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Minimum System Requirements 

 
Users need a computer with Internet access and the following minimum system requirements: 
�

·  Screen resolution of at least 800 x 600 and a screen display of at least 256 colors 
·  Windows: Google Chrome 1.0, Microsoft Internet Explorer 7.0, Mozilla Firefox 3.0 
·  Mac: Safari 3 
·  Adobe Acrobat Reader 6.0 (to view Reports in PDF format) 
·  Microsoft Excel 2000 or above (to view Reports in .xls format) 

  
 

Logging In 
 
����������������  is an online software application designed by the bakery to manage the Girl Scout Cookie sale for their council 
partners, including Girl Scouts - North Carolina Coastal Pines.  The internet address for ����������������  is 
http://www.abcsnap.com .  Please save this site in your Favorites or Bookmarks. 
 
Area Cookie Managers (ACMs) will provide troops with a user name and password for ���������������� . If you have not received 
this information by January 7, 2012, please contact your ACM.  
Write your login and password on the front page of this User Guide. 
 

·  Enter your assigned login in the Email field and your 
password in the Password field and click Login. Enter your 
e-mail and password carefully – if you enter incorrect login 
data multiple times you will be locked out of ����������������  and will 
need to send an e-mail to cookies@nccoastalpines.org to 
have your login and password reset. 

·  Each troop has one ����������������  login and password, and only one 
user can be logged in for a troop at a time. Troops cannot change their login and password but are welcome 
to share the troop’s login information with other troop members.  Troops are cautioned to limit the number of 
people who have access to ����������������  to preserve the integrity of the data.    

·  If you forget your password, send an e-mail to cookies@nccoastalpines.org; include your name, troop 
number and county/area in the e-mail.  

·  Do not click on “Forgot Password”  because ����������������  will invalidate your password and you would have to 
send an e-mail to cookies@nccoastalpines.org to have your login and password reset, which may delay your 
ability to log in to ���������������� .     
   

Do not use the BACK button on your browser when usi ng ����������������  - it will log you out and your changes will not 
be saved. 
 
If you ever get an “OOPS” on your screen along with  a magnifying glass, it means your session has time d 
out.  Click “Logout” and then log back in. 
 

Troop and Girl Information 
 
Troop Contact 
 
The first thing each troop should do after logging in to ����������������  the first time is update the troop’s contact information.  
Contact data from previous cookie sales was erased so all troops need to enter current contact information.  Please 
note, having complete, current, accurate troop contact information in ����������������  is one of the criteria for a troop to earn the 
2012 cookie bonus.     
 

·  Click My Troop at the top of the screen. 
·  Click Edit Troop Information.   
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·  Enter or update information in all fields and click Save to save your data.  Note:  An e-mail address is 
required for each troop (the email used for logging in ����������������  is not valid and should not be used in this field.) 

·  Troop contact information can be updated any time during the cookie sale; troops should maintain current 
contact information in ����������������  throughout the cookie sale.  

·  This screen is also where you can choose what proceeds plan the troop has voted on. Please choose either 
the .45 plan with recognitions or the .50 plan without recognitions. There will be no bonus plan option for you 
to choose from. Council will select the correct bonus plans for troops at the end of the sale as determined by 
who meets all the bonus criteria.  

·  This is also where you will enter your troop banking account and routing numbers for auto draft of your 
cookie bill. This new requirement is explained in more detail on page 14 of this guide. 

 
Girl Names 
 
The second thing a troop should do after logging in the first time is 
check girls’ names in ���������������� .  We will be clearing out all girl names 
from previous years and uploading current registrants from our 
Personify registry into Snap. Troops should carefully review girls’ 
names and update them as appropriate.  
 

·  Click My Troop from the menu at the top, then click 
Add/Edit/Delete Troop Girls. 

·  Add : To add a new girl click Add New Girl, enter her first 
and last name and click Add Girl.  Do not use nicknames, 
initials or abbreviations. 

·  Delete: To delete a girl’s name click the red X beside her 
name.  Note: A girl’s name cannot be deleted if there i s 
a transaction entered for her (an order, payment, e tc.).  

