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Important Dates

Getting started — Who can sell cookies.
Safety First

Set your Goals

Earn a Cookie Badge/Try-It

Great Top Selling Tips

Preparing My Cookie Order

Picking up your Cookies

Dealing with Money Matters and Troop Proceeds

Banking Procedures to know
What about Booth Sales?
2010 Cookie Incentives

What amount is my Cookie Dough?

How to log onto SNAP

Editing My Profile and Troop information
Add/Edit/Delete Troop Girls

Placing My Troop Cookie Order

Doing Cookie Transfers

Manage/Edit My Troops Orders
Placing/Editing Recognitions

Entering Finances — bank deposits, etc.
Reports

Scheduling a Booth Sale?
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Maintain, or increase your troop sales from last year;

Answer questions promptly;

Negotiate training time;

Assure that the leader and each girl is well trained;

Gather forms in a timely manner & submit them by the due dates;
Ensure that money is turned in on time and in full;

Reward the troops and girls for meeting goals.
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Cookie College: First Week of January — more information to come
Order Taking : January 8 — January 31, 2010
Order Cards due: February 1, 2010
Enter Orders on SNAP: February 1 — 4, 2010
Order completed or given to SU Cookie Manager: February 4, 2010
SU site, Cookie Delivery:  February 22 - 26, 2010
Booth sales: February 26 through April 18, 2010

Girls Deliver cookies to Customers:  February 22 — March 14, 2010

Money Due to troop cookie parent:  March 15, 2010
Deposit Money & enter deposits on SNAP, finish Ince  ntive order : March 15-18, 2010
Troop Final Paperwork Due: March 18, 2010

Recognitions Delivered : month of May 2010, providing troops meet above deadlines.
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Price:  $3.50 per package for all varieties. $42.00 per case
(12 packages per case)

All funds raised by girls from the Girl Scout Cookie Sale remain in our community. The Girl Scout Cookie Sale allows
GSGil to provide vital funding to support program activities, membership support, training for girls and volunteers,
maintenance of facilities, and financial assistance to girls.

Troops retain $0.40 per box of cookies, in addition to cumulative earned recognitions and cookie dough, which is an
earned award and an added value to the Girl Scout’s family. All in all, a Girl Scout is receiving in troop profit and
benefits 75 cents for every box of cookies she sells.
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Use the great program materials from ABC such as “Smart Cookie Connection” to get started.
Attend cookie training and put a plan in place to train your girls and parents. Many resources are
also available on ABC’s Web site www.abcsmartcookies.com. You and your troop may attend
the Cookie College at the time available in your area, during the first week of January. Cookie
College is a great time to get girls trained, and parent to sign permission slips. This is an optional
event and can be done in place of a troop cookie training meeting.

Train your girls to run their own cookie business by using the tools in the ABC website and the
Volunteer Tool Kit. Be sure to use the new Smart Cookie Connections — Grade Level Activities.
It will provide you with links to safety and goal setting information plus program activities for every
grade level. Role playing helps get girls ready for Success. It teaches girls about the product,
safety rules, and facts about Girl Scouting. It's a fun way to get them prepared for the cookie
sale.

At the troop cookie training, give each girl one order card and permission slip. Girls must have a
signed permission slip before selling cookies. Retain one money envelope per girl to be given out
at time of cookie delivery.

Daisy, Brownie, Junior, Cadette, Senior or Ambassador Girl Scouts, registered in a troop or individually.(new
girls should be registered within two weeks of their first meeting and should not sell until the registration form
has been completed and turned into Girl Scouts of Greater lowa with the $12 annual membership dues).
Girls who are current with their financial obligation (no shortage from past product sales, outstanding checks,
etc.)

Girls with a signed Parent Responsibility and Permission Form may participate (Girls whose parents live
separately and who will both be assisting their daughter, should have both parents sign a separate form and
be given a separate order card). Girls may not receive an order card until the Parent Responsibility and
Permission Form is with the troop’s cookie manager.

