Financial Transactions
Log into Smart Cookies and navigate to Finances>Financial Transactions

There are two tabs for Financial Transactions. Click on the Troop Transaction tab. This will display all financial
transactions relatedto your troop including girl and booth credit card payments, direct ship payments and any ACH
transaction entered by the council. All of these transactions are locked and cannot be edited.

Manage Financial Transactions

Troop Transactions | Girl Transactions

Drag a column header here to group by that column

Transaction # ¥ | District Service Unit Troop
Q Q Q Q
CT1517993881  No Specified District 638 2
51407213 No Specified District 638 2
51407283 No Specified District 638 26
51408353 No Specified District 638 2

A council that requires troops to make deposits or payments
will allow troops to post troop transactions. Click Add Troop
Transactionand enter all required information.

Export financial transactions to excel as needed.

Click on the Girl Transaction Tab to view all girl financial
transactions. This grid will display all financial transactions

B & Q search..

Bank Date Type Amount | Ref #
Q Q Q Q Q
Girl Delivery Credit Card 10/3/2021 ACH Deposit $5100 2759 oa
Smart Cookies Direct 10/19/2021  Direct Ship Dir... $3100 51407213 o8
Smart Cookies Direct 10/19/2021 | Direct Ship Dir.. $3000 51407283 [i ]
Smart Cookies Direct 10/23/2021  Direct Ship Dir... $60.00 51408353 o4

Add Transaction

Service Unit* Troop* Troop Search

(s B (= B |

Bank* Type*

[Se\er:l Bank . lSeIect Transaction Type

Transaction Date* Amount* Reference

l ] | )

Notes

related to the girls in your troop including girl credit card payments, direct ship payments and transactions entered by

the troop.

Vanage Financial Transactions

Troop Transactions |  Girl Transactions

Drag a column header here to group by that column

Transaction # District Service Unit Troop
Q Q Q Q
CG1517993881  No Specified District 638 2%
0008141 No Specified District 638 26
0008142 No Specified District 638 26
0008143 No Specified District 638 26

&4 Add Girl Transaction

To review all troop balances, please refer to the following report: Girl Balance Summary Report

Click on Add Girl Transactionto add payments made by girls.
Itis important to post payments routinely, as girls/parents
will view amounts paid and balance due on the girl
dashboard.

Export financial transactions to excel as needed.

[=al Q Search.
Girl Date Payment Me. Amount | Ref #
Q Q Q Q Q
Noelle Bull 10/3/2021 CreditCard $51.00 2759 LX)
Caitlin Blackwelder 9/28/2022 Cash $250.00 ra |
Maryssa Backstom 9/28/2022  Check $81.00 £ E
Natalie Shepard 9/28/2022  Check $60.00 ra:|
Sum: $442

Add Girl Transaction

G Type' Faymen Mieihod"

[[Choosa) - [Seled Transaction Type - [ None n

Transachion Dae" Amount® Reference

I

—

Nates







Just In Time — Girl Delivery Cookie Share Orders

When girls receive cookie share orders via Digital Cookie for girl delivery or from in person sales, the troop level
volunteer must create the transactionin Smart Cookies for the girl toreceive credit for the sales. NOTE FOR ORDER
TAKING COUNCILS — any Cookie Share orders received during the initial order period will post to the troop initial order.
Follow these steps for orders after the initial order.

Troop volunteers can check the All Order Data Report on their troop dashboard in Digital Cookie to view any cookie
share orders that need to be enteredfor agirl. For cash orders, be sure to collect the payment and post in Smart
Cookies.

To enter a Cookie Share sale for the girl, watch this video https://www.youtube.com/watch?v=LXTiKg7Blpk or follow
the steps below:

Navigate to Orders>Virtual Cookie Share

Dashboard My Troop Booth Recognitions Finances Reports  Cookies  Tips & Tools Media Help

Manage Orders
Troop Initial Order
Transfer Order
Planned Order
Damage Order

Troop Package Goal
Virtual Cookie Share * =

You've completed 75.43% of your goal.
3500

S—p——

Enter the number of packages of Cookie Share cookies sold by each girl. The unit of measure is packages. Click Save.
Cookie Share cookies will display on the Girl Dashboard and financial responsibility for these packageswill be assigned to
the girls.

mEREEE

NO ACTION IS NEEDED FOR ANY SHIP ONLY COOKIE SHARE COOKIES OR COOKIE SHARE COOKIES ALLOCATED TO GIRLS
USING THE SMART BOOTH DIVIDER PROCESS.