·  Change : To edit a girl’s name double click on her row, 
make the necessary changes and click Edit Girl. 

 
Two important notes regarding Girl Names: 
 

·  Troops can only order cookies and recognitions for girls 
listed on the order grid.  

·  ����������������  will count the number of girls with any transaction associated with their name and will use that number 
to calculate the “selling box-per-girl average” for each troop.  The council will use ���������������� ’s “selling box-per-girl 
average” for purposes of calculating proceeds and bonuses.  It is each troop’s responsibility to make sure 
that all active participants in the cookie sale have transactions/orders so that the “selling box-per-girl” figure 
will calculate correctly. 

 

Initial Orders 
 
Troops need to enter their initial cookie and recognition orders in ����������������  by midnight on January 24, 2012.   
 
Initial Cookie Order  
 

·  Click Cookies then choose Initial Order. 
·  Enter “Initial Order” in the Order Reference 

field.  
·  Enter each girl’s box  sales of each cookie 

variety by using the tab key to move from cell 
to cell.  (Note: Girls’ names must be entered in 
����������������  before the troop can enter an initial 
cookie order.  See Girl Names  above for 
instructions to enter girl names.) 

·  Enter the number of boxes  for which each girl 
collected Operation Cookie Drop donations in 

 

CShare is for Operation Cookie Drop 
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the CShare column.  (Divide donations turned             
in by each girl by $3.50, and round up or down to the nearest whole box.  For example, if a girl turns in $100 
that would be 28.57 boxes – so you would enter either 28 or 29.)   

·  Enter the number of additional boxes that the troop needs for cookie booths in the Booths/Extras row.  
Troops should order only enough extra boxes to supp ly cookie booths and orders through  
February 14 (when warehouses and cupboards open for  planned orders) and/or as many cookies as 
the troop can pay for by February 28, 2012.   

·  ����������������  will round up the troop’s order for all cookie varieties (except Operation Cookie Drop) into full case 
increments (12 boxes, 24 boxes, 36 boxes, etc.) and will display the total quantity of boxes and cases 
ordered of each variety on the bottom of the order grid. 

·  Please note that the total in the far right column of the grid shows the total number of boxes the gir l 
will receive at initial delivery and does not inclu de the cookies ordered for Operation Cookie Drop.  
Girls and troops receive sales credit for OCD boxes  even though they are not included in the Total 
column on the Initial Order grid. 

·  Click Save.  Click OK then click OK again.  You may make changes to your troop’s initial order until midnight 
on January 24 OR until you click Commit.  Once you click commit you cannot make any changes! 
- As soon as you Save your order it is visible to your ACM and the council.  All saved orders entered by 

January 24 will be included in the council’s initia l order even if they have not been committed.  
- Once you click Commit you cannot make changes to your initial order.  However, ACMs can make 

changes to troops’ initial orders until midnight on January 26. 
- Note: Troops that are using the Schedule Pickup fea ture to reserve a time to pick up their initial 

order must commit their initial order to reserve a pickup time.  See page 6 about reserving a 
pickup time . 

 
 
Initial Recognition Order (Diva Pins) 
 
Troops need to order diva pins and/or danglers for girls that turned in an initial order of 212 boxes or more.  All girls 
are eligible for diva pins regardless of the troop’s proceeds plan. 
 

·  Click Recognitions and click Create Recognition Order, 
then click Early.  

·  ����������������  will create a recognition order for the troop.  All girls 
will be displayed on the recognition order, but only girls 
that sold 212 boxes or more (including Operation Cookie 
Drop) will have the option to order diva pins/danglers 
beside their name. 

 

·  Select the 2012 Diva Pin and Dangler OR the 2012 
Dangler beside the girl’s name.  If a girl received the 
diva pin in a prior sale, please order the 2012 
Dangler only. 

·  Click Save. 
·  Troops can create their initial recognition order as soon 

as girls’ initial cookie orders are collected and entered in ����������������  and can update the initial recognition order 
until midnight on January 24 by clicking Recognitions and View All Recognition Orders.   

·  If any girls’ box sales have changed since you created or updated the troop’s recognition order you need to 
click Update to refresh their sales data to ensure that you can order diva pins or danglers for all qualified 
girls. 