Troops who have a troop cookie manager or leader who has attended a Council troop cookie training or
service unit cookie training and has signed a Cookie Manager Agreement.
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& Girl Scouts of the USA does not allow cookies to be sold on the

Internet. This prohibits online auctions, broadcast e-mail messages and/or
posting on individual or troop Web sites.
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Girls must be familiar with the neighborhoods

where they sell.

Sell door-to-door only during daylight hours.

Girls should always wear their Girl Scout

uniform or t-shirt if possible and always wear

their membership pin.

Girls should never enter a customer’s house.

Girl should never approach customers in cars.

Girl Scout Daisies, Brownies and Juniors must be
accompanied by an adult when selling and

delivering cookies.

Girls 11-17 must be supervised by an adult when
selling cookies and should use the buddy system.
Girls should never give out their names,

addresses or telephone numbers to customers.

The Troop Cookie Manager’'s number can be provided.
Girls should not collect money until the cookies are delivered.
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Girls need to have a plan for safeguarding the money they collect.
Girls should not carry around large amounts of cash.
Money should be given to the accompanying or supervising adult.

+

Adults must be present at all times when Girl
Scouts operate a public booth sale.

Keep money and product safe.

Be aware of your surroundings and never
volunteer to help a customer take cookies to
their car.
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Studies show that girls who set goals have a more successful and fulfilling sale than those who don't.
Customers buy more cookies from girls that have set troop and individual goals. Goal setting is a valuable
life skill. Be sure to use all the tools available to you to help girls set sales goals and personal growth
goals. We'd like every troop to try for a 3% percent increase in sales from last year.

A great place to begin is with the Team Goal Tracker Poster provided to your troop. First the troop needs
to decide what they'd like to do to with their cookie sale proceeds. Determine a budget and the number of
cookies it will take to bring this to reality. Adjust your plans or goals to fit your troop’s capabilities.

Use the “Catch Goals” activity on www.abcsmartcookies.com to have each girl set and track her personal
goals. Be sure that all girls and parents use the Order Card to make informed decisions about goal
setting. Encourage girls and their families to track progress throughout the sale.
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Possibly organize a cookie caravan to make sure that
everyone in your neighborhood is asked to buy.

Call all relatives and friends, and ask for their Girl Scout
Cookie orders.

Girls can contact business owners or managers to request
permission to sell cookies at a workplace.

Girls can get permission to sell at a staff meeting or go
“cubicle-to-cubicle”.

If girls can’t be at a workplace in person, attach a note
outlining their goals, and maybe even a picture.

Establish a date and time to deliver the cookies.
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There are a number of activities girls may do to maximize the learning potential of the annual Girl
Scout Cookie Sale. In addition to all the theme materials from ABC Bakers, please become
familiar with these activities and try to utilize them with your troop.

Brownie Girl Scouts : Cookies Count Try-it & Smart Cookie Try-it
Junior Girl Scouts : Cookie Connection Badge & Cookie Biz Badge
Cadette & Senior Girl Scouts : Cookies and Dough Interest Project & On the Money Cookies

Each year, Girl Scouts of the USA develops a Cookie Activity Guide to help girls learn from the
Girl Scout Cookie Sale. Girls earn a Cookie Activity Pin for completing the activities, which are
divided by age-level. The activities and the pin color change every year. These pins are available
for purchase in our council shops. You can access this guide at the GSUSA website:

www.girlscouts.org/program/gs_cookies/cookie_activity.asp.
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Know your product — Be able to tell your customers about each variety. Know and tell
them the delivery dates. Be able to share how your troop will use the money. Be sure you
let folks know you have set goals and what they are.

Plan in advance — With an adult, map out the times and places where you plan to sell.
Ask your parents/guardians for lists from the groups or organizations they belong to.
Have them tell you which people you can call. Participate in cookie booths and caravans
with your troop.

