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Troop Cookie Managers

Who do you contact if you have questions?
Troops should contact their SUCM with all questions!

SUCM Name: _____________________________________

SUCM  Phone Numbers:

Home:_______________________

Cell:    _______________________

Email Address: ______________________________________



Troop users will be given access to eBudde 
by their Service Unit Cookie Manager!

To change info 

Forget your password?



First time users or returning volunteer 
wishing to update their informationwishing to update their information.

Upon clicking submit you will be taken back to the login screen where you will login using 
your updated information!



Troop Dashboard

The Troop Dashboard displays a Message Board, a Monthly Calendar, and a Checklist.
Pl h k th d il f th b d t d t ti !Please check these daily for they may be updated at anytime!



Troop Contact Informationp

If f f l b ib d lf f il h k ifIf for some reason you feel you unsubscribed your self from email check to see if 
the receives email box is checked. 



Troop Settings

Information 
found here is 
pulled from 
last years 
program forprogram for 
the Troop 
dashboard to 
track against 
last year.

Please review and edit if necessary!



Troop Settings-Edit
eBudde will automatically calculate the 

number of girls registered with the 
troop as you enter their names into the 

system. It will also calculate the 
number of girls participating as you 

enter their orders.enter their orders.

Junior – Ambassador Troops vote to 
take the extra proceeds. If they vote to 
take the extra proceeds check this box.



Girls

Enter each girls goal ifEnter each girls goal if 
known.

Can Export list to 
Cookie Club after you 

t th t i thset up the troop in the 
cookie club!

Please enter only the girls’ first and last names in the assigned fields. 
No nick names or Adult names should be entered into the system! y

All girls must be a registered Girl Scout Member to participate. You must check the box 
that they are registered with the troop for the system to calculate proceeds!



Initial OrderInitial Order

The initial order tab is where you will enter the girls orders as you collect them Click on theThe initial order tab is where you will enter the girls orders as you collect them. Click on the 
girls name to open the line to edit or update the number of packages for each variety. Click 

Ok at the end of the line to close the edit mode and click save to save the girls updated 
order! 

Once all girls orders are submitted Click the Orange Submit Order button to submit theOnce all girls orders are submitted. Click the Orange Submit Order button to submit the 
troops initial cookie order. If you need to update after you submit-contact your SUCM!



Delivery Information

Troops will select a time frame 
to pick up their delivery.

To select a time:
• Click once to add the troop
• Click twice to remove the troop

Troops are able to pick up for 
more than one troop.



Girl Orders Tab

The Girls Order tab is different this year. You will use this tab to enter additional cookies sold by the y y
girl once the initial order has been submitted. Girls are still able to take order between the initial order 
submission and the direct sale.

When you first click on the tab it will show you a list of girls with a summary of their orders in the 
system To edit or add more orders to the girl click on the girls name you wish to updatesystem. To edit or add more orders to the girl –click on the girls name you wish to update.



Individual Girl Orders

To edit or add more orders to the girl
• Click on the girls name you wish to update. The program will open the individual girl’s account.
• The Comment column is for you to enter a booth location name or anything to help you remember 

when this order is given to you (Perhaps the date given to you or a customers name )when this order is given to you. (Perhaps the date given to you or a customers name.)
• Enter the total amount of cookies in the column as needed.

Initial Order column is locked for editing
Booths Sales
Other- additional Cookie Order

• Enter the amount collected for booths sales cookies on the accounting side and each time a girl 
hands money into the troop.

• Remember to save each added transaction!



Troop Booth Request 

My Salesy

C il S lCouncil Sales

Only Council Booth Approvers are able to approve booths. Council 
d l ti t t t t th i C ki B thsponsored locations- troops must contact their area Cookie Booth 

Approver to be scheduled for this particular booth site.



Transactions

You will only see the transactions for your Troop.

Steps for entering a transaction.
• Click the transactions tab.

• Click button to Add a transaction.

• Enter the date

• Type will be normal

• Receipt ID- leave as is or enter  name of person your 
giving the cookies to.

• Second Party will either be troop or cupboard.

• # is the 5 digit troop number you are giving the 
cookies to or the cookie cupboard number you are p y
placing a pending order to

• Remove Product means your giving cookies to 
someone else

• Add Product means your requesting cookies from 
them.

• Fill in the amounts as needed

• Click Okay to add the transaction 

• Click Save to save the transaction.



Incentives Tab

Troop Incentives

All Troops must submit their incentive order-even those taken extra proceeds! 

Patches are calculated for troops taking extra proceeds and are included as an incentive on the 
incentive tab.

• Click on the incentive tab

• Click View to see the incentives Calculations for the girls and the troop

Cli k Fill t t t ll i d l t i ti d b it f h i l d t• Click Fill out to actually go in and select incentives and submit for each girl and troop.

• Click  Girl Report to obtain an excel spreadsheet of the incentives each girl has earned.



Girl IncentivesTroop & Girl Notification

Individual Girl

On the Troop & Girl Screen 
Go in each girls account by clicking on their name to make sure their patches are included.

h di id l i lIn the Individual girl account 
• Select any incentives for the girl where a choice is given. 

• Click Submit on the individual Girl Account screen only once when you are sure her incentive request are 
correct.

• You will see the notification at the top of each girls account after you submit their order for a few seconds 
and then it disappears.



Incentives
Troop

Upon completion of submitting 
each girls incentives- You must 
submit the entire troops incentive 
order!o de

• Click the orange Submit Incentive 
Order Button

Once council submits the order to Little 
Brownie your fill out button will 
disappear!



Deposits

You will see a listing of all deposits for 
your troop. To enter a deposit:
• Select the Bank-the method to which 

you are submitting the amount ofyou are submitting the amount of 
council proceeds due. 

• Enter the date and the amount of the 
deposit of council proceeds due that 
you are sending to council.y g

• Enter a code for the Ref. Number  
(check or money order number) 

• Enter the amount being sent to 
CouncilCouncil.

Note

The Finance Department will check that 
the deposit has been received and check 
th ifi d l if i d If ththe verified column if received. If the 
amount received is different then what 
the troop entered the Finance 
department will change it to reflect what 
was actually received!y



Troop Sales Report

Dark Blue Circle- Troop Cookie 
Manager and Leader information

Red Circle- Troop information.

Aqua Circle- Set Proceeds and 
Banking information

Pink Circle- Transactions

Green Circle- Troop Sales & 
Proceeds earned, Council 
Proceeds DueProceeds Due.

Yellow Circle- Accounting-
Deposits made and entered into 
ebudde showing any balance due

Please enter all deposits (Troop 
checks , money orders  or ACH 
Drafts) sent to council of 
council proceeds due into 
eBuddeeBudde.

Print this report , sign and give 
to SUCM with deposit of 
Council Proceeds. Make and 
keep a copy to give to the troop 
leader for the end of yearleader for the end of year 
finance report due July 31st of 
each year.



Questions

We’ll answer any questions you might have now!

If after exiting the webinar you have questions, please contact your SUCM 
who will be able to answer your questions or get an answer for you!who will be able to answer your questions or get an answer for you!

You are also welcome to contact a Product Sales Associate!



Thank you!Thank you!
We look forward to a wonderful 

Cookie Program! 
Thank you for time, energy and 

efforts! 