Pro Tip — encourage girls to enter any Cookie Share only orders using their Digital Cookie Mobile App and select the ship
only option. This will automatically import these ordersinto Smart Cookies.


https://www.youtube.com/watch?v=LXTiKg7Blpk

Creating a Recognition order — Early, Troop and Main
View this video: https://www.youtube.com/watch?v=iaFQyj-2wsc&t=62s or follow the instructions below:

Log into Smart Cookies and navigate to

Rewards>Recognition Order

Select the Recognition Order to create —Early, Main or
Troop. Eachtype is managed by due dates. Order will
generate automatically once selected

Recognition Order
Troop: 26

Order Type:

Select Recognition Order

Main
Troop

Recognition Order
Troop: 26 | Order: 0001571

onTe

Main

LAST EDITED: Admin Admin Ow:Septemiber 78,7022 (D

sontty

A mison Thomss
£ Caiin Blackwalger
£ Maryssa Backsiom

£ Natalie Shepard

Packagessold 573 e A >
Packmgescolg 22 g A >
Id: 36! o A >

Packages sold; 333 unrEaD A ¥

Once the order has generated, open any line with a red triangle symbol to make recognition choices or size selections.
Click on the extrastab. Most extra items generate automatically, but there may be manual selections. Repeat for each
girl. When finished save order and go to Rewards>Manage Orders. Confirm your order is COMPLETE.

ey A -
e ]
fmmn by s
-
Search
1 Orders B

No Specied District

Y = Msn  Decembe162021  0001ST v | £ H v


https://www.youtube.com/watch?v=iaFQyj-2wsc&t=62s

Managing Troop Direct Ship Orders

Follow the instructions below to distribute any orders the troop receives from their Troop Ship Only link.
Log into Smart Cookies and navigate to Orders>Troop Direct Ship

Booth Rewards  Finances  Reporis Cookies Safety and Training Resources Help
Manage Orders
Troop Initial Order
Transfer Order
Troop Direct Ship Orders
Planned Order
Damage Order

Virtual Cookie Share

Troop Direct Ship Orders Search By Keyword
Troop Direct Ship Orders
Search By Kepword
3 Results [ B E
Customer Name ‘Customer Address
12/6/2020 1867 chippy eff ‘ii———eesiianiiay <52y, United States, 08538 [Percing detrtasion 1 1 5 5 2 12 5 1 1 1 53
12/6/2020 1866 chippy eff “Waiattibtiteen NN )15y, United States, 08836 | Ponding distritution | 0 3 3 3 3 3 3 0 L] 3 21
12/6/2020 1865 chippy eff S ——— e States, 05536 Porcing detrtaiton 0 0 2 0 2 3 3 o ° 4 1

Any orders that have not been distributed will be shown in red as Pending Distribution. Scroll to the bottom of the page
and click Distribute button. This will open a grid of all girls in the troop. Select the girls who will receive credit.

[ € Troop Directstip | Troop Direct Ship Orders Divider

Troop Direct Ship Orders Summary (Packages)

2 Girls

momeo 5 ) [z ) (& ) [ s J [ J (s ) 7 J [ o J[_ & J [ 5 3 =
st (o) (@ [+ ) [ ) (s J (s )7 ) (o J [ ) J =
=

Eachvariety will be evenly distributed between selected girls — edit any remaining packages until all cookies are
distributed. Click Save. Be sure ALL troop direct ship orders have been distributed to girls prior to creating your main
recognition order.



Troop Secured Booths
View this video: https://www.youtube.com/watch?v=eOui7Dd6Z2A or follow the instructions below:

Log into Smart Cookies and navigate to Booth>Troop Secured Booth.

Fill out all the required information on the Booth Information Tab. All fields marked
with an asterisk are required fields. The troop contact field will default to the user
creating the entry.