·  Click Save after making any changes. 
·  If you do not place an order for diva awards, we will order a dangler only for eligible girls. 

 
Reserving a Time to Pick Up Your Initial Cookie Ord er  

 
Area Cookie Managers have the option to activate the “Schedule Pickup” time feature in ���������������� .  Please check with 
your ACM regarding the process for reserving your cookie pickup time.  If your county/area uses the Schedule 
Pickup feature, please follow these steps to reserve a time to pick up your initial order.   
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Reserve a Pick Up Time 
 

·  To reserve a pickup time you must first commit your initial cookie 
order.  See Initial Orders on page 5 about committing your initial 
order.   

·  Click My Troop from the main menu, then select Delivery and 
Schedule Pickup. 

·  Use the blue arrows on the calendar to scroll to February 2012. 
·  Click the Available Slots link on the calendar and a window will pop 

up showing the times available to pick up cookies.  Times that 
have already been reserved will have a red minus rather than a 
green plus sign. 

·  Click the green plus sign beside the time your troop would like to 
pick up their initial order.  A screen will pop up displaying a 
summary of your initial order and pickup date and time.  Click OK 
to reserve your pickup time or click Cancel to choose another 
pickup time. 

 
Change or Cancel Your Pick Up Time 
 

·  Click My Troop from the main menu, then select Delivery and 
Schedule Pickup. 

·  Use the blue arrows on the calendar to scroll to February 2012. 
·  The date(s) on which cookies can be picked up will have a link 

that says “Available Slots”.   
·  Click the Available Slots link and a window will pop up showing the 

times available to pick up cookies.   
·  Click the red minus sign to cancel your requested pick up time 

(appointment).  A screen will pop up giving you the option to 
cancel your appointment.  Click OK if you want to cancel your appointment; click No if you want to keep your 
appointment.  Troops can only cancel appointments for their own troop and will not be able to change 
appointments for other troops. 

·  To reserve another appointment time click the green plus sign beside the available times. 
   

Super Bowl Orders (ecookiebooths.org) 
 
If your troop wants to set up a cookie booth on Super Bowl 
weekend you need to (1) order cookies and (2) reserve cookie 
booth(s).  All troops seeking cookies for Super Bowl weekend 
must enter their cookie order in www.ecookiebooths.org  by 
midnight on January 24.   Please check with your ACM to find out 
if troops in your county/area reserve Super Bowl cookie booths 
through ecookiebooths.org as well; some counties do not use 
ecookiebooths.org for cookie booth reservations.  Your ACM or 
Booth Coordinator can provide logins and passwords for the Web 
site as well as specific information about the booth reservation 
process in your county/area. 
 
 
Logging In to ecookiebooths.org 
 

·  Go to www.ecookiebooths.org . 
·  Select North Carolina Coastal Pines in the council field. 
·  Enter your login (your troop number) and password.  Click 

OK.  Troop numbers should be entered exactly as they 
appear; for example, Troop 6 will enter “6” not “00006”.   

���������	
�	 �
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·  If prompted, review and accept the terms of the Cookie Booth Agreement.  Click I Accept to continue.     
·  Enter your first and last name, e-mail address and phone number on the Contact screen.  Information is 

required in all fields to continue. 
·  Click Save Changes. 

 
Ordering Cookies for a Super Bowl Cookie Booth 

·  From the Super Bowl menu select Order. 
·  Click the drop down list beside Pickup and select the location from which your troop will pick up your Super 

Bowl cookie order. 
·  Select a desired time to pick up your order from the drop down list.  Only available pick up times will be 

displayed.   
·  Enter the quantity of cases desired of each cookie variety.  Troops are limited to ordering 60 cases of 

cookies for Super Bowl weekend. If your troop needs more than 60 cases please send an e-mail to 
cookies@nccoastalpines.org with your name, troop number, and county/area.  The Product Sales 
Department will notify you as quickly as possible if your request for additional cookies can be fulfilled. 

·  Click Save Super Bowl Order Information when your order is complete. You may change or update your 
Super Bowl cookie order until midnight on January 24; only the order in ecookiebooths.org at midnight on the 
24th will be submitted.   

