
Troop Scribe Instructions 

 

Congratulations on being the Troop Scribe!  As the scribe, you will take notes during the troop meetings 

and post your notes on the Troop Web Site.   

Please never post any of the following: 

 Full Last Names of any scout … you can use First Name and Last Initial like “Mike L.” or “Brian 

M.” 

 Contact information … no email addresses, home addresses, phone numbers. 

Follow these steps to post to the Web Site: 

Access the Troop site at 511scouts.com, and click the Wordpress Admin link at the bottom of the screen. 

 

  



Sign in to the site with the User Name Scribe and the password given to you by the Web Site 

Administrator. 

 

From the dashboard, click Posts, then Add New.  Enter the subject as “Troop Meeting” followed by the 

meeting date. Type your notes in the body of the post. Check the Minutes category. Click Publish. 

 

That’s it!  You can log off, and verify that the posting appears on the Minutes screen. 

Great job! 


