
From the Tour and Activity Plan dashboard, you have the ability to create a new plan, edit an 
incomplete plan; or view plans that are scheduled, completed or archived.



This screen provides a checklist of what you’ll need prior to completing a plan. Click Next.



Click on the arrow and select 
your unit from the drop down.

Complete the required information on this page and click Next.  Note: The system will display an error if 
certain fields are incomplete, but will allow you to continue (except for those fields that are required). 



Complete the required information on this page and click Next.  



Select a registered adult in the Adult Lookup field and complete the rest of the form. When done, click Add 
in the top right corner.  To add another registered adult, click Add Registered Adult and complete the form.

To add non-registered adults who are going on the tour, click Add Other Adult, complete the form 
and then click Add in the top right corner.  When all adults are entered, click Next.

Please remember 
to select if adult’s 
YPT is current.



Enter information under Departing. Click on Going To and enter destination information. When complete, 
click Add Destination to save. Another Add Destination form will open to complete if you plan on traveling 
to another destination.  If not, click on Returning and enter return information. When done, click Next.



Select the type of activity the unit will be participating. The system will automatically display the trainings 
required for the selected activity on the following screen.  Note: If a camp activity, you need only select 
Wilderness/Backcountry. 

If an activity is not listed, enter it under Other Activity.



Based on the activity selected, system displays the required training needed.  Click on the drop down 
for each training and select an adult from the list who has completed the required training and 
complete the rest of the form.



The system sends a notification to individuals associated to the unit (Key 3) & emergency contact.  Select edit if 
their email address is incorrect.



A Summary of the tour will display allowing you to review it before submitting.  Yellow indicates missing 
information but is not required to complete.  Red indicates required and should be corrected.

Selecting on a red highlighted 
item will take you to that 
section for you to edit.



Check the box next to “I certify”.  Once checked, click Submit at the bottom (not shown).

Reasons for issues:

• Does not see the Tour and Activity Plan in their MyScuting account – What internet browser are they using? Is their 
member ID associated to their MyScouting account? Are they currently registered?

• Unit does not display in the drop down – check same as above.
• Registered members do not display in the drop down – check same as above.
• How do they know if a TAP was approved – Council does not approve TAPs, they review and verify if the TAP application is 

complete.  If any information is missing, council will contact the volunteer.
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