·  To delete your order enter zeros beside each cookie variety. 
 
Please note: 
 

·  Super Bowl orders must be picked up at the selected pickup location and time from February 1 - 4, 2012.   
·  Cookies cannot be delivered and will not be available other days.   
·  Troops are responsible for paying for at least half of their Super Bowl order by February 28.   
·  Troops may pick up fewer cases than ordered for Super Bowl weekend, but cannot pick up more cases than 

ordered of any variety. 
 
Reserving a Super Bowl Cookie Booth 

If your county/area uses ecookiebooths.org to reserve cookie booths, follow these instructions to reserve your cookie 
booths.  Please note, the best cookie booth locations are reserved very quickly, so it is important to find out from your 
ACM when troops in your county/area can begin reserving cookie booths. 

Click Super Bowl from the main menu.  You will see four options: Existing Loc, New Loc, Order, and Agreement.  
Note: Some counties only allow troops to set up booths at “existing locations” – locations at which prior arrangements 
have been made with businesses for cookie booths.  Some counties allow troops to set up Super Bowl cookie booths 
at “new” locations in addition to “existing” locations.  If your county 
only allows cookie booths at “existing” locations, you will not see 
the “New Loc” option on the menu. 

To Reserve a Cookie Booth at an Existing Location 

·  From the Super Bowl menu click Existing Loc and choose 
the location, city and date of your desired booth.  All 
available booths will be displayed.   

·  Pick the booth that you want to reserve by clicking the box 
beside the store name and click Reserve Selected Super 
Bowl Cookie Booth.  The number of booths that a troop can 
reserve each day varies by county.   

 
To Reserve a Cookie Booth at a New Location 
 
If your troop would like to set up a Super Bowl cookie booth at a location 
that is not listed on the official 2012 Booth Locations list for your 
county/area (and this option is available in your county), please first 
obtain a list of places at which Super Bowl cookie booths cannot be set 
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up from your Area Booth Coordinator.  Many stores and businesses have limits on the number of cookie booths that 
are allowed, and some stores have non-solicitation policies which prohibit cookie booths.  It is imperative that we 
respect these stores’ wishes and not contact them about setting up booths on Super Bowl weekend. 

·  From the Super Bowl menu select New Loc.   
·  Fill in all fields completely and click Reserve/Edit Super Bowl Booth.  Please note that these locations and 

booths must be approved by your Area Booth Coordinator before they will be confirmed. 
 
 

Planned Orders 
 
Cookies picked up at warehouses, traveling trucks, and cupboards between February 14 and March 10, 2012 are 
referred to as planned orders.��������Troops that need additional cookies during this time must enter a planned order in 
����������������� ���by midnight each Sunday for cookies that they want to pick up the following week.  Troops that do not enter a 
planned order may not be able to pick up additional cookies. 
 
Enter a Planned Order 
 

·  Click Cookies from the main menu and then 
click Planned Order. 

·  Choose the location at which you want to pick 
up cookies from the Cupboard drop down 
menu.  There are three types of pickup 
locations -- warehouses (WH), traveling trucks 
(TT) and cookie cupboards (CC).   

·  Select the date on which you want to pick up 
cookies from the Dates drop down menu. 

·  Leave the Order Reference field blank.   
·  Enter your planned order in cases by using 

the tab key to move from cell to cell through 
the cookie varieties.   

·  Click the Submit button to submit your planned 
order.  

·  ����������������  will display a confirmation screen with an Order Number and will then take you to the Manage Orders 
screen. Once your order has been picked up the cupboard or warehouse manager will confirm your order 
and enter the M-8 or M-8X ticket number in the Order Reference field.  Orders picked up at warehouses and 
traveling trucks will then be visible in the Transfer section of the Manage Orders screen 24-36 hours after 
you’ve picked up.  

 
 

Modify a Planned Order 
 
Your planned order can be modified 
(unless you’ve committed it) until Midnight 
on Sundays each week. Once the 
deadline has passed your planned 
order will automatically be committed 
and no changes can be made.  
 

·  Click Cookies from the main 
menu and then click Manage 
Orders.   