Get going — Make sure you get out in public the first week of the sale. That's when you
have the greatest advantage. Deliver you cookies as quickly as possible and then check
back with your customers to see if they need more!

Identify yourself — Make sure your potential customers know you are a Girl Scout by
wearing your uniform or Girl Scout t-shirt. At least wear your membership pin.

Sell with a buddy — Be sure that you know and obey the rules for staying safe when you
sell. Don’t go into houses or stranger’s cars. Have a plan for keeping your money safe
when delivering cookies.

Always say “thank you” — Be polite and thank the people you ask even if they don’t buy
cookies. Thank customers when they order and again when you return with the cookies.

Be a part of all your sales — If you send an order card to work with a parent/guardian
because it's not possible for you to be there yourself, attach a short note from you (and
possibly a picture of you) telling about your sales goals.

Be positive — The overwhelming majority of people will buy cookies from you if they are
asked, so think positive! Cookie activities are a great time to practice “people skills”.

If you sell by phone, speak clearly and cheerfully. At cookie shops, stay focused on
your customers and smile.

Attach a door hanger for those you missed at home. Be sure to put your Leader’s contact
number on it. Available on www.abcsmartcookies.com.

Save your order card for next year — Review your
order card and put stars beside your top customers.
The card can be your start for the next year so you
will not have to find all new customers!



72 &8 *

Once you have all the girls’ Order Cards, double check their addition across and down. List the
girls on your Troop Worksheet (T-1). This will help you to get organized before you enter the
order into the website. Calculate the total packages of cookies in each column at the bottom of
the page. Remember, order in packages only ! Your service unit will order in full cases (12
packages per case).

Now you are ready to enter your order into the SNAP™ website. Please refer to the SNAP™
instructions later in this guide ( page 14). You have until February 4, 2010 to have all orders
entered. This will be your troop’s initial order for cookies.

REMEMBER: Please DO NOT order Booth Sale cookieson  SNAP™
with your initial order. Your troop is financially responsible and
must pay for all cookies ordered.

9

Our cookies are baked right here in our own council, at Interbake Foods (ABC Bakers), located in
North Sioux City, South Dakota. Perfection is always the goal, but some damages do occur. If a
customer is displeased and/or rejects a cookie order due to damage, recover the damaged
product and replace with an acceptable product. Call your Service Unit Cookie Manager to
replace the damaged product. The damaged box needs to be returned to your regional service
center. Always remember: Customer Satisfaction is the foundation of a successful cookie
program. If you encounter a complaint regarding the product please call GSGI at 515-278-2881 or
1-800-342-8389.
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Your service unit cookie manager will inform you of the location, date and time you will need to
pick up your order. Make arrangements to have enough vehicles to pick up your entire troop’s

order. Store these cookies in a dry, cool environment at all times. Cookie delivery is scheduled
for the week of February 22-26, 2010.

)
The following is a “comfortable” guideline to Compact auto — 30 cases
use when planning to pick up cookies. The Standard auto — 45 cases
approximate amounts stated are figured with Standard Station Wagon — 70 cases
the vehicle empty using all space except the SUV/Mini-van — 80 cases

driver’'s seat. .
Standard Pick-up Truck — 100 cases

Standard Van — 150 cases

Inform girls and parents of the date,
time and location of cookie pick-up.

Sort all packages for the entire
troop according to the individual
girl orders, before handing any cookie out.

Provide boxes or bags for carrying.
Have each parent sign a receipt for the
cookies they pick up. KEEP receipts!!!
Contact your troop cookie manager,
when you need extra cookies.
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For any transaction, whether for money or product, a
receipt should be written. If you keep all your receipts
in one location throughout the sale, completing your
final paperwork will be a breeze!

1. At no time should anyone co-mingle Girl Scout
funds with personal funds.

2. Girls with parents who owe money from previous
product sales will not be allowed to participate in order taking product sales until their
account is clear. Those girls will only be allowed to help at a troop booth sale with a
registered adult.

