0
Narthern Star Council 230 Chief Blsck Dog 18 Pack 221 LDS Oakcle Seake - e o 0 ° 0
Northern Star Council 250 Chief Black Dog 16 Pack 9227 Rotary Club OF Apple Valley No o 0 0 °
Marthern Szar Cauncil 220 Chiad Black Dag 1€ Packc 9292 Spiric OF Lifa PresbyerianChurch — No o 0 o 0
Narthern Ssar Council 230 Criaf Bisck Dog 18 Pack Lions €l of Rosermours Minnesara Mo o ° ° 0 0
MNarthern Sear Counci et Biack Dog 1€ Pack 9238 Grace Lucharan Church of Apple Valley No o 0 o 0
Northern Star Council 250 Chief Black Dog 16 Packc Desrwood Elemencary School PTO Mo o 0 ° 0 0
Northern Siar Council 250 Chief Black Dog 16 Pack Agvars United Mathadis: Church No o 0 ° 0 0
Norther Star Counci 250 Cnief Bisck Dog 16 Pack 453 Eagan Lons Club No o 0 0 0 0
Norther Siar Council 250 Chief Black Dog 16 Pack 8455 Emanuel Lisheran Church No o 0 ° 0 0
Norther Siar Council 250 Chief Black Dog 16 Pack: 2488 Fic Acadey ves o 0 ° 0 [}
Norther Star Council 250 Chief Biack D0g 16 Pack: 9508 LDS Lakeuile Scake - Apple Valley Ward No o 0 ° ° 0
Norther Siar Council 250 Chief Black Dog 16 Pack 2622 Sagan Fre Depe 21 Ne o o ° 0 [}
Northern Star Council 250 Chief Black Dog 16 Pack 708 LDS Lakevitle Scake - LakewileWard  No o 0 ° 0 0

Figure 26



The district Contact Stats Report displays the number of contacts made over the date range selected, for
a unit either at the district or council level. Only units within the selected district or council will appear.

@ BOY SCOUTS OF AMERICA’ contacts in Progress Report

This roster information is to be used only for authorized purposes on behalf of the

Council  Northern Star Council 250 _ [E——

Organization Name  Northern Star Council 250

 Scouts of America. Disdosing. copying. or making sny inappropriate use of this roster inform:

Report Generated By John Capecchi
Date Report Generated D3/27/2019

K C||> || Page 1 of 15| GO
Records: 290

Council Name District Name Sub District Name  Org Type Unit Name Contact Date Charter Org. Type Of Contact Member ID Visitor Name Score
Northern Scar Council 250 Crow River 02 Unic Pack3235 0a/02/2015 American Legion Pos 36 Simple Assessment 122322713 Enrique Duane Coronade
Northern Star Council 250 Crow River 02 Unit Pack 3236 11/16/2018 American Legion Poss 96 Simple Assessment Enrique Duane Corcnade
Northern Scar Council 250 Crow River 02 Unic Pack3235 American Legion Post 36 Simple Assessment Enrique Duane Coronade
Northern Star Council 250 Crow River 02 Pack 3236 American Legion Post 56 Detailed Assessment 1. Enrique Duane Coronade O
Northern Star Council 250 Crow River 02 Pack 3236 American Le t 96 Simple Assessment Enrique Duane Corcnade
Northern Star Council 250 Crow River 02 Pack 3236 American Le 196 Enrique Duane Corcnade
Northern Star Council Crow River 02 Unit Pack 3236 American Le t 96 Detailed Assessment 1. John T Capecchi 1
Northern Star Couns Crow River 02 Unit Pack 3246 Christ The King Lutheran Church Detailed Assessment 1. John Richard Andrews 35
Northern Star Council 250 Crow River 02 Unit Pack 3253 Gethsemane Lutheran Church  Detailed Assessment 1483262 John T Capecchi 1
Northern Star Council 250 Crow River 02 Unit Pack 3253 Gethsemane Lutheran Church  Detailed Assessment 1574754 John Richard Andrews 31
Northern Scar Council 250 Crow River 02 Uric Pack 3272 07/m12018 Monticello Lions Club Detailed Assessment 118352320 Samantha Lovise Best 4
Northern Star Council 250 Crow River 02 Unit Pack 3272 07/30/2018 Menticello Lions Club Detailed Assessment 1432857 Timethy G Farley 24
Northern Scar Council 250 Crow River 02 Uri Pack 3272 10/022018 Monticello Lions Club Detailed Assessment 1492857 Timathy G Farley 4
Northern Star Council 250 Crow River 02 Unit Pack 3272 117162018 Meonticello Lions Club Simple Assessment 1492857 Timothy G Farley
Northern Star Council 250 Crow River 02 Unit Pack 3272 Monticello Lions Club Simple Assessment 1432857 Timothy G Farley
Northern Star Council 250 Crow River 02 Pack 3272 Monticello Lions Club Detailed Assessment 02
Northern Scar Council 250 Crow River 02 Pack 3274 Enrique Duane Coronads 0.8
Northern Star Council 250 Crow River 02 Unit Pack 3274 Enrique Duane Corenade
Northern Sear Council 250 Crow River 02 Unit Pack 3312 WPW Post 1901 Enrique Duane Corcnade

