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I. GENERAL INFORMATION 
 
 

Accessing the Ashdon Farms Girl Scout Ordering System 
  

http://gsorders.ashdonfarms.com (no “www”) 
OR 

http://www.ashdonfarmsgsi.com 
 

A.  Home Page / Login 
 
At the Home Page / Login page, enter your Login Name and Password.  Make 
sure you are in the 2009 campaign and click “sign-in”.  The system will take you 
to the Service Unit Tab. 
 
IMPORTANT:  Logins and passwords are assigned to you by your council. 
Therefore, if you have problems logging into the system, please contact your 
Regional Product Sales Associate.  
 
Passwords can be changed. 
 
NOTE:  It is not necessary to login to view the “GSI” Mini Site and other 
downloads on this page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 

No login necessary to access the Mini Site! 
 

Mini Site Contains: 
Girl Activities, downloads for Incentives, Patches, 

Goal Achiever Certificate and Theme Logo. 

Nutritional 
Information & 

Product Images! 



  

 
 
 

II. SERVICE UNIT INFORMATION 
 
 
 
A.  Service Unit Tab 
 
 
On this tab you can access your Service Unit Detail Page as well as all Service 
Unit level reports and downloads.  To enter the Service Unit Detail Page, click on 
the pencil icon to the left of your Service Unit name.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Message Center 
 
This feature allows Service Units to post a message to all of their Troops.  You 
simply click the “Message Center” button, type the message and click “Post 
Message”.   The message will appear on the Troop Tab, so when a Troop logs in 
it will be listed on the first page they see and will remain there until it is edited or 
removed by their Service Unit.  
 
 



  

 
 
B.  Service Unit Details Page 
 
Please take the time to verify and complete all of Your Service Unit contact 
information.  Click “Begin Edit” to update information.  Enter your delivery site 
date, time, location information and any special instructions.  Click “Apply Edit”.   
 
NOTE:  If the Service Unit Manager address and the Delivery Station address 
are the same check the “Use Manager’s Address as Delivery Station” box in 
the middle of the page. 
 

 

 
 
 
 



  

 
C.  System Users For This Service Unit  
 
To add a new user to your Service Unit - click “Add User” from the Service Unit Detail 
Page and this will take you to the User Detail page.  Fill in the first name, last name, 
login name and password for the new user. (Use generic password GSI2009) Logins 
must be unique to each system user throughout our entire system, but passwords can 
be the same for all users.  Passwords must be a minimum of 5 characters and can be 
changed by the user.  Passwords can be changed. 
 
Select a role for the user (SU Administrative, SU User or Inactive) then click “Apply 
Add”. 
 
NOTE:  Service Unit level users only have access to their own Service Unit information 
and Troops within their Service Unit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

D.  Council Products Tab 
 
This page will list all QSP, nut/candy and incentive items in the order sequence 
as requested by the Council.  Selling Prices and Troop Proceed levels will be 
listed as well. 
 

1)  Item List & Nutritional Information 
 
Nutritional Information is available at the top of the grid when you click “View 
Nutritional Info for All Council Products”.  Individual items can be viewed by 
clicking the red asterisk next to each item. 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

III. TROOP INFORMATION 
 
 
A.  Troop Tab 
 
1)  Adding Troops 
 
Set up new Troops for your Service Unit by clicking on “Add New Troop” on the 
Troop Tab or Service Unit Detail page.  Fill in the 5 digit troop number. You will 
need to add a user and password for each new troop for them to be able to login.  
Once all Troops have been entered, your screen will show them in numerical 
sequence as pictured below. Do not delete any troop from the Nut-E program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
B.  Troop Detail Page 
 
 
To access the Troop Detail Page, click the pencil icon to the left of the Troop name.   

 

 

 

 

 

 

 



  

Click “Begin Edit”.  Complete all information as requested by your Council.  Click 
“Apply Edit”. 
 NOTES:   
The “Description” field will show up on the T2 report, so you can use this for any special 
information you may want to sort Troops by.   (For example; pickup site or pickup dates.) 

If the Product Manager information is the same as the Troop Leader information, click 
“Begin Edit”, check the checkbox in the middle of the page and then click “Apply Edit”.  
All of the same information will automatically fill in. 

