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District Web Pages for Unit Commissioners 
 
Each District will have a link on the right side of their District Home Page for Commissioners. The exact 
location will vary depending on what your District Webmaster has set up. But the URL addresses are:   
 

http://www.scoutingvermont.org/EthanAllen/Commissioners/ 
 
http://www.scoutingvermont.org/CalvinCoolidge/Commissioners/ 
 
http://www.scoutingvermont.org/ThreeRivers/Commissioners/ 
 
http://www.scoutingvermont.org/LongTrail/Commissioners/ 

 
Each of the District Commissioner’s pages will also vary, depending on what your District Webmaster 
and District Commissioner have set up. But the options on the right hand side of the screen should be 
similar. 
 

 
 
Before you can use the Commissioner tools, or even see the options for Commissioners, you must have a 
MyCouncil profile, be logged in, and be listed on your Districts Commissioners Staff Roster. Before you 
can add Posts and Comments you also must have Units assigned to you.  
 
Contact your District Commissioner if you have any problems. They will either set you up, or refer you to 
your District Webmaster who can assist you. 
 
Once your MyCouncil login has been linked to your Commissioner Roster Record (linked using your 
email address) you must use your MyCouncil Profile to make any changes. How your email address and 
phone numbers appear on the rosters will be controlled through your MyCouncil Profile settings. 
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Checking your Unit Assignments 
 
Go to the Commissioner Staff Roster for your District 
 

 
 
Find your name in the roster, and click on it, then select the Units tab 
 

 
 
The Assigned Units list should show every unit you are currently assigned to. If all you see on the right 
hand side of the page is Home and Staff Roster, you may have forgotten to sign in. You should see other 
options. What you see will depend on what your District Commissioner sets up for you and your District. 
Most Commissioners will at least see options for: Home, DashBoard, Staff Roster, News Stories, Event 
Calendar and Files & Downloads. 
 
The key to the Commissioners pages will be your Email Address. Make sure you give your DC the 
correct one, and that your MyCouncil account is the SAME email address. 
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Updating Posts 
 
There are several ways to get to the point where you can add a post to one of your units. You can go 
through the commissioners pages shown above, or you can go directly to the unit page through the 
District Unit Pages or Our Units links. If you have requested to be a friend of a unit, and they accept your 
request, you will also have them showing under your QuickLinks. (Navigating the GMC Website is a 
separate class). By following the steps shown above for checking your unit assignments you can click 
through to any of the units showing. You can also get a list from your Dashboard, and click through from 
there. If you go through the unit page, you will need to click on the Commissioner link on the right. 
 

 
 
The Commissioner page for the units you are assigned to should have a blue [Add Post] option to the right 
of the Unit Number and Town, and to the left of the red Unit Numeral patches. If you do not see the 
option to [Add Post] when you visit one of your unit’s commissioner page, first check to make sure you 
are signed in. At the top of the web page you should see your name: MyCouncil and Sign Out. If you see 
Join or Sign in, please log in to the site and it should update the page to show the Add Post option once 
you are properly signed in. 
 
(If you are signed in properly and do not see the option to add a post, and you see that you are showing as 
the unit commissioner for the unit, contact Theresa Nelson scouter.nelson@comcast.net (802) 442-4781 
immediately. We are trying to track an intermittent, unexplained bug in the software.) 
 
Click on [Add Post] to create a new Post entry 
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Adding a Post: the Post tab screen 
1. Select Post Type. If you spoke to an individual at the unit, it is considered a visit. 

 
 
2. Select Visit Type 

 
 
3. Enter or select the Date of the Visit 
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4. If there is an item mentioned in your post which you would like to set a follow-up flag for, you can 
select a Yellow flag or a Red flag. This will appear on the Dashboard until you remove it. 
 

 
 
5. If you would like to block any other commissioners from adding a comment to this post, you can 
remove the check mark in that box. 
 
Adding a Post: the Comment tab screen 
 
IF  YOU ATTEMPT  TO SAVE AT  THIS  POINT,  YOU WILL  BE AUTOMATICALLY  TAKEN  TO 

THE  COMMENTS  TAB  SCREEN AND AN ERROR MESSAGE WILL  BE DISPLAYED. 
 