Establish a troop checking account if you have not already done so. All troops must have a bank
account to help keep track of money received and/or distributed during the year. Collect all
money from girls and parents frequently. Schedule times when you will be able to receive money
at troop meetings. You may accept cash or checks made payable to Girl Scouts, or Girl Scout of
Greater lowa (GSGI). Never allow parents to drop off money to you, or a Girl Scout just hand it to
you. It is then your word against theirs if the money is short. Make sure the parent counts the
money with you, and you issue a receipt for money received. When receiving money from the
girls for cookies sold, be sure to count it and issue a receipt. The parent and either the troop
leader or the cookie manager should sign each transaction and retain a copy of the receipt. This
eliminates “lost” or “misplaced funds”. Do not keep larger sums of money in your home or at troop
meeting sites. Keep all receipt copies for 1 year.

If the troop has experienced problems collecting from a girl in the past, try giving out a limited
number of cookies at a time. Have the parent sign for the order. When the girl turns in money
from that order, give her another limited amount.

Troop Proceeds : .40 cent per box
NEW
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.05 cent more per box — Cadettes, Seniors & Ambassadors.
Only if troop chooses to opt out of recognitions.

.05 cent more per box — ALL TROOPS if a troop reaches 168
Per Girl Average (PGA) shown in Snap.
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All customer’s checks should be made payable to Girl Scouts, Girl Scouts of Greater
lowa or GSGI.

Do not deposit checks into your personal account or troop account, submit

all checks into the council Product Sales account to avoid non-sufficient fund charges.
Troop profit is .40 cents per package (or more) if they have reached the PGA as a
troop. Troop profit should be deposited in a troop bank account.

The remainder money is what’s due to the council. This should be deposited into a
Council Product Sale account. Your Service Unit Cookie Manager has additional
deposit slips if you need them. Make every attempt to only put cash in your troop
account.

Endorse each check with “For Deposit Only” and the account number.

Deposit slips must be completed with each deposit. Bank deposit slips must include
troop humber and Service Unit/community name so the money can be credited to
the proper troop. This is a very important step to balance troop sales!

Each deposit has to be a separate entry in SNAP.

Retain one copy of the deposit slip for your own re cords .

Turn in the original copy of the deposit slip with your troop final report.

NO money or checks should be given to your Service Unit Cookie Manager. Large
sums of money should not be kept at home.

Troops cannot withdraw funds from council bank accounts. If overpayment occurs,
indicate this on your final paperwork. Refunds will be made by the Council.

+
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In addition to selling directly to families, friends and neighbors, many Girl Scout troops
like to sell cookies to the public at a “booth” sale located in a place such as a grocery store,
discount store or other high traffic area.

, 71 + *

&!,

Cookie purchases can be completed in just one transaction.
A cookie booth requires less time commitment from parents than door-to-door sales.
A troop can reach a large number of consumers in a relatively short time period.

A troop may reach consumers who otherwise may not have been approached to
buy Girl Scout cookies.

1 + ! + 0
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Every girl who sells 50 pkgs. or more earns cookie dough. Cookie Dough is an earned award and
an added value to the Girl Scout’s family. Cookie Dough can be used for the following: Council-
sponsored programs, Council-sponsored day camps and resident camps, shop purchases and
Destinations and Council Sponsored trips. Cookie Dough is not cumulative. Cookie Dough can
be shared by siblings only. ALL Cookie Dough expires September 30, 2010

Packages Sold | Cookie Dough Earned

50 $15.00
75 $20.00

100 $25.00

135 $35.00

165 $40.00

195 $50.00

225 $55.00

250 $65.00

300 $75.00

350 $90.00

400 $100.00

450 $115.00

500 $125.00

550 $140.00

600 $150.00

650 $165.00

700 $175.00

750 $190.00

850 $200.00 ** Plus for every additional 200 boxes sold over

1000 $250.00 the 1000 level, girls will receive an additional
> > $50.00 in Cookie Dough. **
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Girls receive Resident Camp/Trip Bonus Credit in the amount corresponding to the highest
recognition level achieved. Resident Camp/Trip Credit is not cumulative, girls will need to notify
council if they plan to apply credit to future trips. Bonus credits can only be applied towards
Resident Camp fees and Council sponsored trips. This is in addition to the Cookie Dough
amount earned.