Council is offering an increased proceeds option for Cadette, Senior and Ambassador 
Troops who do not wish to take incentives (other than patches), click “Begin Edit”, use 
the drop box next to Proceeds Plan and select “Without Incentives” and then click 
“Apply Edit”.  Please do this PRIOR to entering orders. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

NEW 

NEW 

Select proceed 
plan PRIOR to 

entereing orders. 



  

 

C.  System Users 
 
For New Troops- Click “Add User” from the Troop Detail Page and this will take you to 
the User Detail page.   
 
Fill in the first name (Troop), last name (Manager), login name (gshpa20148) and 
password (GSI2009).   
 
Select a role for the user (Troop Administrative, Troop User or Inactive) then click 
“Apply Add”. 
 
For existing troops- Click “Edit User” from the Troop Details Page and this will take 
you to the User Detail page.   
 
Change the password to GSI2009.   
 
Logins must be unique to each system user throughout our entire system, but 
passwords can be the same for all users.  Passwords must be a minimum of 5 
characters and can be changed by the user. 
 
 
NOTE:  Troop level users only have access to their own Troop information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 



  

 
V.  ENTERING GIRL ORDERS 

 
 
A.  Girl Orders Tab & Transfers 
 
●   Council has decided to allow Troops to enter their orders down to the 
     Girl level, a pink “Girl Orders” column will appear on the Girl Orders 
     Tab.   
 
    IMPORTANT NOTES: 
     Girl Orders can be deleted but only up until midnight of the Service Unit 

deadline date. 
 
 
1)  Adding Girl Orders 
 
●  To begin entering Girl orders for your Troop, click “Edit” in the pink “Girl 
    Order” column next to the Troop you wish to select.  This will take you to the 
    order entry page for Girls. 
  

 
 
NOTE: 
 
●   Make sure to enter Girls Registered in the Troop Total row.  Click “Edit”, 

enter number and click “Save”.  The Girls Selling number will automatically 
calculate after girls’ orders have been entered. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 
 
●   Click “Add New Girl Order” for each individual girl.  (Troops should enter the 

girls full name)  Enter all QSP and/or Nut/Candy totals and click the pink 
“Save” button on the left. 

 

 
 

 
 
● Incentive totals will automatically be calculated based on each girl’s total order. 
    If no choice is required and no manual quantities need to be entered just click 
    the pink “Add Product & Incentive Order” button.   
 
    If an incentive choice is required, the system will ask you to make a selection.   
    If an open field appears with a “0” that means this is an elective item and a  
    manual quantity can be entered.  (An example of an elective item is the RD 
    promo item.)     
 
    After your selection has been made and/or your manual quantity entered, you 
    must click “Save” on the left before clicking the “Add Product & Incentive 
    Order” button.  You will receive a confirmation message that your order has 
    been accepted into the NUT-E system. 
   

 
 

NEW 



  

●  Edits to Girl Orders will be allowed until midnight of the Service Unit deadline 
date. 
 
    NOTE:  Troop Special Orders are used only with council approval. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

VI. BANK DEPOSITS 
 
 
A.  Entering Bank Deposits 
 
On the Troop Tab under “Bank Deposits”, click “Add/Edit/Delete” for the specific 
Troop you want and this will take you directly to the Bank Deposit Manager page.  
You can also access Bank Deposits directly from the Troop/Girl Order tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

1)  Bank Deposit Manager 
 

Select a bank name from the drop box.  Click “Add Deposit”.  This will take you 
to the Bank Deposit Details page. 
 

 
 
2)  Bank Deposit Details 
 

Enter the date of the transaction and the deposit amount. Click “Apply Add” to 
save.  You will receive a confirmation message that your bank deposit has been 
accepted into the NUT-E system. 
 
If you stay in Bank Deposit Manager you can keep entering deposits for that 
Troop until you are finished.  If you want to change to a different Troop, just 
“Navigate Back” from the Bank Deposit Manager to the Troop Tab. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

NEW 



  

VII. KEY REPORTS 
 
A.  T-2 (per Troop) 
 

 
 
A.  G-2 (per Girl) 
 

 