Crow River 02 Unit Pack 3312 Enrique Duane Corenade

Figure 27

The contacts in progress report lists contacts that have been started by a commissioner and have not
been fully completed. This report allows Administrative commissioner to contact individual unit
commissioner to see if there is an issue that might require help so that the contact can be completed.
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The Priority needs report provides critical information on units that might be at risk of not renewing
their charter or of failing sooner than charter renewal time. Units on this report need help NOW!

@‘ BOY SCOUTS OF AMERICA'  unassigned Units Report

< > M Pae1 o260

Figure 29

The unassigned units report provides a list of units that do not have a commissioner assigned to them.

; ‘ BOY SCOUTS OF AMERICA’ unassigned Expired Units Report

This raster information is to be Used cnly for umorized PUrPoses on behalf af the Boy Souts of America. Disciosing. Ccopying. or making any iNSPRropriate use of this roster information is SErictly prohibited.

Records: 170

Council Name DistrictName  Sub District Name  UnitType  Unit Number Charter Org Lasz Contact Last Assessment Score New Unit NewUnitDate  ExpiredDate
Northern No
Northern No
Northern No
Northern N
Northern No
Nosther No
Nosthern Star an Paten 0 Ne
st [
Ne
N
N
Ne
Ne
No
No
No
No
No
No

Figure 30

The Unassigned Expired Units report displays units that were not assigned to a unit commissioner and
that did not renew their charter. This report stresses the need to have an adequate number of trained
commissioners.



ég‘ BOY SCOUTS OF AMERICA™  unit Health Report

Figure 31

This is the Unit Health Report. It shows the last numeric health score, last assessment date, if the last
assessment was a Simple or Detailed contact for each unit. It also shows monthly roundtable attendance
for each unit.

To learn about assessments and how they are made and entered into commissioner tools,
please see the unit commissioner document found here:
https://filestore.scouting.org/filestore/idg/Tools Phase 1 Training Unit Commissioner.pdf

As an administrative commissioner, you have responsibilities for Roundtable as well. To learn how
commissioner tools aids your roundtable commissioner please see the roundtable commissioner
document:

https://filestore.scouting.org/filestore/idg/Tools Phase 1 Training Round Table Commissioner.pdf

Several steps are available to you when you need help in using commissioner tools. If you experience
trouble logging in to the system, the first step you should take is to be sure you use Chrome as your
browser. Make sure you clear the cache from your browser and retry logging in. If difficulty persists,
please contact your commissioner tools champion, or call your local council. You can also raise your
guestion on the My Scouting Tools Scouting forum, specifically to the commissioner tools sub-category:
https://tinyurl.com/CommToolsHelp

Scouting Forums

My Scouting Tools Removing a duplicate activity log =
A forum for discussing My Scouting Tools (my.scouting.org) Beascout pin location innacurate
M Internet Advancement M Internet Advancement Change Log

No Electronic Applications for Webelos Joining the troop? =
W My Scouting Change Log B MyScouting Mobile App

B Commissioner Tools \


https://filestore.scouting.org/filestore/idg/Tools_Phase_1_Training_Unit_Commissioner.pdf
https://filestore.scouting.org/filestore/idg/Tools_Phase_1_Training_Round_Table_Commissioner.pdf
https://www.scouting.org/about/local-council-locator/
https://tinyurl.com/CommToolsHelp