Pkgs. Sold | Resident Camp/Trip Credit Earned

500 $100 bonus Credit

750 $200 bonus Credit

1000 $300 bonus Credit




Snap ;
Troop User Guide

A Troop’s Guide to Using Snap ",
ABC Bakers’ Online Cookie Sale Management Application



) & go to the website http://www.abcsnap.com.

When you log in to SNAP™ for the first time, you will log in using your Cookie Works
username@abcsnap.com and your Cookie Works password. You will be prompted to provide a
new password. You will need to change your user name to your email address by selecting Edit
My Profile (refer to page 17) in the upper right corner of the page and entering the correct
information in the email field. Note: Your password should be at least six characters long.
Council or your Service Unit Manager will provide you with a user name and password to Snap, if
you did not have a Cookie Works login before.

By entering your email address into the system, the Forgot Password functionality on the login
screen will work in case you do forget your password. To use the Forgot Password feature,
enter a valid email address in Snap. Click on Forgot Password, enter your email address and
click on Reset Password. You will receive an email notice with your new password.

(If you exceed the maximum number of tries at the login, you will be locked out and must contact
your Service Unit Cookie manager to request having your password reset.)

Note: Do not use the BACK button on your browser at any time. Using the BACK button will log
you off of SNAP™ and your changes will not be saved.




If you are set up as a contact for more than one Troop then SNAP™ will link your user email
name so you will be presented with a drop-down list of all your Troops (click on the arrow to the
far right). Click on the Troop number you would like to work with. If you need to change to
another troop, you will need to log off and select the different Troop number when you log back
in.

Similarly, if you have multiple user roles (e.g. you are a Troop contact and Service Unit contact),
you will need to log off and log in for each of the other user roles.

Note: To maintain security, your session will time out after 20 minutes of inactivity.

0 =

The SNAP™ menu is located along the top of the page. The menu lists all of the SNAP™
features available to you.

SnapShot - is the first screen you will see once you successfully log in to Snap. The home
page presents a summary view of your Messages, Tasks, Important Dates, Favorite Reports,
Charts and Graphs. Clicking the SnapShot icon at the top left of any page will return you to your
home page at any time.



Message - Snap’s messaging system:

allows your Council, District or Service Unit managers to send you messages
list messages, with newest message showing first, on your SnapShot page
display messages by clicking the envelope under Messages

Task Manager - Snap’s Task Manager:
allows your Council managers to set Tasks for all Troop volunteers at the same time
gives the ability for tasks to be tied to important dates
Calendar - Snap’s Calendar:
shows important dates that have been set by the Council
shows your booth schedule dates
shows your Troop delivery station pick-up time if applicable

Favorite Reports - Snap’s Favorite Reports:

shows up to 10 favorite reports that you can choose using the Reports feature
reports can be added or removed from this view throughout the season
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Edit My Profile

Click on the Edit My Profile link at the top right of the page to make changes to your SNAP™
profile. You can change your email address (which is used to log in to Snap), password, and
enter your contact information.

#,
Under the My Troop icon select Modify Troop Information. Previous year’s information should
have been carried over from Cookie Works.



Edit Troop Information

To edit your Troop level, delivery station, Proceed Plan decided by your troop and Recognition
Plan. You must enter a troop contact name and email address. You can also enter information
here for an additional Troop contact. Remember to select the Proceed Plan for your troop.