6. Enter your comments in the comments screen. It has it’s own simple editor, which will allow you to 
Bold, Italicize, Increase indent, decrease indent, number, bullet, check spelling, search, copy, paste, undo 
or redo. If you copy and paste from another document or email, some unwanted formatting may copy 
across, and you can see it in the HTML code view. Normally, you would only need Design view. 

 

 
 
7. SAVE 
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Once saved, the post will appear on your unit under the commissioner tab and on your DashBoard, as well 
as your Assistant Commissioner’s DashBoard, Commissioner’s DashBoard, and the Council DashBoard, 
but only available to be viewed by authorized individuals on the Commissioner’s roster. 
 

 
 
Followup flags will appear to the left of any visit you added them to. To remove the flag, you will need to 
edit the visit. When editing, remember the post has two parts. You can add comments without removing 
the flag, or if you add a comment which explains the resolution, you need to edit the post header to 
remove the flag. 
 
Note about dates: If you are using IE 8, do NOT attempt to use the date drop-
down calendar while you are in Compatibility mode. If you are using IE 7 or earlier, 
do NOT attempt to use the date drop-down at all. If you find you are being “kicked 
out” of the entry and end up back at the home page, try typing the date instead of 
using the selection calendar. We are working on getting this corrected. 
 
If at any time during the process you have ANY trouble with getting kicked out or 
sent back to “HOME” contact Theresa Nelson immediately so we can keep track 
of the occurrences and look for a pattern. The most common errors are 1. not 
logging in, 2. having multiple windows open and Logging out of one (which will 
effect your login status for the other) or 3. older browsers. Thank you for your help 
and patience with this new software module. 
 

Theresa Nelson, GMC Website Administrator 
scouter.nelson@comcast.net 
(802) 442-4781 
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Viewing and Editing Posts and Comments 
 
When you view a post, it will give you the options to Edit or Delete it. You cannot delete the last or only 
comment on a post, but you can edit the comment or delete the entire post. 

 
When you view a post with more than one comment, the comments will be “snipped”. If you want to view 
the entire comment, click on the down arrows button to expand the entire comment. 
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This is what the post looks like with the comment expanded. (There currently is no reverse option) 
 

 
 

Adding additional comments to an existing post is the same as the second half of creating a new post. See 
page 6 (steps 6-7 of creating a post). 
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Using your Dashboard 
 
You must be signed in to MyCouncil in order to view your Dashboard. Go to your own District’s 
Commissioners pages. There will be a link to your DashBoard in the right hand column. 

 

 
 
The system will match your MyCouncil login to the Unit Assignments and display YOUR DashBoard. 

 

 
 
Unit Commissioner DashBoards would include only their assigned units for which they have entered 
posts. If one of your assigned units doesn’t appear on your dashboard list, maybe it’s time to pay them a 
visit, give them a call, and/or enter a post. If you are unable to add a post for one of your units, check the 
Unit Assignments. If your name doesn’t show next to a unit you are serving, contact your District 
Commissioner, or Assistant District Commissioner, to get your Unit Assignments updated.  
 
(There have been some data issues in Long Trail. If you have any problems contact Bonita immediately. 
Or email Theresa Nelson, GMC Website Administrator with a description of the problem so we can 
research it) 
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District and Asst. District Commissioners Comments 
 
District Commissioners and Assistant District Commissioners will have a list of units including all units 
assigned to Unit Commissioners under them on the roster. Below is what the District Commissioner for 
Ethan Allen District would see. The dates default to the current date plus the prior 30 days. You can 
change the date range (to get prior month, weekly or Annual counts) You can see the most recent flag for 
a unit in the right hand column. ADCs and DCs might want to check those to see if a Unit Commissioner 
needs assistance.  

 
 

District Commissioners and Assistant District Commissioners can add comments to the posts of Unit 
Commissioners in their assigned areas. 

 
There is an entire connected set of Commissioner tools for the Council Commissioners. That is a separate 
training session. But check out the Council>Commissioners page on a regular basis... Bob keeps his 
Council Commissioner Staff home page updated, with current information for all of the Commissioners, 
and links to Training and Resources. 
 
http://www.scoutingvermont.org/Council/Commissioners/ 
 