·  Choose the Planned Order tab 
and expand it by clicking the 
green arrow to view the planned 
orders.   
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·  Click the planned order you would like to modify.  
·  Make quantity changes as necessary and then click submit.  
·  ����������������  will display a confirmation screen Click ok and it will tell you that your order was saved. Snap will then 

take you back to the Manage Orders screen. 
 
 
Print your Planned Order : 

 
·  Click on the green arrow button on the Planned Orders list and click on the desired Order Number.   
·  Click the Print button or press CTRL and P. 

 
Operation Cookie Drop Orders  

 
Many girls and troops continue to collect donations for Operation Cookie Drop (OCD) after placing their initial cookie 
order, and troops need to enter these donations (boxes) in Snap so the girl and troop will receive sales credit and 
proceeds for the donations. See pages 4-5 for guidelines on entering OCD orders in the troop’s initial cookie order. 
    
Snap enables troops to complete OCD orders in one quick step.  Troops can also easily track sales credit for the 
exact quantity of OCD boxes sold for each girl. 
 
It is not necessary to enter OCD orders throughout the sale period, rather, hold them all and enter on e 
Reorder for OCD at the conclusion of the sale. Ente ring OCD orders will be the only time you use the 
Reorder  tab.  The Reorder tab will be locked out until March 5, 2012. After that date, you may enter your additional 
OCD donations in this section. 
 
To Enter OCD Boxes for Donations Received After the  Initial 
Order: 
 

·  Click Cookies from the main menu and click 
Restock/Reorder.      

·  Enter “OCD” in the Reference field Choose Operation Cookie 
Drop from the Delivery Agent drop down menu. 

·  Enter the number of OCD boxes for each girl in the CShare 
column.  (Count the donations turned in by each girl, divide 
by $3.50 and round to the nearest whole box.)  Remember, 
girls should receive sales credit for OCD donations received 
at cookie booths too.  Divide OCD donations evenly among 
the girls working at the booth.  

·  Click Save then click OK. 
 
 
Reviewing and Verifying OCD Orders 
 
The Girl Cookie Order Detail Summary  report displays 
the details of individual orders entered in Snap. 
 

·  Click Reports. 
·  Choose Summary Reports from the Report 

Categories box. 
·  Choose Girl Cookie Order Detail Summary from 

the Reports box and click Go To Report. 
·  On the Report Criteria screen choose Reorder  

from the Order Type field and choose Packages  
in the Unit of Measure field. 

·  Click View Report. 
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The Girl Cookie Totals Summary  report 
will display the total number of OCD boxes 
entered for each girl.  Troops can use this 
report to figure out which girls earned the 
free OCD patch (15 boxes or more for 
OCD). 
 

·  Click Reports. 
·  Choose Summary Reports from 

the Report Categories box. 
·  Choose Girl Cookie Totals 

Summary from the Reports box 
and click Go To Report. 

·  On the Report Criteria screen click 
View Report. 

·  The CShare Pkgs column displays 
the total quantity of OCD boxes entered for each girl – including 
boxes entered on the initial order and reorders in the CShare field. 

 
 

Transfers 
 
The transfer feature in ����������������  enables troops to assign the proper sales credit to each girl in the troop.  It is important 
that ����������������  reflect the correct sales figures for every girl because these sales figures will be used to identify the 
recognitions and patches that each girl should receive, as well as identify girls that are the top sellers in each 
county/area and in the council.  Troops can run the Girl Cookie Totals Summary report (see page 13) to see the 
sales figures for each girl. Troops should also ensure that they have assigned credit to the girls for all of the troop’s 
boxes of cookies.  Troops can run the Troop Balance Summary report (page 15) to see the total number of boxes 
sold and can enter the appropriate transfer(s), as described below, to transfer sales credit to the appropriate girls. 
 
 
Girl to Girl Transfer 
  
If one girl in your troop gives cookies to another girl in the troop you should enter a Girl to Girl Transfer which will shift 
sales credit and responsibility for paying for these boxes from one girl to the other. 

·  Click Cookies from the main menu and click Transfer 
Order. 