Only Daisy, Brownie, Junior:
40 cent per box  Troop Proceeds with Recognitions
.45 cent per box Troop Proceeds Per Girl Average 168 with Recognitio  ns

NEW <C
Only Cadettes, Seniors & Ambassadors:

40 cent per box  Troop Proceeds with Recognitions
.45 cent per box Troop Proceeds Per Girl Average 168 with Recognitio  ns
45 cent per box  Troop Proceeds NO Recognitions

This must be a troop decision to opt out of recognitions.
.50 cent per box Per Girl Average Selling — Recognition Opt. Out

This must be a troop decision to opt out of recognitions.

If you have a troop with various age levels and the older girls want to opt. out of recognitions,
then they will have to be entered as a separate troop in SNAP. Please use your troop number,
followed by 2010. (ie: troop 009992010) Council will not be changing your troop number this is
only for cookie entry in the SNAP program.



Manage Troop Girls

To manage Troop Girls, choose the Add/Edit/Delete Troop Girls located under the My Troop icon.

Add/Edit/Delete Troop Girls

To add a girl, click on Add New Girl. Enter her name and complete this process for each girl that
you wish to add. To delete a girl, click the delete icon. Note: A girl with orders may not be
deleted but can be made inactive by removing the check from the Active box.

To edit a girl, double click on her name in the Girl grid and update the appropriate information.
Complete this process for each girl that you wish to edit. Click the Edit Girl button to save
changes.

To list the girls in alphabetical order, click on the column heading for either first or last name.
Click the column heading again to reverse the order.



Initial Order
Under the Cookie icon, click on Initial Order. This will allow you to place your Troop’s Initial
Cookie Order. Your Troop may only place one initial cookie order.

Creating the Initial Order for Each Girl

The order grid will list the girl names that you added earlier under Add/Edit/Delete Troop Girls.
To create the order for each girl, use the Tab key on your keyboard to move through each field
and enter the quantity (packages only ) of each variety next to each girl's name. We are not
using the Cookie Share option in SNAP™. Troops may still donate cookies to a charity of their
choice by including those packages in the initial order by girl.

Note: Pay careful attention to the unit of measure. It should be displayed as packages.

Cookies for booth sales or Troop extras can be entered in the Booths/Extras row. Troops are
financially responsible for any extra cookies they order in SNAP_ ™. These cookies cannot
be returned to the Council. It is recommended that you order your booth cookies through a
Council cupboard once you have your date and location set. Please refer to your Booth Sale
Guideline brochure for more details.




After entering the quantities, you can choose to Save or Commit the order. These choices are
explained below:

Save - This allows you to save the information that you have entered. You can still make
changes to saved orders. To view or change an order that was saved, use the Manage
Orders feature to display and edit the order.

Commit — To commit an order means that the order is complete. Once you click the
Commit button, a pop-up box will appear confirming that you want to commit the order.

Note: Review the order for accuracy. If you need to make changes, you may edit the order.
Once you commit an order, you will not be able to make any changes to the order; you will have
to contact your Service Unit cookie manager to make any revisions for you.

Reorders and Damaged order — will only be done by Council. Troops will not use these options.

Transfer Orders

The Transfer Order feature allows you to create transfers orders for your Troop. Transfers are
used to move quantities from one entity to another.

To create a Transfer Order, select the Transfer Order feature from the menu and select the type
of transfer to continue.

Types of Transfer Orders
- Girl to Girl

Girl to Troop
Troop to Girl
Troop to Troop
Troop to Cupboard
Cupboard to Troop



Below is an example of a Troop to Girl transfer.

1. Select the Transfer type from the drop down list. The amount of product that is available to
be transferred will appear next to the name. (Example: Troop 300 has 56 packages to be
transferred to girls.)

2. Select either a Troop number or a girls name for the From box. A pop-up box will appear
to prompt you to enter transfer quantities by variety, when finished Click OK.




3. You will automatically be returned to the transfer screen and should see number of
packages to transfer. (Transfer of 6 Packages from Troop 300 to [Not Specified].) Next
select the appropriate name form the To box, that is to receive credit for the packages
sold.

