Basics of using the Event Blueprint List

Overview

The Event Blueprint system is to be used for proposing and planning council and district events.
Walking through the defined steps will help you be successfulin planning your event. The new
system is different than the Project Charter system in that:

O You don’t fill everything out at the start. You fill out the basics, get it approved, and at each
“step” will fill out additional fields.

O The Registration/Black Pug, Program Trailer and MCC Facility Reservation requests are
BUILT INTO the system. No need to create separate requests for those functions. *

O The Blueprints move through a process, and only the person working it at that step will see it
in their queue. If you request a Black Pug registration link, it will go to the MCC staff that handles
that, and while they are working on it, the Blueprint will not be visible in your queue. It will returnto
you when itis done.

O Emails at every step to the Owner (copied to Staff Leader) detailing what needs to be done

»

now~.

173

* With this system, you cannot go back in the process. You can update various fields from past
steps, butin the most part this process is sequential -- for a reason: you need facility rental before
Black Pug, and you need Black Pug before you can put in a Marketing request. If you pass the Black
Pug, Facility or Program Trailer step and decide to change your mind, there are standalone forms
you can complete. The Event Blueprint will not go back to that step.

REMEMBER:

- Click Submit to move it through the process

- Youwillonly see it when itis currently at a process step assigned to you

- Youcan’t move it to any other step except forward. (That’s ok. Itis a blueprint,
meant to guide you. Not something restrictive.



Submitting a Blueprint

https://michiganscouting.org/new-event-blueprint/

SUBMIT NEW BLUEPRINT

Event Name [Required)

Event Chair Name [Required) Event Chair Email (Required) Event Chair Phone (Required)
First Last
Staff Advisor Name (Required) Staff Advisor Email (Required) Staff Advisor Phone (Required)
First Last
District/Zone/Type (Required) Duration of Event (Required) Audience (Required)
o () single-day Event Cub Scout
Choose your district/event level... s ingle-day Even D b Seou
'_3 QOvernight or lasting longer than 72 hours D Arrow of Light
Choose your event audience. Choose Council, OA, [] scouts BSA
specific district(s), or entire zones. Choose PF Zone
3 to send to Kristie. Choose GL Zone 2 to go to [ venturing
Catherine for test approval [] Seascouts
[[] Leaders
[[] commissioners
[ public

TIP: On this form, you can type in the date in any date field. No need to use the up/down arrows.

Event Dates (Required) Event Start Date (Required) Event End Date (Required)

() Are Estimated
- M e nn o MM e nn 2~

Using the Event Blueprint List

Each step will send appropriate emails to the assignees (in most cases, the Creator, the Event
Chair email, and the Staff Leader email). The Creator will see the Blueprintin their Event Blueprint
List when they are the current assignee.

https://michiganscouting.org/event-blueprint/

EVENTBLUEPRIN

[

Event Blueprint List Submit New Event Blueprint Event Blueprint Help Planning Guides v

Welcome 12.° " ™™ 5

Dashboard
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Logout

Q  search Inbox P )

1D Form Submitter Step Submitted
48255 Event Blueprint 5 Upload Budget and Program Hazards February 12, 2025 at 11:00 am
47015 Event Blueprint | TN 1 Upload Budget and Program Hazards January 2, 2025 at 10:18 am
46473 Event Blueprint K ciiiS Upload Budget and Program Hazards December 9, 2024 at 1:45 pm



https://michiganscouting.org/new-event-blueprint/
https://michiganscouting.org/event-blueprint/

The entire form will open as you click any of the items in your List. Some fields will be editable, and
some will not, depending on the step. NOTE: This is the key benefit of using this system and a
difference from what we have now. You can now update your initial post throughout the process,
whereas before, once they submitted the Project Charter, you could only update the Attachments
and Notes fields.

Logo8tatus and who it is
currently assigned to
Your Event BlueprintJ.E)rIdIDW
It is Budget and Hazard Analysis time! Please download the Budget Template and complete the budget for your event. You will m

also need to complete the Program Hazard Analysis for your event {if you need more lines, simply fill out multiple copies). If
you need help, refer to the PHA Instructions

Once those two documents are completed, upload them to the Budget Upload and Program Hazards Analysis Upload fields. Lest p.;atea- Feb

Submitted by: Kr

Status: Pending

instructions
for the

show empty fields Upload Budget and Program

Event Blueprint : Entry # 48255
Hazards (Pending Input)

r
Event Name (Required) .
Email; PP .
{Pending]

ERk [TECTE .

r r
Event Chair Name (Requirad) Event Chair Email (Required)

—tinm A Cesml s maea P

i,

some fields are editable

P Save = save changes to the
fields you have modified,
Last but do NOT move to the
next step

Submit = save changes to
r r r .
Staff Advisor Name |Required) Staff Advisor Email (Required) Staff Advisor Phone (Required) the fields you have modified
AND move to the next step
[—— _rg R

include timeline

When done with the Blueprint, you have two options. Save will save any changes made but leave
you at the current step in the process. Submit will save any changes AND move you to the next
step.

There is a Print button you can use at any time. Use this to Print to PDF —you can share this with
others!

You can add Notes at any time.

There is a Timeline at the bottom that shows the item's history and any added notes.

Timeline

Upload Budget and Program Hazards: Entry updated — in progress.
Note: Here are some notes | am adding. No one is notified, but they are here for reference

Approval to Zone Staff Leader: Approved.

Workflow Submitted




Event Blueprint Steps

The below image shows the steps involved in the process. Click Submit to move between

steps.

MCC Event Blueprint Process

Where did it

https:/fmichiganscouting.org/
new-event-blueprint/

https://michiganscouting.org/
event-blueprint/

Click "Save" to keep
your changes but stay

go? See note
at bottom
about yellow

If rejected, the
Blueprint will simply be
set to Complete. If the

volunteer wants to
make revisions, they
should submit a new
Blueprint.

at that step. Click
"Submit" to move to
the next step.

Request MCC Camp
Reservations?

TASK: Program Trailer
scheduled (MCC Staff)

E—

Yes———»
email to camp director

TASK: MCC Facility
Resevation (MCC Staff)

At these steps, choose Yes or
No. If Yes, complete the
fields. Click SUBMIT to send
it to next step. Even if you fill
out these fields earlier on,
you still have to click SUBMIT
for each step.

Request
Registration/Black
Pug?

Approve Black Pug

TASK: Registration/
Black Pug Request
DRAFT (MCC Staff)

Registration?

TASK: Registration/
Black Pug Request LIVE
(MCCstaff)

fWhen at any of the yello
steps, you will NOT see the
BP in your list. Another
person is working on a
portion and making
updates. When they are
done, you will get an email

ubmit Marketing
Ticket?

=<

es

https://michiganscouting.org/
marketing-supportrequest/

Enter a Marketing
Support Request

and will see it in your list
again.

No

i |

y

Once

Planning / Execution of
Event

complete, you
will no longer

steps)

Once submitted,
update the BP and
click Submit. Do
not wait for
marketing to be
done.

seeit. TIP:
o I "Print" to PDF
Event Chair MCE Staff action before end
ction (in Event (not visible to Event )
action (in Chair during these Post Event Processing
Chair's list)

Complete

4.16.25
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