·  Enter the girls’ initials and date in the Order Reference 
field (ex: DD to SS 3/3/2012). 

·  Select Girl to Girl Transfer from the drop down menu.  
����������������  will display a list of the selling girls in your troop, 
along with the number of boxes available to transfer 
from each girl. 

·  Select the name of the girl from whom cookies will be 
transferred from the list on the left. 

·  Enter the number of boxes being transferred in the 
Quantity field and click OK. 

·  Select the name of the girl to whom cookies will be 
transferred from the list on the right. 

 

·  ����������������  will display a message at the bottom of the screen summarizing the transfer. 
·  Click Save and OK, and OK again when prompted.  Each transfer will be saved as a separate transfer order 

and can be viewed under Manage Orders as detailed on page 12. 
·  You will be on the transfer screen.  You can either enter another transfer, or click on one of the icons at the 

top of the screen to go to a different screen in ����������������� ��� 
 



2012 Troop ����������������  User Guide - Page 11 of 15 

 

Troop to Girl  Transfer    
 

Troops need to enter transfer orders for 
cookies sold at cookie booths, and other 
boxes for which girls should receive sales 
credit in addition to their initial order.  
Troops can transfer credit to the girls in box 
increments by entering a Troop to Girl 
transfer.Click Cookies from the main menu 
and click Transfer Order.  

·  Enter a meaningful reference for the transfer 
in the Order Reference field (i.e., “DD Booth 
2/18”) Choose Troop to Girl Transfer from 
the drop down menu. 

·  Click your troop number from the list on the 
left. 

·  If the girl should be billed for the boxes , 
enter the number of boxes that should be 
transferred to the girl in the Quantity field. 

·  If the girl should NOT be billed for the 
boxes  (for example, if you’re transferring 
credit for boxes sold at cookie booths or 
OCD donations received at cookie booths), 
enter the number of boxes in the Booth field.  

 

·  Click OK. 
·  Click the name of the girl to whom the boxes should be transferred from the list on the right.   
·  ����������������  will display a message confirming the transfer from your troop to the girl for the total number of boxes 

entered.  
·  Click Save then OK, and OK again.  Each transfer will be saved as a separate transfer order and can be 

viewed under Manage Orders as detailed on page 12. 
·  You will be on the transfer screen.  You can either enter another transfer, or click on one of the icons at the 

top of the screen to go to a different screen in ����������������� ��� 
 
 
Troop to Troop Transfer    
 
Troops can transfer cookies to each other in box  (package) 
increments. Transfers should be entered in ����������������  by the troop that 
transferred boxes OUT .   Please remember to document the 
transfer using the receipt books available from your ACM.  Write the 
����������������  reference number on the receipt and hold on to the receipt for 
at least six months in case there are any questions about the 
transfer. 
 

·  Click Cookies from the main menu and click Transfer Order.  
·  Enter a meaningful reference in the Order Reference field.  

We recommend the following format: date xfer to troop # (for 
example, 3/1 xfer to troop 1016) 

·  Choose Troop to Troop Transfer. 
·  The “From Service Unit” and “To Service Unit” fields will 

display a list of the troops in your county/area. 
·  Select your troop number from the list on the left (“From 

Troop”).   
Enter the number of boxes transferred to the other troop in the 
Quantity field.  Only boxes that have not been assigned to girls, or 
transferred to another troop, are available for transfer. Click OK.  



2012 Troop ����������������  User Guide - Page 12 of 15 

 

·  Select the troop the boxes were transferred TO from the list on the right (“To Troop”).  A message will be 
displayed at the bottom of the screen summarizing the number of boxes transferred from your troop to the 
other troop. 

·  Click Save then OK, and OK again.  Each transfer will be saved as a separate transfer order and can be 
viewed under Manage Orders as detailed on page 13. 

·  You will be on the transfer screen.  You can either enter another transfer, or click on one of the icons at the 
top of the screen to go to a different screen in ����������������� ��� 

 
Please note that once entered, transfers cannot be deleted or changed by troops.  If you make a mistake when 
entering a transfer order please send an e-mail to your ACM or RCM requesting that the order be deleted or 
corrected.  In the e-mail include your troop number, the order type, and the information in the order reference 
field. 
 
 

End of Sale Recognitions and Patches 
 
Each troop is responsible for entering a recognitio n order in ����������������  by March 15.  
 
Create Final Recognition Order 
 
Before creating a recognition order it is best to ensure that each girl’s total sales 
figures are correct.  Troops can run the Girl Cookie Totals Summary report (see 
page 14) to check girls’ sales figures and follow the transfer instructions on 
page 10 to ensure that ����������������  shows the correct sales figures for each girl. 
  

·  Click Recognitions from the main menu, then select Create 
Recognitions Order and click Main.  ����������������  will automatically create an 
order for the appropriate recognitions and patches for each girl based 
on her sales figure in ���������������� .  

·  Review the order.  For each girl that sold 800+ boxes the troop needs to choose a hoodie size.  ����������������  will 
show “choose size” until another size is selected.  It is each troop’s responsibility to order the correct hoodie 
size(s).  Once the order is placed hoodies cannot be exchanged for other sizes. 

·  If a girl qualified for an Operation Cookie Drop patch (by turning in donations of $52.50 or more) enter a one 
(1) in the Quantity field below Operation Cookie Drop Patch.  Do not enter the number of OCD boxes for 
which the girl collected donations in this field – it should contain either a 1 or a zero. 

·  Click Save, but do not Commit  your recognitions order.    
·  As long as you don’t commit your recognition order you can make changes and through March 15.  All Saved 

recognition orders will be processed; they do not need to be committed to be processed. 
 
Update or Change a Final Recognition Order 
 
If any girls’ sales figures change after you create the final 
recognitions order you need to update the recognition order.  ����������������  
will alert you that changes were made to girls’ sales figures and that 
the recognition order needs to be updated on the Manage Orders 
screen by showing a green “Needs Review” tag beside the order.   
 

·  Click Recognitions from the main menu, then click View All Recognition Orders.   
Note:  If you accidentally select Create Recognition Order you will get an error message that you have 
“reached the maximum number of main recognition orders allowed by the council.”    Scroll to the bottom of 
the screen, click Cancel and you will be directed to the Manage Orders screen where you can select the 
recognition order that needs to be updated. 

·  Select the recognition order that you want to update, scroll to the bottom of the screen and click the Update 
button.  The order will automatically refresh based on each girl’s current sales figure in ���������������� . 

·  Click Save. 
Please note, troops can enter two recognition orders – one Initial Recognition Order (“early”) and one Final 
Recognition Order (“main”).  Saved recognition orders can be updated but not deleted.  
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Reviewing and Managing Orders 
 
Troops can review all their orders in ���������������� . 
 

·  Click Cookies from the main menu, then select 
Manage Orders. 

·  Click the green down/up arrow key on the far right 
side of the blue bar to see the list of all orders within 
an order type. 

·  Roll your mouse over the order number to view a 
sample of the data contained within that order.   

·  Click on a specific order number to see all of the 
details of the order.  

 

 
 
 
 
Troops must enter cookie payments from girls to the troop in ���������������� , but not from the troop to council since council will 
be auto drafting all troop cookie bills. 
 
Girl Payments to the Troop  
 

·  Click Finances on the main menu, then click 
Add New Girl Transaction. 

·  Choose the name of the girl from the drop 
down list.  

·  Enter the date that you received payment in the 
Transaction Date field or click the calendar icon 
and select the date from the calendar.  

·  Enter the payment amount in the Amount field. 
·  Select the Payment Method from the drop 

down list (cash or check). 
·  Enter information as appropriate in the 

Reference field (i.e., check number). 
·  If desired, enter comments in the Notes field 

(i.e., “Initial Payment”); be brief! 

·  Click Save.  A list of all financial transactions will then be displayed on the screen and can be sorted and 
filtered as desired.   

·  Troops can view the Girl Balance Summary report quickly by clicking the link at the bottom of this page. 
 

Troop Payments to the Council  
 
New this year , troops will not be sending checks or money orders to council for 
payment of their cookie bill. All troops are required to do in order to pay their 
cookie bill to council is to have ALL monies deposited into their council 
approved troop bank account by the deadline  (Feb. 28, 2012 for initial 
payment and March 15 for final payment). Troops also must enter their bank 
account number and routing number in ����������������� �����������

·  Click My Troop from the main page in ����������������  then click Edit Troop on the 
drop down menu 

·  Scroll towards the bottom of the Troop Info page to where the Bank 
Account and routing number fields are displayed� 

 
 

 

Cookie Payments (NEW) 
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Reports 

 
Running and viewing reports can help troops manage their data in 
���������������� .  Troops have access to many reports and can choose the 
reports that they use and like the most to display on their list of “My 10 
Favorite Reports.” The most important reports are described below 
but many other reports are available and troops are welcome to view 
and/or print any report in ���������������� . 
 
To view a report, click Reports from the Main Menu.  Choose the 
report category on the left, and the name of the report from the list on 
the right.  The most commonly used reports are in the Summary 
category.  
 
Girl Balance Summary    
This report gives the troop a quick look at each girl’s total sales, 
including boxes for which she must pay and boxes sold at booths, as 
well as payments submitted and the balance due from each girl.  
Troops should review this report for each girl to ensure that the data 
entered in ����������������  is correct for each girl. 
 
Girl Cookie Order Detail Summary   
This report provides the troop with a detailed picture of every 
order for every girl.  (Report not pictured here.) 
 
Girl Cookie Totals Summary    
This is a summary of each girl’s total sales as entered in ���������������� .  
This is the report that each troop should turn in to their ACM at 
the end of the sale.  If the sales figure is inaccurate for any girl 
the troop should write the correct figure beside the girl’s name 
before submitting the report and also provide a brief explanation 
explaining why the figure is incorrect. 
 
 
Recognition Order Summary by Girl   
This report shows all the recognitions ordered for each girl and is 
one of the reports due to the council at the end of the sale. 
 
 
Recognition Order Summary by Troop    
This report provides a summary of all recognitions ordered for the 
troop.  (Report not pictured here.) 

·  Enter your troops’ council approved bank account number and bank 
routing number. Both are found along the bottom of your checks. 
The routing number is the first series of numbers at the bottom of your 
checks and the account number is the second series of numbers. The 
numbers at the end of the series are the actual check number and should 
not be included. 

·  Troops are required to have their bank account and routing numbers in 
Snap, and must have all monies deposited into their council-approved 
troop bank account by the deadlines set forth on the calendar on page 3 
of the Troop Cookie Reference Guide. 

·  Click Save, then click OK. 
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Troop Balance Summary    
This report summarizes all of a troop’s orders and 
payments.  Each troop needs to print this report at the end 
of the sale and turn it in with their final payment.  Be sure 
to select “Packages” as the Unit of Measure.   
 
The Troop Balance Summary provides an overview of the 
troop’s sales activity including additional cookies received 
and transferred in or out of the troop, as well as payments 
received and the balance due.  It is very important that all 
the information on this report be accurate.  If you feel that 
any information on the report is inaccurate contact your 
Area Cookie Manager immediately. 
 
 
 
 
 
 
 
Total Sales Summary    
This report lists all of a troop’s orders in ����������������  and is the 
best report for troops to review the accuracy of their orders 

in ���������������� . 
 

·  Click Total Sales 
Summary and enter the 
report criteria to filter the 
information as desired.  
For example, the user can 
filter the data to see only 
transfers, and can also 
limit the dates on which 
orders were entered. 

·  Choose “Packages” as the 
Unit of Measure. 

·  The report will display 
three types of orders: 
- P = Planned Orders (advance reorders that have not yet been confirmed by the warehouse or cupboard 

manager) 
- T = Transfers (boxes transferred to or from another troop and cookies picked up at a warehouses, 

traveling trucks, and/or cupboards ) 
- I = Initial Order 

·  Transfers within a troop (to girls or between girls) will not be displayed on this report. 
 
 
Order Reports 
You can view comprehensive information for specific orders by choosing Order Reports. 
 
 
Archives 
Troops that participated in the Cookie Sale Program last year may view sale information for last year by clicking ����������������  
Archive Reports and selecting 2010-2011.    