(i

4. Once you click on a girl the number of packages displayed next to that name will change.
Click Save to save the Order. A pop-up message will ask you to confirm transfer, click OK.



5. Another pop-up message will confirm that the transfer was successful, click OK again.
You are now finished with that one transfer. If you have more transfers, repeat the above
steps 1-5 for each one.



Transfer Booth sale cookies — In step 2 when the pop-up box appears to prompt you to enter
transfer quantities DO NOT enter by variety. Instead enter the total amount in the Booth field,
(lower left) this is the quantity that a qgirl will get credit for from the booth sale. Booth sales will
count towards the girl’s

recognitions, if the sale

was prior to March 15th.

When finished Click OK,

then finish following
Booth Sale packa@

steps 3-5.




Manage Orders

The Manage Orders feature allows you to commit orders or make revisions to saved orders. The
Manage Order feature is located under the Cookies icon.

When you click on Manage Orders, a page will appear displaying the orders categorized by order
types. Use the green down/up arrow key on the far right of the blue bar to expand/contract the
list of orders within each order type. A list of the orders will display with the status of each order.
When the orders are displayed, you can roll your mouse over the order number to view a
sampling of the data contained within that order.

Note: To protect the integrity of your data, orders in Snap cannot be deleted. Orders that are
saved can be edited at any level. Orders that are committed can only be edited by the next level
above.



Viewing Individual Orders
Clicking an order number link will display that specific order in the order screen.

Editing Orders

Highlight the order you are editing and double-click. When the order is displayed, type the new
guantities. Use the Tab key on your keyboard to move through the fields. When finished, click
on the Save or Commit button.

Committing Orders

Click on the order number you want to commit. When the order is displayed, review the order for
accuracy. This is your last chance to edit the order. If you notice an error, make the necessary
adjustments. If the order is correct, click the Commit button. Once you click the Commit button,
a pop-up will appear confirming that you want to commit the order.

Cookie Share

We are not using the Cookie Share option in SNAP™. Troops may still donate cookies to a
charity of their choice by including those packages in the initial order by girl.
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To create your Troop’s recognition order, go under the Recognitions icon and select Create
Recognitions Order.

Be sure to choose
awards if needed.

The automated recognition feature will only work if girls are displayed on the recognition order
grid. If auto recognition is enabled, the quantities for each girl will be populated based on the
criteria designated in the plan assigned to the Troop. Once the recognitions order is complete,
click Save or Commit to complete the order. Click Cancel to reset the selections without making
changes.

View All Recognitions Orders

To manage recognition Orders, click on View All Recognitions Orders located under Recognitions
on the menu. The Manage Orders page will appear displaying the different order types. Use the
green down/up arrow key on the far right of the blue bar to expand/contract the list of orders
within each order type. A list of the orders will display with the status of each order. When the
orders are displayed, you can roll your mouse over the order number to view a sampling of the
data contained within that order.



To edit an order in this screen, move your mouse over the order number and a pop-up screen will
appear revealing a preview of order details. Click the order number to view the entire order. Use
the tab key to go tab through the order and to change quantities. Click Save or Commit to
complete the order. Click cancel to reset the selections without making changes.

4

Financial transactions are records of money that is collected or credited during the cookie sale.
Click the Finances icon to add, view and edit your financial transactions.

To enter transactions at the Troop level, click on Add New Transaction. You must select the
Bank, Troop and Type of transaction. Enter the date and amount shown on the bank deposit slip.
You may enter important information in the notes field. DO NOT use the reference field. Click
Save to save changes. If you click Close, selections will be reset and changes will not be saved.