The Booth Permission box will allow the council permission to assign another troop to
the location in the event the requesting troop cannot attendthe booth. If the box is
not checked, other troops cannot be assigned tothe location.

After all information is complete, click on the Request Appointment Time tab.

Request Troop Secured Booth

Booth Information Appointment Times

Chwissy's Pat Store

Miglothian Village Shopping Center
1234 Midlotnian Village Parkway
Migiothian, Va 23112

uias1 anneintmant timas fox v hoth
Request Appointment Time

Edit Appointment Time

Click Request Appointment Time

7. B o Date 2 Bk your sppointrent S

Select the date and time for the booth request. If multiple dates

< Cictckmr 2577 » Sharttere

and times are desired, click save after each dateand time is @@=  Om
enteredand repeat for each additional day and/or time. ; [ ] (1000 .
Requested booths will appear on the Booth>My Reservations tab - WO"” @

in Smart Cookies. Status will display as requested, approved or S (1290 7]

denied. Troop contact will receive anemail when the requested

booth is approved or denied. _—



https://www.youtube.com/watch?v=eOui7Dd6Z2A

Creating a Planned Order
View this video: https://www.youtube.com/watch?v=50QnEwMrglLw or follow the instructions below:

Log into Smart Cookies and navigate to Orders>Planned Order. Besure to enter
all planned orders by the cut-off date outlined by your council.

Dashboard My Troop  Orders Booth Recognitions Finances

Select the cupboard for pick up. Then select the date and time for pickup. Enter
the order in cases or packagesas determined by your council. Unit of measure
will display just about the boxes for quantity. Enter any notes in the notes field
and click save.

Planned Order

CUPBOARD
2:00 PM - 3:00 PR 3:00 PM - 400 PM

4:00 PM - 4:30 PM

Cupboand 9003

& . szan00 [ ]

) —, sasns0 ( ]

Lomsnases 32000 [ ]
o P e [ ]
. i W szm000 [ ]
. Fasrt B Pt sas000 [ |
. Carame ek 3200 [ ]
] Fasres B Samacs 25000 ( ]

Order Notes

After Pick-up: After your troop has picked up the cookies from the cupboard the cupboard manager will approve and
the order will be converted to a transfer and the troop volunteer will receive an email receipt.


https://www.youtube.com/watch?v=50QnEwMrqLw

Creating a Recognition order — Early, Troop and Main
View this video: https://www.youtube.com/watch?v=iaFQyj-2wsc&t=62s or follow the instructions below:

Log into Smart Cookies and navigate to

Rewards>Recognition Order

Select the Recognition Order to create —Early, Main or
Troop. Eachtype is managed by due dates. Order will
generate automatically once selected

Recognition Order
Troop: 26

Order Type:

Select Recognition Order

Main
Troop

Recognition Order
Troop: 26 | Order: 0001571

onTe

Main

LAST EDITED: Admin Admin Ow:Septemiber 78,7022 (D

sontty

A mison Thomss
£ Caiin Blackwalger
£ Maryssa Backsiom

£ Natalie Shepard

Packagessold 573 e A >
Packmgescolg 22 g A >
Id: 36! o A >

Packages sold; 333 unrEaD A ¥

Once the order has generated, open any line with a red triangle symbol to make recognition choices or size selections.
Click on the extrastab. Most extra items generate automatically, but there may be manual selections. Repeat for each
girl. When finished save order and go to Rewards>Manage Orders. Confirm your order is COMPLETE.

ey A -
e ]
fmmn by s
-
Search
1 Orders B

No Specied District

Y = Msn  Decembe162021  0001ST v | £ H v


https://www.youtube.com/watch?v=iaFQyj-2wsc&t=62s

Scheduling Booths — First Come First Service (FCFS) Selections

View this video: https://www.youtube.com/watch?v=v4yglZfxOZA or follow the steps below

Log into Smart Cookies and navigate to Booths>Schedule a Booth
When FCFS is open, this bar will display which includes information on open and close dates, max number of premium
reservations that can be scheduled and max number of total reservations that can be made.

Open: First Come, First Served - Reservation 1

Closes On:

Mar 31 @ 11:00 PM

Opens On:

Sep 28 @ 06:00 AM

Max Premium Reservations Max Total Reservations

5 60

@ Lottery

Dollar Tree
1641 Crofton Center
Crofton, MD, 21114

@rcrs @® premium

A list of available locations will display on a grid on the right. A location with a “P “ indicates it is a
- premium booth. You can searchfor locations by name, zip code or city to narrow your search.
There are also a number of filters to find available locations by a specific date, time, distance from

a zip code and more.

Aetkel Farm O

o oo (sl 257 [ :
Conv Sohns ¥
3
&  Patuxent Apply
& RiverPark

& ) @

IHOP
839MD3N
Gambrills, MD, 21054

hoppers
1649 Crofton Center TiMEY

TYPEV PREMIUM

Crofton, MD, 21114

Sunoco
T1025RT3N
Gambrills, MD, 21054

%‘(’

ndetng g

Mt Airy Reception Hall
1008 Twin Arch Rd
Mt Airy, MD, 21771

o

0

Family Bike
1286 MD 3
Crofton, MD, 21114

Tty
%

Giant
1161 MD3 N
Gambrills, MD, 21054

February

. . ) Saturday, February 25
Click on a location to open a calendar. Available dates s M T w T F s N

appearin blue. Click on the date to open up available eRReronE

timeslots. Click on the time slot desired and save. o0

Your troop will immediately be assigned to the booth. 5 6 7 & 9 10 M

Returnto Booths>My Reservations to see a list of all

booths scheduled. [ R
19 20 2 22 23 24

26 27 28

Snare Booth Locations Search

3 Results f v %
Show Confirmed Reservations Show Pending or Denied Reservations Booths left to distribute
STORE ADDRESS any ZIP CODE DATE TIME PREMIUM TYPE
Royal Farms 1114Rt3N Gambrills 21054 Saturday, Feb 04 03:00 PM - 06:00 PM FCFS
Michael's Pizza 16952 York Rd Monkton 21111 Sunday, Feb 26 03:00 PM - 06:00 PM FCFS
Giant 1161TMD3N Gambrills 21054 Sunday, Feb 26 10:00 AM - 02:00 PM FCFS

Booth Sale Summary



https://www.youtube.com/watch?v=v4yqIZfx0ZA

Reviewing and Submitting Orders — Service Unit
On the Dashboard, under Action Items, locate the link for troops with no initial orders. Export data and contact any
troops who missed the order deadline. You can enter orders for them as instructed by your council prior to your SU

deadline

Action ltems

Troops with no Initial Order
Troops with no Early Recognition Orders

Insure all troops are assigned to a delivery station. Go to Reports> Entity>Troops with No Assigned Delivery Station. Go
to Orders>Manage orders and filter for initial orders. Select the troop order with missing delivery station and click the
dots to open the order. Scroll to the bottom and save order and the delivery station will appear. Select delivery station
and appointment day/time as needed.

Search By Keyword

9 Results [An

From To

O Cases © Packages O Cases/Packages

CShare

ORDER #

1/28/2018 INITIAL

1/28/2018 680 INITIAL 4087 4087 (] 12 24 36 12 218 72 144 24 (] T 240 2700.00

1/29/2018 1142 INITIAL 1726 1726 Q 72 144 96 72 264 120 216 84 Q SAVED 1068 534000

1/25/2018 136 INITIAL 1557 1557 4 48 96 120 60 240 120 216 60 i} T 964 4820.00

Once all troops are assigned to a delivery station, go back to Orders>Manage Orders and filter for initial orders. Under
action, select submit all and then click apply. You will receive a message that the job was submitted for processing. It
may take a few minutes to insure that all orders are submitted. The status on all troops will now say “S” —all orders are
now ready for review at the council level.

Go to the Dashboard and click the link for troops with no early recognition orders (if applicable). Export information and
create orders for any troops missing the deadline.

Once all recognition orders have been created togo Rewards >Manage Recognition orders. Filter for orders needing
review (R). Click Review All. Once all orders are reviewed, go back to Rewards>Manage orders, filter for Early orders and
select all orders (select by clicking the box on the far left) click submit all and all recognition orders will be submitted and

status will change to “S”.

Manage Recognition Orders

[=nl Q Search.

Drag a column header here to group by that column [x]
District Service Unit Y Troop Rec Order T.. ¥ | Order Da... Order Nu... Cost§ | Status
Q Q Q Q Q [ a Q Q
No Specified District su101 1764 Early 1/28/2018 9389 $312 U
No Specified District su101 3806 Early 1/28/2018 9387 $195 R
No Specified District sU101 4134 Early 1/28/2018 9385 3234 U

Total Cost : §7...

Review All ‘Commit All Uncommit All



Smart Booth Divider —Single Booth
Watch this video: https://www.youtube.com/watch?v=ISAJ-byrjsY or follow the steps below

Log into Smart Cookies and navigate to Booths>My Reservations
Locate the booth you will divide and click the three dots to open the menu. Click Smart Booth Divider

DATE TIME PREMIUM TYPE STATUS QryY S0LD TOTAL $
Saturday, Feb 04 03:00 PM - 06:00 PM FCFS Booth Details | Smart Booth Divider | Remaove Reservation
Sunday, Feb 26 03:00 PM - 06:00 PM FCFS 0 0 :

Enter the number of packagessold by varietyand click Save and Distribute Sales

Booth Summary (Packages)

Ralrars Total Left 1o Distribute Tatal Distributed Total Sold

T14Rt3N

Gambrills MD, 21054 0 0 0
Saturday, February 04

03:00 PM - 06:00 PM

You MUST distribute all the packages sold to the girls in your troop.

Clear All

CShare T LEM TRE ™ PBP cD PBS GFC

Save and Go Back ‘ Save and Distribute Sales

Select the girls who will receive booth credit and click Continue. The packagesare evenly divided by variety for each girl.
Distribute any leftovers as desired between girls and click save.

Select Troop Girls 4 Girls

Select Girls from your Traop to distribute the coakies sold

‘ IR NAME

Adlison Thomes o 4 1

Allison Thamas ) )
Autamin ook o ) [ s | [z ] ] s | [ 3 [ [ o #
Autumn Cos

Caitin Blackwelde ) 4 1 ] 3 | 2 | 1 ) g ] 3 [ 0 [ ° =

Meryssa Bockstom . 7 ] s [ 2 | v s ][ = [ o [ o *

Packages eft 1o
Distabate

JOoa@m@@n

Cookies allocatedto girls using the Smart Booth Divider will be shown on the girl dashboard under Booth and will not
add financial responsibility for the girl. Cookie share packagesreported on the Smart Booth divider will be credit to girls
as cookie share sales and a virtual cookie share order will be createdfor the troop. No additional steps are required.


https://www.youtube.com/watch?v=ISAJ-byrjsY

Smart Cookies User Registration — Volunteers
e Video: https://www.youtube.com/watch?v=erXCM9gyt5|

Registration emails are sent from noreply@ abcsmartcookies.com
HINT: Add noreply@ abcsmartcookies.com to your safe sender list to insure you get all emails in season.

Dear Girl Scout Volunteer,

Girl Scout Cookie season is starting soon! To help you get ready for a great cookie season please set up your account and
register on the ABC Smart Cookies website, click the link below to get started:

https://www.abcsmartcookies.com/#/registration?token=5b014270-317c-46c9-9aa4-b94694160f73

By registering on ABC Smart Cookies website, you will be able to complete your profile, start manas’ : % % a1e
and have access to all of the resources available on the ABC Smart Cookies website!

Thank you, %

The ABC Smart Cookies Team

Click on the link in the email and complete all required information. You will select your own password. Once you click
save, you will receive a confirmation email containing your login credentials. You canalso reset your password by
clicking on the “Forgot Password” link on the log-in page.

Service Unit Info

Ciy*
\entura

NOTE: Completing your registrationin Smart Cookies does not flow into Digital Cookie. You will receive an email from
Digital Cookie based on your council settings to set up your account in that system. Contact your council if you do not
receive the Digital Cookie email.


https://www.youtube.com/watch?v=erXCM9gyt5I%20
mailto:noreply@abcsmartcookies.com
mailto:noreply@abcsmartcookies.com

Transfers:

View thisvideo: https://www.youtube.com/watch?v=ASkgTlger9g (troop to girl) or follow the instructions
below:

Log into Smart Cookies and navigate to Orders>Transfer Order

Your service unitand troop will automatically be selected as the “From” Troop. Clickon the arrow nextto
“Girl”, highlight the girl receiving cookies, and hit Apply.

Transfer Order

Enter the number of packages for the girl. Entries in the “Packages” column will transferfinancial
responsibility tothe girl. Entries in the booth column will give girl credit for recognitions but not assign
financial responsibility. Itis strongly recommended to use the Smart Booth Dividerto allocate booth
packages. Notes are optional. Click Save. You can then create another transferor go to manage orders. Use
receiptsto back up all transactions.

i

i

|
|

45500

NOTE: Othertransfertypesavailable to troop users include girl to troop, girl to girland troop to troop
(dependingon council preferences). Basicfunction remains the same. Selectthe type of transfer and the
appropriate entity. For troop-to-troop transfers, only the receivingtroop can initiate the transfer. In this case
your troop will automatically populate as the “TO” troop and you will be able to selectthe troop that
transferred the product to you. Use receipts or council required paperwork to back up troop-to-troop
transactions.


https://www.youtube.com/watch?v=ASkgT1qer9g

Creating aninitial order —Order Taking Sale
View relatedvideo on the ABC YouTube Channel or follow the instructions below:

e Log into Smart Cookies and navigate to Orders>Troop Initial Order

e (Click on a girl name todisplay all cookie varieties

e For order taking sales, during the initial order period, your troop initial order will populate with information
from Digital Cookie. The first column (Inv) may contain packagesentered by the parent from the paper order
card. These numbers may be edited. The second column (pre-paid) will total all girl delivery pre-paid packages
ordered from customers and is not editable. Enter any packagesneeded in the first column or edit if desired.

e Onthe booth row at the bottom of the page, enter additional packagesfor your troop to use at booth sales. The
extra line will round all varieties up to full cases (not cookie share). Extras line is not editable. Click Save when
order complete.

TOTAL SOLD LAST SEASON PER GIRL AVERAGE TROOP INITIAL ORDER PACKAGES TROOP INITIAL ORDER VALUE

No Data

Troop Ordler Deadline: September 30, 2023 @ 11:59 PM LAST EDITED: N/A ON: N/A ©

Clear Order Buid Order By: () Caokies (@) Gir MeasureBy: () Cases (@) Packages

@ Charleigh Green $0.00 Inv. Pkgs: 0 $0.00 Pre Sale Pikgs: 0 $0.00 Total Pkgs:0 A

}—. Cookie Share 5000 meekgs [ 0| $0.00 PresalePhas 0 5000 TotalPkgs 0

‘ J— so00 . o0 resaepiss 0 om0 S

}_. Toast-Vay $0.00 Inv. Pkgs [E $0.00 PreSalePkgs 0 $0.00 TotalPkgs 0

‘ Lemonades 5000 Inv. Pkgs [E $0.00 PreSalePkgs 0 8000 TotalPkgs O

}_. Trefoil $0.00 mpigs [ 0| $0.00 PreSalePhos 0 5000 TotalPkgs O
Booth 50.00 Total Phgs: 0 v
Extra $0.00 Total Pkgs: 0

Total $0.00 000

TOTAL ORDER VALUE: $0.00 TOTAL CASES:0

Order Notes

After you have saved your troop order, your delivery location(s) will display. Click on the name of the location for cookie
pick up (you may only have one option). If the location schedules appointments, you will have the opportunity toselect

an appointment time. Save the delivery location. If you make changesto your troop order, you must select the delivery
station again. Once your initial order is complete, you can click ready for review to notify the SU that your order is

complete.
Select Delivery Station ®
1. Choose a Location 2. Pick A Date 3. Make An Appointment

- r ‘The selected delivery station Goes not require an appointment,
Map  saelne €3 Press save to continue

Gateway Science  CaperAcres
Museum

California ©
State @
University ~ 5

(=)
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