< For troops
< For girls

The available Troop transaction types are:

Deposit — Money put
into a bank account.
This amount is
deducted from the
balance owed the
Council

Payment — A payment
to the Council. The
amount is deducted
from the balance owed
to the Council
Uncollected Debt —
money that could not
be collected

You can also enter a Girl level transaction to record money paid by the girl to the troop. To enter
a girl deposit, click Add New Girl Transaction. Click on the down arrow key to select a girl. The
date will auto-fill to the current date. Enter the amount and any notes and click Save to save
changes. If you click Close, selections will be reset and changes will not be saved.
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Snap allows you to run a variety of reports to review information about your cookie sale. Reports
are located under the Reports icon and are generated in real time, which means that as soon as
you enter information, you will be able to view the current information via the reports.

Reports are divided into the following categories for easier use:

Charts/Graphs Reports allows you to run a variety of charts and graphs to show a picture
for fast data analysis.

List Reports displays information about Troops, delivery stations, banks etc.

Order Reports allow you to view orders individually . One order per page will be
displayed. This is an easy way for you to view information about a single order and may
be a fast way to check against paperwork.

SnapShot Reports are the reports that display on your SnapShot home page.

Summary Reports are the most comprehensive reports available to you. They show the
most information as possible on a page.

Reports are available in the following formats:

HTML - This type will give you a browser-formatted view of the report, but it is not
formatted to print on a standard piece of paper.

Excel — This type will make data available in a tab delimited text file, which can be opened
with Excel or other spreadsheet or other database software applications

Excel view — This type will be displayed in an Excel spreadsheet with the report formatting
PDF — This type will available as a .PDF file which can be viewed using Adobe Acrobat
Text — This type will make data available in a tab delimited text file



Favorite Reports

To make the reporting process simpler and more efficient, Snap gives you the ability to identify
your favorite reports.

To set a Favorite Report, click on Reports. Select a Report Category and a Report. Click Add to
Favorites. A pop-up will appear to confirm that you want to add the report to your favorites. Click
Ok to proceed. The selected report will now show up as a favorite. Click the delete icon to
remove it from your favorites view. You may have up to 10 favorite reports at a time, you many
change them when you wish. You may also access your list by going to the Reports icon,
Favorite reports.

Some reports you may want to view are listed below; you Do Not need to send them with any of
your paper work. GSGI can view all reports on-line. You may wish to print some of these for
your records or to assist you in sorting cookies or recognitions.

Girl Order Detail Summary - shows number of packages per girl this is helpful when
sorting your order.

Girl Balance Summary - shows packages sold, amount due and money collected (if
entered under finances per girl)

Troop Balance Summary - shows troops total packages sold, amount due and amount
collected and final balance owed if any.

Recognition Order Summary by Girl - shows incentives per girl and gives overall total
count of incentives for the troop at the bottom. Helpful when handing out incentives.
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Snap gives Troop users the ability to find and request booth sales that have been set up by your
Council office. Additionally, Troop users have the ability to submit requests for new booth sales.

This feature is still being worked on so we will not be using it during the 2009-2010 Cookie
Program.
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Cookies sold at a booth sale (as long as the booth sale is before March 15th) are added to a girls
cookie numbers — both for incentives and cookie dough. Any sales from March 15 — April 18" will
be for troop profit only and all cookie varieties can not be guaranteed.

Troop leaders must notify the Service Unit Cookie M anager once they have a location
and time set up.

The Service Unit Cookie Manager will notify the cupboard that they will be getting cookies
at and to when and where the booth sale is going to be.

Sign up begins Monday, January 11" with a deadline of 5pm the Tuesday prior to the
weekend of their booth sale.

THE CUPBOARD MUST KNOW the time of day and where the booths are going to be —
you can only imagine the confusion if two troops showed up at the same location at the
same time. Or if troops show up to pick up cookies and the cupboard wasn’t even aware
of their booth sale (we send most everything out on weekends).

Booths are only to happen after cookies have been delivered end of February and until
cookies run out or April 18th— not before or after!

When troops pickup their cookies for the booth sale they will be given a Booth Sale Inventory
sheet. This sheet will need to be filled out after the booth sale is completed. Keep copies of all
receipts.
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NOTES FROM TRAINING:



