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TheVqupteer Cookie Team

As with every program activity in Girl Scouting, girls reap the full benefits of the Cookie Program as a

result of the knowledgeable and caring mentorship provided by adult leadérs.handbook provides

the details of how yowreate a successful, fun, safe, and rewarding Cookie Program.

~ Service Unit Cookie Manager aka SUCM

e Receives materials froifdttle Brownie Bakers andassembleand distributes packets teach Toop Cookie
Manager

e Makes decisions about cupboard locati@amsl logistics.

¢ Reviews andubmitsthe initialcookie and incentives orddor the entire Service Unit

e Sets up a delivery schedule, recsiveder from Delivery Agentandcoordinates distribution to Toop Cookie
Manages.

e Revievg data in eBudde for thergire ServiceUnit and submé final incentives order.

¢ Receive award itemsrbm Little Brownie Bakersanddistributes to troops.

e Supportsthe Troop Cookie Manageras needed.

R

/ 5Troop Leader aka TL
e Schedules and lea&family Meeting
e Works with troop to set goals and plan cookie activities.
e Makes plans for number and preferred locatiafidooth salessties.
e Assists with of pickup, storage, and distribution.
e Suppors girls as needethroughout the program to review goshnd progress
e Suppors Troop Cookie Manager withmoney collection as needed.
e Assiss Troop Cookie Managemwith depositsas needed
e Coordinates and managebooth sale logistics
¢ Request more cookies for booth sales as needed.
e Suppors Troop Cookie Manageras needed tavrap up moneycollection and angookie returns.
e Receive and distribute cookie dough andward items.

W= Troop Cookie Manager aka TCM

e Assists Troop Leader witframily Meeting

e Updatestroop andgrl settings in eBudde and sets up Cookie Club accounts.

e Revievs booth sites on eBudde to assisroop Leaderwith booth salegplanningand scheduling

e Collects order cards, distributes Goal Getter cards, calculates totals, enters needed invenaBydiae
and submits the troop initial cookie and initial incentives order.

e Works with SrviceUnit Cookie Managetto schedule pickups frordeliverysite and makes plan for
troop cookie inventory distribution, and any storage as needed.

e Collects money,issue receiptsand record payments iaBudde

¢ Deposits money in council account, troop account, records deposieBindde and forwards deposit
slips to council office.

e Ordersadditional cookiess needed fothe troop.

e Records girl salegata in eBudde
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Awards that Inspire Cookie Salecess!

——— ——-—'__ W

Troop Proceeds

Troops will earn 45 cents pgpackagesold | f t h e tgirl selingabesagepreaches 2248l
packagesold so far and all additionpackagesold will earn the troop 50 cents pgvackage

Troop cookie proceeds are for the benefif the troop as a whole Please refer to the Money
Management section of your Volunteer Essentials Handbook to review the possible uses of troop funds.

Service Unit Proceeds

Each Service Unwill earnone cent per box soldrom all the troops within tle Service Unit Service

Unit Directors will receive confirmation of this amount in June once all the cookie records have been
balanced

Girl Awards

Girls earn the symbols of accomplishment in the form of patches and other incentive items, and they
alsoar n 0 Co o k(previol3lg kngwm és Cookie Bonusés)usetoward their personalgoals
such as
¢ Annual Membership Dues
Council Sponsored Activities
Council Resident Camp
Council Approved Service Unit Events
GSUSA Destinations
Troops traveling to Girl Scout National or International Program Centers
Non-Restricteditems from the Girl Scouts of Silver Sagmres

In addition toCookie Dough, girls will earend-of-programAward items based on the total number of
packages she kethroughout the cookie programThe Initial Award (Cookie StaPatch Pihis earned based
on the number of packagesyirl sells between January™dnd31°.

Award Items Cookie Dough Earnings Table

e Cookie StarPatch Pir@ 225 boxes sold
e ThemePatch @ 30 boxes sold 100 w149 5 5
e Tie DyeBandana @ 60 boxes sold _ 10w 199 :_$ 30
e Bar Patch @200 boxes sold200+, 300+, 400+, etc) ?g i ?’z :‘ g
e Miranda PandBear @ 250 boxes sold Theme Patch 00 M9 § n
o Wristlet Wallet @ 350 boxes sold 0 w399 $ 30
e 1,000+Box CookieEvent @ 1,000 boxes sold M0 w49 § 120
500 ™ 5599 5 | 50
T N
T wm W $ 20
4 : B0 w89 L
S 500 w999 § 270
1 " ’ ..-..:_.5.:_.-. a8 = _-_._ A .::..-, lw w; E‘Iﬂ" ; -3!;5_..
Tie Dye Bandana . Wristlet Wallet i 1 1350 to 1499 £ 40
n ‘S 1500 o 1749 s 4%
s 1750 w1999 £ 570
irand nd e — ] 2499 5 0
MSt?Jffez Féaeara Silver Sage Cookie Dough ﬁ : g::; : E—ﬁ’
3000 w399 % low
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Training

Training dates and times raysubject to change
Checlourwebsitdor current informationww.girlscoutsc.org/cookies

In Person Trainings

Regional Trainings
Regional trainings are provided foroop Leades, Troop Cookie Managey and Service Unit Cookie
Manages. At the time ofthis printing locations have not been finalized.

Training Dates byity:

e Monday Dec # Nampa
Tuesday Dec 8 Twin Falls
Wednesday Dec 9 Idaho Falls
Thursday Dec 10 Pocatello
Friday Dec 1% Boise

Training Agendéall times are pm)
5:30to 6:30-----Shopping & Networking
e Mini Girl ScoutStore
e Summer 2010 Camp Information
¢ Question& Answers with Staff
e Networking with other volunteers
6:30to 7:00-----Overview of the Cookie Program by Little Brownkakers
7:00 to 8:00----Training Breakougessiors
A. Troop Leaders
B. Troop Cookie Managers and Service UGibokie Managers
8:00 t08:30-----Training Breakout Sessisn
A. Troop Leaders and Troop Cookie Manager
B. Service Unit Cookie Manager

Conference Call Make -up Sessions
Anyonewho cannot attend theRegional training in their area will have an opportunity to attexdference
call training

e To callin: 18664394480 Paticipant PIN code: 963484#

e Call in about 5 minutes prior to the start time.

e If no participants have joined byminutesafter the start time, the call will be ended.

Service Unit Cookie Managers:
0 Tuesday 12/15/09 7:00pm to 8:00pm
U Thursday 12/17/09  Noon to 1:00pm
U Monday 01/11/10 7:00pm to 8:00pm
0 Tuesday 01/12/10 8:00am to 9:00am
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Troop Leaders :

U Monday 12/14/09 7:00pm to 8:00pm
U Tuesday 12/15/09 8:00am to 9:00am
U Wednesday 12/16/09 Noon to 1:00pm
U Monday 01/11/10  Noon to 1:00pm
i
i

Wednesday 01/13/10 8:00am to 9:00am
Thursday  01/14/10 7:00pm to 8:00pm

Troop Cookie Managers:
U Monday 12/14/09 Noon to 1:00pm
U Wednesday 12/16/09 8:00am to 9:00am
U Thursday  12/17/09 7:00pm to 8:00pm
U Tuesday 01/12/10 7:00pm to 8:00pm
1]
1]

Wednesday 01/13/10 Noon to 1:00pm
Thursday  01/14/10 8:00am to 9:00am

Online Trainings

Cookie VIP eTraining
New this year Little BrownieBakershas created online miutraining videos to help volunteers. This resource
can be foundat http://vipetraining.littlebrownie.com/Login.asp&lick on the link toRequestAccess and
complete he fields
Topicsinclude
e Progam
Marketing
Technology
Cookies
Council

eBudde Learning Modules
Again this year Little BrowniBakershascreatedpre-recorded webinars offering training and information
regarding the eBudde applicatioithese modules cdme accessed 24/7 from the eBudde site, click on
eLearning on the Menu bafThe seven topics covered are:
e Module 1: Setting Up Your Computer
Module 2: Overview of eBudde
Module 3: Inputting Troop Information and Orders
Module 4: Transactions
Module 5: Depsits/Sales Reports
Module 6: Girl Orders
Module 7: Incentives
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Cookie Program Resources

e ——

Little Brownie BakersActivity Kits

These graddevel materialproveda framework and lots oideas as you set your goal N
and plan your Cookie Program activitieShey include information about setting goalsy "
holdingFamily Meeting selling tips, safety, incorporating badge work and journey
activities, and more.

Little BrownieBakersalso provdes a wealth of online resources to enrich your

program activities, which you can findvavw.littlebrownie.com and includsthings like:
e Clipart R araca

Volunteer resources

Teenresources

Games

Cookie information

Cookie ClubeE

Cookie Entrepreneur resources

Learning activities

eBudde link

Cookie |l ocator &

Girl Scouts of the USA Cookie Activities

Check out our nationaWwebsitefor information about earning the
Cookie Activity Pin at:
www.girlscouts.org/program/gs_cookies/cookie_activity.asp

The Activity Pin can be purchadat Girl Scouts of Silver Sag®res or online at
www.girlscoutsssc.org/store

Girl Scout Try-its, Badges, and Interest Projects

There are plenty of opportunities to enrich the learning potential of the Cookie Program using existing
Girl Scouts curriculum Many of these are highlighted in thiétle Brownie Bakersnaterials and here
are a few examples:

e Brownies can earn the Cookies Count Ftiyfoundon page 12 off rylts for Brownie Girl Scouts

¢ Juniors can earn the Cookie Connection Badigendon page &f Junior Girl Scout Badge Book

e Older girls can earnhe Cookies & Dough Interest Projedound ininterest Projects for girlsl¥1
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Safety Always Comes First

One of the primary responsibilities of adults involveddiml Scouting is to ensure the safety of our Girl
Scouts. During the cookie program, this is especially important because girls work with money, are out
in the community, and can now use the Internet for certain aspects of communication and marketing.
The Family Guide offers brief safety highlights for parents, but as the troop leader, you will need to be
fully knowledgeable to ensure that your Girl Scouts are safe and to be a resource for parents if they
have any questions about safety.

GSUSA has issuedSafetyViseupdate that contains information pertaining to the cookie program,
including safety updates for the use of the Internet during the cookie sale and the facts about Girl Scout
Daisies selling cookies, which we have summarized belmwr detais, please review the safety

resources found on the Cookie page of our council websitevatw.girlscoutsssc.org/cookies.

We strongly recommend that you review thgafety & Risk Managemsedtion of yourVolunteer
Essentials Handbdokhave all safety policies, guidelines, and procedures in mind as you prepare for the
cookie program.

Summary of General Cookie Program Safety Guidelines

e Troop leaders must have a signed copy of the 2010 &iout Cookie Program Parent Contract for
eachgirl to be able to participate.

e Adults must provide supervision and guidance for all grade lexelslts must accompany Girl Scout
Daisies, Brownies, and Juniors when they are selling, taking orderslivarae cookies.Supervision
extends to any online activity.

e Girl Scout Cadettes through Ambassadors must use the buddy system when selling and have adult
oversight.

Specifically for Girl Scout Daisies
Girl Scout Daisies can participate in the Girl Sc@ookie Program.Below are specific requirements to
ensure their safety and to fully engage them in the program at their maturity level.

e Itis recommended that Girl Scout Daisies only sellamily, friends, and neighbors.

e The attention span and phyaiabilities of girls at this age are limited and therefore it is strongly
recommended that they not agage in booth selling.

e Girl Scout Daisies need odenzdne supervision when handling money (the adult should hold all
money).

e The involvement of parentsrarusted adults is needed when Daisies are setting goals to ensure that
the goals are age appropriate.

e Adults must accompany Girl Scout Daisies when they are selling, taking orders, or delivering cookies.
Supervision extends to any online activity.

e Itisnot appropriate for Girl Scout Daisies to be marketing online through their troop or group, parent
or guardian websites, or social networking sitésirl Scout Daisies may send out emails only if
working with an adult, and should use blind emails orah&ne marketing tools praided by Little
Brownie Bakers.
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Order Taking and Selling
e The Girl Scout Cookie and other product sale activities aredgid. Adults may assist, but cannot sell
Girl Scout products.Girls or their parents cannot broadcasinail to parental membership lists or
placeof-employment email directories.
e Girls must never give out their last name, telephone number, or personal email.
e A designated adultds telephone number and/ or
provided as a way to receive reorders or complaints.

Booth Sales

e Two nonrelated, backgroundhecked adults must be present at all times during the booth sale,
and at least one must be female.

o |If either of the background checketiults havenoney restrictionsthey must not be allowed to
handle troop money at any timeCheck with you Service Unit Directorfor information about
adult volunteers with moneyestrictions.

e Based on the number of girls attending you may need more than two adréter to your
adutto.gi rI ratios, wusing the column pertaining t
considered a otravelingod6 event .

Summary of Online Safety Guidelines

Girl Scouts need to follow the guidelines listed below when using the Internet to marketranamicate the
cookie sale
¢ Read and sign the Girl Scout Internet Safety Pledge with your parent or guardian.
e A parent, guardian, or other adult must be aware at all times each girl's online actiaityd to the
Cookie Program.
e Girls can use Little Brownie Bakers email tools to inform friends, family, and former customers within
council jurisdiction when they are selling cookies.
¢ Girls can manage an online database of customers on Little Brownie Baker¥aite&ean also create
your own database, as long as the privacy of customers is respected.
e Girls can use a group email overseen by an adult (as@rownies57Colorado@gmail.cgmand/or a
parent/ guardiands email address for sending e
e Girls cannot accept commitments for product s
family members.
e Girls must not post her personamail, personal street address, or phone number on a ditetead,
use a blind email provided by Little Brownie Bakers, a group email address, or an email address share
by an adult.
e Girls cannot transact money online for product sales but girls carfask commitment and can tell
online customers the following:
o Who you are (a Girl Scout, but also a friend, a relative, a daughter of a friend, and.so on)
0 What you are selling
o Why you are selling (share your oduetrsaesnal a
benefit the Girl Scout council in your community).
How much the product costs.
What options they have for purchasing cookies as a gift for others (Gift of Caring).
When your order is due and when cookies will be available for delivery.
Where ard when your troop booth sales are scheduled.
Ask when it would be convenient for you to
Ask them to give a callback number and a delivery address (must be within our council
jurisdiction).

O o0O0O0O0Oo
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Troop or Group Websites

e Mustbe overseen by an adult.

e A group that wants to design a website must understand that the Web is an open medium for anyone.
An open site will attract more than the intended useSocumented instances of cyberstalkers make
it imperative that any informain that could jeopardize the safety and security of girls and adults is not
disclosed on a website.

¢ Girls can use a static group webpage for marketi(@ static webpage is one that looks the same each
time users view it; they are not allowed any input thre page.)

e Any appearance (by a girl or adult) in a Girl Sévelated video or picture posted online must have
t he per s on 0Thispgerenission is isdicatemh.the 2010 Parent Contract in the Family Guide
(which an adult can use as welllhe troop leader is responsible for letting all parents know when
girl sé pictures are used for YouTube, the gro

Social Networking Sites and Other Online T ools (For girls 13 and up)

e Groups whose girls meet the age criteria (13 and up) and have parental permission and supervision
may set up a troop or group social networking site, such as Facebook, MySpace, and Titittesite
must be approved by Cound@taff. Please send a link of your group sitedokies@girlscoutssc.org

e Girls using a social networking site for communication and marketing must:

0 Review theLet Me Know (LMK) site atwww.lmKk.girlscouts.ordor guidance on social
network safety.
A For Juniors and Cadettes, complete tBaline Devices and Netiquette section on the
girl sé6 LMK Pages (Let Me Know).
A For Cadettes, Seniors, and Ambassadors completeSihial Networking section on
the girlsd LMK pages (Let Me Know).
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Timeline and Tasks deta
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Meeting eBudd Mid December

By mieDecember@kie Managersinexplore the demotofhi s year 6 s v e amsofovare of t h
(eBudde)wvhichs awebbased application provided by Little Bidakeethat allows Cookie Managers to easily
manage all aspects of the cookiegmog@Budde helps plce orderspanage inventory, schedule booth sales,
record sales data, record payments, and doestiire@awardsgalculating for us.

Service Unit Cookie Manager Troop Leader Troop Cookie Manager
A Login and explore the eBudde dem| ---- A Login and explore the eBudde demd

Everyone who attends thRegionallraining in December will have eBuddecess established shortly
thereafter. If you did not attend theRegionallraining, or for other reasons do not have access, contact
cookies@girlscoutssc.org

Login to eBudde
1. Go to: http://ebdemo.littlebrownie.com/
2. Enter youreMail Address
3. Enter your temporaryPasswordaso e bu dde 6 .
4. You will see &ontact Information Page where you will need to enter all information and change
your temporary password.
5. Click the Submit button.

Explore the Demo
e Click around and check things out.
o Feel free to use all of the screens and functions, including submitting orders and incentives, process
transactions, etc.
e The demo does not have any pleaded data.
¢ No information entered on this site will roll forward to the live site.
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Starting the Program Mid December to end of January

| t iidestogét organized and ready to start the Initial @romone saleg)hasewhichstars on January 15
Thisdate is set to establish a standard sales window for all girls in Silver Sdgis @opodént to honor the start
date and not begin before then.

Service Unit Cookie Manager Troop Leader Troop Cookie Manager
A Receives troop roster fronCouncil A Receives roster fronBUCMto A Assists Troop Leader witframily
Product Manageand distributestd  review and update as needed. Meeting
troop leaders for review and A Schedules and leaBiamily Meeting
corrections. A Works with girlsto set goals and
plan cookie activities.
A Supports girlsluring order taking.

By now, troops will have received a packet fraheir Service Unit Cookie Managéhnat includes a
troop roster based on Council data as ofid-November. The material quantities your packet are
based orthesenumbers If you have additional girls and require additional materials contact your
Service Unit Cookie Manager.

R \

~ Service Unit Cookie Manager Tasks

Distribute Roster
e You will receivethe initialtroop rosters to helpyou build your troop.
¢ If you needadditional materials to complete your packets, contact your local Council Office or
MembershifRepresentative
e You will receive an updated roster on Januafytd distribute to Troop Leadersso that they can
review one mae time before girl data is uploaded to eBudde.

i

Troop Leader Tasks

Review & Update Troop Roster

e Your troop cookie materials should includetroop roster that was generated from the council
database as ohid-November.

e Resolve any inaccuracies with your Service Unit Registrar and submit the needed changes to the
council office.

e You will receive an updateroster on or around January™for one more round of checking and
updating through the council office.

e All girl data in the Council database as of Januafywii be uploaded to eBuddany further
changes will need to be made by your Troop Cookie Manager in eBudde.
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Hold Your Family Meeting

Partner with your Troop Cookie Manager to holdramily Meetingefore initial orders begin on
January 1%to handout the Family Guide and review the Cookie Progtahittle BrownieBakers
providesmanyideas for theFamily Meetingn the activity kits At this meeting,you and your Troop

Cookie

Manager will talk withafrilies about the cookie progmm timeline, materials, safetypoth sales,

expectation of girls and adulfsarent contractand other materials that are part of the cookie pragn
At the Family Meetingnake sure to collect:

2010 Girl Scout Cookie Progim Parent Contract

Internet Safety Pledge

Contact information for thosedmly members who want to help with the cookgogram

If a parent cannoattend,make sure yowsendthe Famly Guidehomewith the girl, mail it or make
other arrangementso make sure the parestreceive this information.

Set Goals and Plan Activities
Use the information in the Little BrowniBakersActivity Kits as you work with your girls to set sales
and learning goals and plan activities.

Support Girls with Order Taking

The Ini

tial Order phase begins on Friday, Januafyat3:00 pm and lasts until January.3You can

support your girls during this phase by taking some time at each troop meeting to discuss their progress
(perhaps using the goal chart in the Little BrowBiakersActivity Kit) and resolve any issues that arise

for the

girls.

Troop Cookie Manag er Tasks

Assist with Family Meeting

Partner with your Troop Leader to hold th&amily Meeting

Handout the girl materials (Family Guide, Order Cards, Goal Getter Cards and Money Envelopes)
Take responsibility for reviewingt the meetinghe technicabspects of the timeline and the materials
that are crucial to an effective progm

Take responsibility for collectinpe 2010 Girl Scout Cookie Progim Parent Contractand keep those
together with the troopds cookie records.

Distribute Materials

GSSSC

Distribute all the girl material$o the parens before January 15

If you are distributinghe materialsin advance of January™$or exanple at yourFamily Meeting
explain the honor system in waiting until the™® start taking orders.

If you are not distributingn advance, you will need wome up with a convenient process for parents
to obtain thematerialsfrom you asthe sales start date approaches
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Setting Up eBudde January

———-'-__'_'

Service UnZookidManagersare responsible &etingup eBuddacces$or Troop CookManages TheTroop
Cookie Manageranthenset upeBuddecces$or Troop Leaders a@dokie Cludiccountfor girs. Troop Cookie
Managers als# up the basic information tHate how eBudde will calcutadv®pproceeds

Service Unit Cookie Manager Troop Leader Troop Cookie Manager
A Adds TCM emails in eBudde to | --- A Logh to the Live Site
establish access to the live site. A Updates Troop Settings
A Adds new troopsto eBuddeas A Updates Girl Settings
needed A Provides access to Troop Leader
as needed
A Creates Cookie Club Accounts

o

~ Service Unit Cookie Manager Tasks

Login to Live Site
The Counci l Product Manager will set @®p your acc

When you login to the livesite you will be required to enter youruserame and password ag:
not carry over from the demo site.

1. Go to: https://ebudde.littlebrownie.com/

2. Enter youreMail Address

3. For first time users, enteyour temporaryPassword o0 eé te 6
If you used eBudde last year, enter your password from last. yéaiou do not remember your
password, instructions are provided below the login screen.

4. You will see &ontact Information Page where you will need to eter all information anctchange

your temporary password.
5. Click the Submit button.

Establish Access to Live Site for Troop Cookie Managers
Starting on January'gService Unit Cookie Managers will have access established in eBudde and can now
establisreBudde access for all of the Troop Cookie Managers in their Service Unit.

Login to eBudde.
Click the Troops tab.
Click the Edit button next to the troop number
Enter informationfor the Troop Cookie Manager (Troop Cookie Chair).
Email: 8 Enter emailaddress
First name: (Optional)d Enterc ont actades f i r st n
Last name: (Optional)dEnt er conammct 6s | ast n
Active? & Check this box if you want the contact to have access to the system.
Receives email? 8 Check this box if you want the contact to receive enfailm the eBudde.

PoNE
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Adding New Troops to eBudde
You will seeyour list of troops on the left sideof the screen under thélavigationtree. If any new troops
have registered since the data was uploattedBudde, you will need to add them.

Login to eBudde.
Click the Troops tab.
Click the Add a Troop button.
YouMUST enter data in the following fields:
a. Number (troop number)
b. # Girls Registered
c. # Girls Selling
d. Level(grade)
5. Enter information for theTroop Cookie Manager (Troop Cookie Chair).
a. Email: 0 Enter email address
b. First name:(Optional)d Enterc ont act 6s f i r st name
c. Lastname:(OptionaldEnt er contactds | ast name
d. Active? & Check this box if you want the contact to have access to the system.
e. Receives email? d Check this box if you want the contact to receive enfadm the eBudde.
f. Email (depending on the type of user you are adding)
6. Click the Update button.

PoONE

W Troop Cookie Manager Tasks

Login to Live Site
e Sometime aftedanuarg”"yourSer vi ce Unit Cookie Manager wil |
eBuddesite.
e ByJanuary 12the girl information in the council databaseill be uploaded to eBudde.

When you login to the live site you will be required to enter your usemme andp as swor d agai né
not carry over from the demo site.

1. Go to: https://ebudde.littlebrownie.com/

2. Enter youreMail Address

3. For first time users, enter your temporaryassword bo @ d e 6
If you used eBudde last year, enter your password from last year. If you do not remember your
password, instructions are provided below the login screen.

4. You will see &ontact Information Page where you will need to enter all information amthange

your temporary password.
5. Click the Submit button.
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Update Troop Settings

1. Loginto eBudde.

2. Click the Settingstab.

3. Click the Edit Settings button.

4. Enter or modify the following fields:

# Girls Registered

# Girls Selling

Goal (pkgs)

Level (grade level)

Receives Proceedsleave this et t o 0 n o Olt néedstable tisvilydodAwards to
calculag¢ correctly.

Bank Name

Bank Routing No

Bank Acct No

It is mandatory to ater your troop bank information.

5. To add a new contact, enter the email addrésshe section for the type of contact you are entering.
There are three sections add a new contactiroop Leaders, Troop Cooki€hairs (Troop
Cookie Managers), and Troop View Only User. Hostancejt maybe helpful to allow the Troop
Leader accesso they can review the data and print reports as needed

6. To remove a contact, check theemove7box next to the contact email addresame

7. Click the Update button.

Add or Update Girl Settings
1. Login to eBudde.
2. Click theGirls tab.
3. Enter the informatiorfor the girl you are adding or updating
The only required data ighe First Name andLast Name fields.
4. To delete a girl from the list, check theelete?box.
5. Click the Update button.

NOTE: The data in eBudde does not connect to our council database and only reflecistimeupload
basedon the data in the databasm January 2". If younotice anygirl membership data that needs to be
changed (ame misspelled, not in your troop, etcipake corrections as needed in eBudde and have your
Troop Leadercontact your Service Unit Registr&m ensure the changesre made in thecouncil database.

Create Cookie Club Accounts ‘ ’
Girls go online to learn about goals, sptalsand track their progress
with this fun, interactive tool. Girls today ar

this evolution of the Cookie Progim @000 == !
L i i

It is great idea to have th€ookie Clubsetup done by January 15

when the Initial Order Phase begin$o lean more about Cookie Club

and how to setup your troop, check out the great resources on the O

Little Brownie Bakers website at:

http://www.littlebrownieBakerscom/volunteers/vol_cc_resources.html

GSSSC Volunteer Cookie Guide 11/16/2009 Pagel?


http://www.littlebrowniebakers.com/volunteers/vol_cc_resources.html

Planning Booth Sales Mid January

Starting in Janudrgoop Leadelk®ingplamingthetentativenumber of booth sales based on trodg aywd

girl/adult availabilitfroop Leaders partiveth their Troop Cookie Manager to review the boo#itsslagailable

to decide which sites they want to target once schedulinglbdegugs booth safes Council Sales sites cannot be
scheduledntil January 24

Service Unit Cookie Manager Troop Leader Troop Cookie Manager
A Makes plans for number and A Revievs sites on eBudde to assist
preferred locations based on girl with booth sales planning.

and troop goals, people prefereng
andavailability, etc.

There are two types of booth sites in the Cookie Boo8theduler
e Council Sited sites throughout the council with agreements already established.
e My Sales Sita$sites that troops cararrangethemselves in cases where thareay not be a council
establshed site in your community oif you have a special location sueéa church.

v,

i

Troop Leader Tasks

Booth sale planninigp advances important for a number of reasons:
e You will wantto plan to do enough booth saldso meet your troopds goal s
¢ Knowinghow many booth sales you want to hold will help you order enough cookies in
advance.
¢ Holding a boothsalewill depend on sufficient adult helpers and other logistics that require
advance planning.

Work with your girls and participating adults to make preliminary decisions about:
e How many boothsalesshould be plannét
Do we have enough adults to covére planned number dfooths?
What days/times work for our girls and adults?
What types of locatios do the girls prefer?
What supplies will we need?
Do we have sufficient transportaticsupportto move people and cookies and supplies?
How many cookies do we ordeto support our plar?

Work with your Troop Cookie Manager to review the council booth sdteations established in
eBudde, and make preliminary plans to adt-councilsites( 6 My S a lagdesireds i t e s)
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W= Troop Cookie Manager Tasks

Review Council Sales Booth Sites
For planningpurposesyou can use the steps below teview Council BoothSale ges. Actual scheduling
does not begin until January™24
1. Login to eBudde.
2. Click theBooth Salestab.
3. Make sure theCouncil Salesradio buttonis selectedlittle circle).
The listing on the left is by city
4. Cl i ctbh & 00 e x pand sd the businesaames by Idcationt o
5. Cl i ctb & o 0 e xdatasesthblishbdefor each business
| f t he#be niesxtnot o0 an entry, that means that w
this business, or that we have contacted them and theynateallowing booth sales
DO NOT CONTACT THEM.
6. Click on adateto view the specificime slots on the right.
RememberYou are just viewing information at this time, you will not be able to schedule until
January 22

Explanation of theolor-codingfor Council Sales booth sites:
e Green = time slots are available
¢ Blue= time slots are not availableither we are still working on an agreement with the business or
they have denied the requesfpO NOT CONTACT THESE BUSINESSES.

Add a Non -Council (My Sales) Booth Site

1. Loginto eBudde.

2. Click theBooth Salestab.

3. Click theMy Salesradio button (little circle)

4. On the left of the screen, clickdd a Location.

5. Fill in details on the right

6. Click the Add button.

7. Click the OK button on the Success pepp box

Your new entry shows up on the left in blue, indicating a pending request.
Complete aTroop Booth Sale Location Confirmation Agreement  for your desiredsales site
and send the agreement to the Boise office

This agreement cabe found atwww.girlscoutsssc.org/cookies

o

Explanation of the colecoding forMy Sales booth sites:
¢ Blue =indicates that the request is pending.
e Green =indicates that the request has been approved
¢ Orange = indicates that the request has been denied.

Once yourTroop Booth Sale Location Confirmation Agreement has been approved by tf@ouncil
Product Manager, your site listing will change from blue to green and you are ready tbygair site listhg
changes tmrange the request was denied.

It is so important to add these extra sites in eBudde because they will export to the Booth Locator so that
the public looking for booth sales in their area will see these as well as the council sites

GSSSC Volunteer Cookie Guide 11/16/2009 Pagel9


http://www.girlscouts-ssc.org/cookies

Planning the Delivery Site Mid January

e —————

Service Unit Cooklieanagers are responsible for identagmigable location where the Serviceadkiie order can
be delivereandtemporarily stored uatlil the cookies are redistributed to the troops.

Service Unit Cookie Manager Troop Leader Troop Cookie Manager

A ldentifies and confirms location td ~ ---
receive the delivery of the Servicq
Unit Cookie Order.

A Sets up a delivery schedule

o

~ Service Unit Cookie Manager Tasks

Identify a Delivery Location

Most Service Unibrders can fill a twecar garage So,depending on the size of your order you may need to
look into locations witha big space, such aglaurch activity room, a business with a warehouse, storage unit,
etc. Here are a few lhings to considemwhen choosing a site:

e The deliverytruck will be large and cookies will be dffaded on pecial handcartsSo, choose a site
with easy and safe access for a large truck and unloading actittesnud, snow, long drive length,
etc. cancomplicate things.

e Choose a site with dlat clean areaa temporarily store the cookies.

e Try to avoid choosing a site with stairs.

e We recommend that you distribute the cookies on tharee day as deliverylf you cannotmovethe
cookies out on the ame day,make sure that the site will keep the cookies dry for as long as you need.

Enter the Delivery Manager Information in eBudde
1. Login to eBudde.
2. Click the Delivery tab (this tab is on the top LEFUinder the wordsNavigate Here).
Selectinghis tab changes your tab choices on tight; because/ou are now working as the
Delivery ManagerTo change back tthe Service Unit Cookie Managtab selectionsclickon
Council.
3. Click the Setting tabs.
4. Clickthe Edit Settings button.
5. Complete information in albf the fields
0 You mustenter in the exact addredsecause this will print on the delivery ticket for the
delivery agent
o If there is a particular date or time you cannot accept the delivery please note this in the
Delivery Ticket Special Inst. section. This is mportant to assist the delivery agent in ctiegy
the deliveryschedule for all the Service Usit
6. If you are going tallowtroops to use eBudde to select a piakp time,check the box know the
delivery date andenter the Date. Also check the boX know the delivery time and enter theFrom
(start time) andUntil (end time.
7. If you feel you need to change the defaliline Allotment, Overflow, or Number of Pickup
Stations contact the Council Product Manager
8. Click Update to save the data
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Recording Payments Mid January to March 22

_

The Troop Cookie Manager, supported by the Troop Leader, collects money from parents and issues receipt
Troop Cookie Manager records the payments in eBuddegidr each

Service Unit Cookie Manager Troop Leader Troop Cookie Manager
A Supports money collection as A Collects money and issue receipt
needed. A Record payments in eBudde.
D)

]

Troop Leader Tasks

Parents are encouraged to send all money to the Tr&gokie Manager. However, you might
occasionally receive monies from parents, such as when they bring their girls to the troop meeting. Itis
good to be prepared by having a receipt book on hand for those occasions.

gos Troop Cookie Manager Tasks

Collect Money & Issue Receipts
Encourage your parents to make payments on a frequent Basisommend every two to three days. This is
good business practice, increases security, and keeps you organized and not racing to catch up later. Here :
a fewadditional tips:

e [Each time you receive money from a parent, issue a receipt, and both parties sign the receipt.

¢ Always count your money together with the parent so that you agree on the amount received.

¢ If money comes with a girl and not a parent, haveeaond adult count with you and sign.

e Review the process early on at the Family Meeting.

Record Payments in eBudde
1. Loginto eBudde.
2. Click theGirl Orders tab.
You will see a list of girls on the left along with the numbers reflecting your initial order.
3.Click the |l ast blank | ine under the girl s nar
The name highlights in orange and the boxes appears toward the bottom the list.
4. New this year is a field for notes located on the left where it will be under the gaime.
You might put a payment date in the memo field.
5. All fields (including GOC) must have a number in them to avoid an error message even if the number
is 006.
Enter the payment amount under theaid column.
Click the OK button at the end of the line.
The numbers you just entered will appear in the row for that girl and the line will turn yellow
(yellow means there has been a change but it has not yet been saved).
Click the Savebutton (you will see the highlighting disappear).
Click the OK button in theupdate confirmation pojp box.

N o

©
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Managing Deposits Mid January to March 26"

Throughout the Cookie ProgrenTroop Cookie Manager is making sure that monies are deposited frequently,
eBudde money records are updated, and deposit slips are forwarded to the council office so that the programn
wrapped up as efficiently as possible once sales have finished

Service Unit Cookie Manager Troop Leader Troop Cookie Manager
A Assists Troop Cookie Manag A Deposits money in council account an
with deposits as needed. troop accounts.

A Records deposits in eBudde.
A Forwards deposit slips to council offic

.

]

Troop Leader Tasks

You will coordinate with your Troop Cookie Manager to create a plan for making deposits to the troop
and council accounts. Making deposits is a frequent task for this phase of the program and it is helpful
to have a shared plan based on who is closest farticular bank, or the day of the week, etc.

W Troop Cookie Manager Tasks

One of our recommendations is to deposit all checks into the council account and all cash into your troop
account. This way you do not have to worry about dealing with bounced ch&ekes will do that. And, since
you are likely to get more cash than chg you can easily write one check to council at the end of the
program to balance the books.

You can decide to follow our recommendation to deposit only cash into the troop account, or estimate the
split and deposit both checks and cash. If you dofolbbair recommendation, but notice that you are getting
|l ots more checks than cash, deposit o0safed check

Deposit Money into the Council Account
1. To prepare checks for deposit, stamp the back of each check tisinlgank stamp provided.
2. Complete all the fields on the deposit slip (clearly print your troop and SU number on all deposit slips),
list all checks, and enter totals.
If you do not have a lot of experience with the bank depositing process, talk to yewicg Unit
Cookie Manager.
3. Take the money and deposit slips (all three copies) to the bank.
All of the council accounts are at a US Bank except for a few outlying areas.
4. Request that the teller validate the deposit slip directly rather than issue lareaeipt.
5. The bank will keep the white copy of the deposit slip.

Follow the deposit procedures above to deposit monies into your troop account.
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Record Council Deposits in eBudde
1. Loginto eBudde.
2. Click the Deposits tab.
3. Click the Add Deposit button.
At the bottom of the screen green boxes will appear.
Select theBank from drop down menu.
EnterDate of deposit (the day the bank recorded the deposit).
UseRef Number as an optional note field or just leave it blank.
Your Troop number will autdfill.
Enter Amount deposited.
Click theo + button at the end of the line.
The information you just entered will appear in a row above for that deposit and the line will turn
yellow (yellow means there has been a change but it has not yet been saved)
10. Click the Savebutton (you will see the highlighting disappear).

©oo~NOOA

Forward Deposit Slips to Council Office
Mail or deliver the yellow copy of your deposit slips to the Boise office:
Girl Scouts of Silver Sage Council
Attn: Cookie Deposit
1410 Etheridge Lane
Boise, 1D837048407

We recommend that you make deposits at least once (preferably twice) each week and faheadldposit
slips to the Boiseffice weekly so that we can keep up on the data processing associated with receipts.

If too many troops hold depostlips until the end of the program, it delays our ability to finalize the data
processing that triggers cookie dough, especially if there are deposit issues that we need to resolve with you.
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Scheduling Booth Sales Beginning January 24"

s

Troop Leadesnd Troop Cookie Managers wagkther to schedileoth salsitesand modifpooth salschedules
throughout the pregn

Service Unit Cookie Manager Troop Leader Troop Cookie Manager
A Works with Troop Cookie Manage| A Works closely with Troop Leader
to make scheduling decisioaad to schedule booths in eBudde an
notifies Troop Cookie Manager of updates schedule as needed bas
schedule changes. on ongoing modifications.

Booth scheduling occurs in thr e ¢ogétthemostpoputarCouncil gi v
Sales boothsiteso My Sal esdé sites are not | imited to this

1 Round one opers onSunday January 24t 7 pm

Each troop canigk two councilsites at different businesses.
Restrictions: both picks must be different business locations.

2 Round two opers onWednesday January 2at 7 pm

Each troop can nowipk three additionalcouncilsitesat any busines®cation andany time slot
As you enter ound two, you can have scheduled a totabafouncil sites.

3 Round three openon Saturday January 3@t 7 pm
You are now free to schedule as many council sites as you wish.

%% Troop Leader Tasks

Once you have a plan for how many booths and your desired locations, your Troop Cookie Manager
will use your information to schedule your booth times and locations in eBudde.

Based on booth site availability on eBudalegd what is available as each
round opensyou may need to revise your plan¥ou will be working
closely with your Troop Cookie Mnager during the scheduling phase.
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W= Troop Cookie Manager Tasks

Schedule Council Sales Booth Sites

1.
2.
3.

4.
5.

7.

8.
9. If you see the wordClaimed show up inthat cell after you clicke@ubmit, it means that another

Login to eBudde.
Click the Booth Salestab.
Make sure theCouncil Salesradio buttonis selectedlittle circle).
The listing on the left is by city.
Clicth &do0oo0expand for t haamesdyldcationt o see t he busi
Cl i cth & o0 e xdatasesthblishbdefor each business.
| f t he#be niesxtnot o0 an entry, that means that w
this business, or #t we have contacted them and they are not allowing booth sales
DO NOT CONTACT THEM
Click on adateto view the specificime slots on the right.
Claimed means someone has already taken the slot.
An empty cell indicates that it is available.
Toselectas| ot, click on the empty cell and eBudde
yours yet until you cliciSubmit.
The slot is yours only if youtroop humberremains in the cell after you clickubmit.

troop scheduled the slot probably seconds before yod @nd has now claimed the slot.

10. At any time you can clicthe Current Signupsbutton to generatea report of what you have

scheduled

Explanation of the colecoding for Council Sales booth sites:

Green = time slots are available.
Blue = time slots are not availablal(eady fillwe are still working on an agreement with the business
or they have denied the requestpO NOT CONTACT THESE BUSINESSES.

Modify Booth Schedule
If you decide not to do a booth sale that you have scheduled (girls areet@k please be considerate and
remove your selection so that it is available for another troop.

rwppPE

oo

Login to eBudde.

Click the Booth Salestab.

Make sure theCouncil Salesradio buttonis selected

Expand the list on the left as needed to find and click on the day that includes the booth slot that you
want to cancel.

Click on your troop number within the cell and you will see your troop number disappear.

Click the Submit button to complete the removal.
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Entering thdnitial Order First Week of February

Troop Cookie Managers work with their Troop Leaders to calculate received orders and anticipated orders, a
enter the Initial Order in eBud@mopinitialorders must be submittedvbiginight on February 4".

Service Unit Cookie Manager Troop Leader Troop Cookie Manager

A Assists Troop Cookie Manager wif A Collects order cards
gathering and tallying order cards| A Calculates totals

A Determines estimated cookie A Enters needed inventory ieBudde
inventory needed to support the | A Submits the troop initial cookie ar
start of booth sales. initial incentivegawards)order.
o
By
.' Troop Leader Tasks
Your Troop Cookie Manager wil/l have a very tight

order in eBudde byMidnight onFebruary 4. Assist your Troop Cookie Manager as needed to collect
and tally the order cards from the girls on or before Februaf§; 2

You can also make an estimate on the inventory you would like to haveaoa for the beginning of
booths sales and add this to younitial order.

o= Troop Cookie Manager Tasks

Collect Order Cards
Girls will be turningin their order cards for initial order calculation and now is when they will start using their
Goal Getter order card so that they can continue orm-one selling as desired to meet their goals.

Work with your Troop Leader and parents to determine the best way for everyone to get their order cards
to you. It might work best to have a special meetiongmaybe for parents to drop the cards off at your
house This is a great topic to addregsarly onat the Family Meeting

Calculate Totals for Each Girl

Using albrder forms returned for each girl, totad a ¢ h capkiershlés ¥ou can use théotal areas on the
forms and/or a method or worksheet of your ownThe goal is to get one total for each girl for each cookie
type in one place so that you can use this dataasily enter the initial order data in eBudde.

Enter Order
1. Login to eBudde.
2. Clickthe Init. Order tab.
3. You will see your list of girls on the left.
4. Click the rame of the girl.
The selected girl line will highlight orange ditite boxes will appear in the bottom row.
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5. Enter total package®y cookie type for each girl.
All fields(including GOC) must have a number in them to avoid an errosgage even if the
number iis 006.

6. Clickthe OK button at the end of the row
These numbers you just entered will appear in the row for that girl and the line will turn yellow
(yellow means thex has been a change but it has not yet been saved)

7. Clickthe Savebutton (you will see the highlighting disappear).

8. Enter data for the next girl, and so on, sayiafter each one.

The GOC column works a little differently The number oiGOC packages you entas the number of
packages you are crediting the girl foyt it is nottotaled as part of thé r o anjtiad arder. eBudde
assumethat you will be filling th&sOC from your troop surplus inventorysee next paragraph)The
messaget the bottom of the Init Order screenexplairs where you stand in comparing the gBIOC with
your troop& surplus

You can use th©THER or BOOTH rows to add surplusnventoryto fill future Goal Getter Orders GOC,
and/or booth sale inventoryalthough you do not have to order everything noome troops order just
enough to get booth sales going, and then order additional cookies as thdy dmes not matter which of
these rows you use to add to your orderThe main thing is that the ad@hal orders are not connected to a
specific girl, but are added to the troop order as a whole.

Come backto this screen as often as you want until you are absolutely ready to submit your initial order and
that must be done bylidnight onFebruary 4.

Submit Initial Cookie Order

Login to eBudde.

Click thelnit. Order tab.

Click the Submit Order button

Click OK the confirmation box

Confirm your submit actiorby clickngthe OK button.

alrwbdPE

Submit Initial Incentives Order

1. Login to eBudde.

2. Click thelncentivestab.

3. On the Initial Incentives Order line, click theFill Out button.
You will see a list of incentives by girl. Incentives areqaleulated based on the order numbers
that you entered for that girl.

4. All you need to do is click th&ubmit Incentive Order button.

5. Confirm your submit actiorby clickngthe OK button.

Girls with orders of 225 packages or morevill receive the Cookie StaPatch Pin Troops will receive these
from their Service Unit Cookie Managensenthey receive their troop initial cookie orderlf you see an
issue on the incentive®wards)that eBudde hasalculatedncorrectly in the girls initial order Make
adjustments as needed before submitting your initial order. If you have already t&abamtl you see the
need for a correctioncontact your Service Unit Cookie Manager
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Placing the Initial Order First Week of February

The Service Unit Cookie Manager now places the initial order for the entire $apfar\iiéitnit Cookie
Manager must submit tBervic&nit ader byMidnight on February 8".

Service Unit Cookie Manager Troop Leader Troop Cookie Manager

A DeterminesService Unit Cupboard logistic| — ---
since this can impact the initial order.

A Submits the Service Unibokie and
incentivegawards)order.

o

'~ Service Unit Cookie Manager Tasks

Determine Service Unit Cupboard Logistics

You will need to make a decision as to whether or not you are going to establish a Service Unit Cupboard
(cookie distribution center}o have an inventory supply on handfith additionaltroop orders throughout the
cookie progam There are a lot of logistics that go along with this decision, and the decision will need to be
made in advance sincewill have an impact on your Service Usitnitial Order.

Please contact the Council Product Manager ASAP (prior to Febru3rif you would like to discuss the
possibility of sdtng up a Service Unit Cupboard or if you feel your Service Unit will be atggbbecause of
the distanceyou are located from the Regional Cupboaf@oise, Idaho Falls, Pocatello, Twin Falhsl
Ontario).

Place Service Unit Cupboard Order
Do this task only if you have made plans with the Council Product Manager to operate a Ser vice
Unit Cupboard.

This entry will need tdbe done just prior to submittingour Service Unit Order
Login to eBudde.

Click theInit. Order tah

Click the line with your Service Unit number.

Enter the quantity of cases by variety

Click the OK button to complete the order

arwnhE
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Place Service Unit Total Troop Order
Once all theTroop Cookie Managers have entered their initial orders in eBudalee a moment to review
each order.

Ask yourself if the numbers seem realisdied look for any anomalieOn averagdbased on years of
statistics)the order should beclose to something like:

31% Thin Mints

30% &anvas

13% Tagalongs

6% Trefoils

6% Dosidos

6% Dulce deLeche

5% Lemon Chalet Créme

3% Thank U Berry Munch

When you are ready to submit the entiriaitial cookieorder for the Service Unit:
1. Loginto eBudde.
2. Click thelnit. Order tah
3. Click the Submit Order button.
4. Click OK on the confirmation box.
5. Confirm your submit actiorby clickinghe OK button.

When you are ready to submit the entire initisicentive order for the Service Unit:
1. Login to eBudde.
2. Click thelncentivestah
3. Clickthe Initial radio button
4. Click the Submit Incentive Order button.

The Cookie StaPatch Pirwill be sent to the councibfficeandfrom there will be distributed tahe Service
Unit viathe delivery agent when thiaitial cookie order is delivered. The Service Unit Cookie Manager will
need to make surg¢he Cookie Star Patch Pirage distributed to the Troops when they arrive to piakp the
troop cookie order.
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Manamg Distribution February 24" to March 1

Everyone is involved at one point or another in orgaaikiedglivery, storage, pickup, and distribution.

Service Unit Cookie Manager Troop Leader Troop Cookie Manager
A Receives Service Unibokie A Assists with planning and executi] A Works with SUCM to schedule
order. of pickup, storage, and distributio]  pickups fronthe deliverysite and
A Coordinates distribution to makes plan for troop cookie
troops. inventory distribution, and any
storage aseeded.

o

~ Service Unit Cookie Manager Tasks

Receive Service Unit Cookie Order

The delivery agent will be callisgmetime around February 2o let you know the date and approximate
time frameyou can expect the delivery truckPlan to be at your location and ready to count and check all
cases as they are off loaded.

Little BrownieBakersprovidesa Cookie Statiorsign;it is recommended you post this outside your delivery
location so the delivery agent driver knowsey areat the correct location. When the truck arrivesmake
sure you have a clear patar unloading and that the ageniaderstand bw you want the cookies stacked.

Count your inventory befee you sign the delivery ticket andake sure your count agrees withe total you
are signing for.

Distribute to  Troops

To assist with the troop piclup a Quick Piclup Form is provided by Little BrowniBakers This is dull-page
sheet colorcoded to match the cookie varieties. Using the reports in eBudde the Sedn#eCookie

Manager can prerint these forms (or they can be completed by hand) so the information on how many cases
of each varietyrdered is already filled out and makes the pigh process easier for you and the troops.

As the troops arrive to pickup their cookie order sparate thet r o @nddd fsom the main inventoryand
count together toverify you lave pulled the correcanount. Have the trooprepresentativecount to make
sure they agree with the totalases before they begin to load into theehicle, and have them sign a receipt
for the cases they areeceiving.

You will also receive a package that will inclticke Cookie Star Patch Pjnleposit slip packagelank sanps,
and inkpads for each troop. Distribute one or two deposit packagelusa bank sanp and inkpad to each
troop.

Every time you are distributing cookies, count together, and fill out and sign a receipt.
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.' Troop Leader Tasks

Cookies will be delivered to your Service Unit sotime between February 2%4and March T based on
the specific delivery schedule arranged betweendélevery agenand your Service Uni€ookie
Manager Support your Troop Cookie Manager as needed to pickup cookies from the Service Unit
delivery site and distribute to your troop.

Girls do rot begin distributing cookies to customers until MarcH, 20 assist your Troop Cookie
Manager as needed if temporary storage arrangements are necessary.

W= Troop Cookie Manager Tasks

Schedule Pickup & Plan Storage
Work closely with your Service Uni€ookie Manager to learn the specific distribution plan for your Service
Unit.

In addition to knowing how your Service Unit will be managing the delivery, you will need to work with the
adults in your troop to make decisions about:

¢ Vehicles and driverseeded to pickup based on the quantity you ordered.

e Storage options based on the quantity you ordered and your distribution plan.

Pickup, Distribute, & Store as Needed
Depending on the delivery schedule established with your Service Unit Cookie Managevillypick up your
troopds c o e ketween Febroarye?dandmvlarch 1.

Girls cannot distribute to customers until Marcli’2so your delivery schedule will dictate how long you might
need to store the cookies.

The March 2 date is establistueto allow time for all deliveries to be made throughout council and yet ensure
that everyone has theasre start timeto satisfycustomerorders. We rely on everyone to honor this plan so
that the delivery schedule is fair for all.

Asyouaredi stri buting to girls, use the initial order
guarantee accuracysSeparate each girl order from the main inventory and recount together with the parent
to verify the count is correct and you both agre

Tell your girls/parents to bring their Goal Getter cards when they pick up their initial order so that you can
place additional orders.

Every time you are distributing cookies to parenteunt togetherandfill out a receiptandhave parensign
the receipt.
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Managing Booth Sales March 5™ to 21

—— ____———'__

TheTroop Leader is the primary player in orgayontigsaléogistics and managihgsafety of girls at booth
sales.

Service Unit Cookie Manager Troop Leader Troop Cookie Manager
A Coordinates logistics and managq A Has cookie inventory ready and
booth sales. provide support to the Troop
Leader and parent helpers.

2
Q-ﬁ“ Troop Leader Tasks

Put your booth sale plan into action. Follow all safety guidelines and be sure to have pksigifor
people issues, weather issues, etc. Have fun and be safe.

Plan for plentyof adult help for tasks such as:
e A runner if they need more inventory.
e A runner if customers use large bills and additional change in needed.
e A runner to deliver and/or gk-up the cookie inventory from the Troop Cookie Manager before
and/or after the booth sale.

o= Troop Cookie Manager Tasks

The Troop Cookie Manager can support the troop leader in many ways such as:
e Have the cookie inventory counted and ready to taketi@ booth sale
e Count the inventory when the sale is completed so you have an accurate count of what sold
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Ordering Additional Cookies March 5 to 21

Everyone has a role in helping with the process of ordering more cookies (or transferring between troops) to ¢
cookie bootkales and ongoing Goal Getter order activity.

Service Unit Cookie Manager Troop Leader Troop Cookie Manager
A Facilitats additional orders. A Collects Goal Getter cards and gg A Orders additional cookies in
them to the Troop Cookie Manag{ advance from a cupboard using t
to enter additional orders. eBudde ordemrocess
A Request more cookies for booth | A Qupportstroops as neededo
sales as needed. transferring cookies between ther

Cookie inventory during the progimis managed iRegional and some Service UnitC u p b o(eookiées 6
distribution centers) Each egion has a different plan foupboard -- Your ServiceUnit Cookie Manager will
explain the cupboard situation in your area.

Regional Cookie Cupboard List:
Cupboard101 6 Boise
Cupboard102 6 Idaho Falls
Cupboard103 8 Pocatello
Cupboard104 o Twin Falls
Cupboard105 & Ontario

We recommend that Troop CookieManages pick up all additional orders from the cupboard, but we
understand this is not always the ideal situatism we will allow another registered adult with the troop to
pick-up additional order®n their behalf.

To obtain additional cookieBom aregionalcupboard the preferred method is tarder in advance via
eBuddebefore picking up However, you can caltather than emaibefore arrivingat a cupboardf you are at
a booth saleor otherwise need cookies right away.

Each cupboard has its owrours, so it is important that you know this before enteringcalling inan order.
If a cupboard has any problem filling your order for your date requested, they will contact you.

o

~ Service Unit Cookie Manager Tasks

If you have arranged to operateService Unit cupboard, you will be managing the staffing and other logistics
Troops in your Service Unit will contact you directly for additional cooki&ar Service Units in outlying

areas, even if you are not operating a cupboard per se, you migktdwdra inventory on hand, and/or you
might be a focal point for organizing the movement of surplus in your Service Unit.

Facilitae communication between troops and other Service Units to move/transbekiesas needed.
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.' Troop Leader Tasks

As you need more cookies to fill Goal Getter orders, forward tgel/parent additional cookie requess the
Troop Cookie Manager As you are planning upcoming booth sales and decide you need more cookies, work
with your Troop Cookie Manager who will ais$ you inthe order process.

Make a plan in advance to be prepared if you are at a booth sale and run low on inveltary plan should
take into consideration:
e The proximityof your Regional or Service Unibokie cupboard.
e A nearby troop whoyou knowhas extra cookies
e Anextraadul t Or unner do fechagdkies. be needed
Rememberit cannot be one of your primary adults since maintaining the ddedjirl ratio at
the booth saleat all times is imperative.

W= Troop Cookie Manager Tasks

Ordering from a Cupboard
1. Login to eBudde.
2. Click theTransactions tab.
3. Clickthe Add a Transaction button.
A screen pops up to enter your order data.
4. Date will autofill with the current dated change this to the date you are planning to pick up the
cookies from your local cupboard.
Check the hours of the cupboard before making final plans.
5. LeaveType set to Normal.
6. Leave theTransaction field blank
7. SetSecond Partyto Cupboard if you are planning to pick up fromragionalcupboard. Choose your
second party aService Unitif you are planning to pick up from a Service Unit cupboard.
8. Enter the# corresponding to the cupboard you will be picking up froraqdistabove.
9. Make sure theAdd Product is selected.
10. Add numbers for cases and packages desired.
11.Click the Receipt button (from here you can print a receigndit generates a Transaction number
12.Click the Okay button.

Transferring Cookies Between Troo ps
If you are arranging with another troop to send or receive cookies from your surplustebeivingtroop
(not the se nding troop ) does the following.

If you are the receiving troop in a cookie transfer, follow tlirst 6 stepsa b o v e, and thené
7. SetSecond PartyasTroop.
8. Enter the# corresponding to thesendingroop.
9. Make sure theAdd Product is selected.
10. Add numbers for cases and packages desired.
11. Click the Receipt button (from here you can print a receif@ndit generates aransaction numbgr
12.Click the Okay button.
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Recordingales Data March 5™ to 28

EE——

TheTroop Cookie Manager recandssidual sales by mréBudde and also distrib(te=dits) booth sale data
anong girlslt is this data that will trigger ta¢culation aficentivéawardsjtems and cookie dough.

Service Unit Cookie Manager Troop Leader Troop Cookie Manager
A Helps out by contacting parents| A Uses eBudde to record individual gi
who owe money, etc. sales and to distribute booth sales

dataanong girlsin the troop.

A Revievs all data before the SUCM
submits the final incentivéawards)
order.

"

i

Troop Leader Tasks

Support your TCM as needed to collect money, contact parents for payments, and help with cookie returns a:
the programnears the end.

o= Troop Cookie Manager Tasks

Record Individual Sales
1. Login to eBudde.
2. Click theGirl Orders tab.
You will see a list of girls on the left along with the numbers reflecting your initial order.
3.Click the | ast bl ank | i newishtoceordpackages.gi r|l 6s na
The name highlights in orange, the boxes appears toward the bottom the list
4. New this year is a field for notes located on the left where it will be under the girls name.
You might put a date in the memo fie{dptional)
5. Enter total packages by cookie type for each girl.
All fields (includingookie and paymehimust have a number in them to avoid an error message
even if the number is 006
6. Click theOK button at the end of the line.
The numbers you just entered will appear in twv for that girl and the line will turn yellow
(yellow means there has been a change but it has not yet been saved)
7. Click the Savebutton (you will see the highlighting disappear).
8. Click theOK button in the update confirmation pepp box.

Distribute B ooth Sales Among Girls

Not all girls will be able to participate the same amount of holdmsstyou need to have a method faow you
will divide the number of packagesid@ to credit each of the girls For exampleif you haveb girls
participating in dhree-hour booth salewhere 3 girl worked 3 hours,1 girl worked 2 rours, and? girls
worked 1 hour, your method ofecording the sales data for each girl may need to take into account the
different participation level of each girl at the booth sale.
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Use the same process @aRecord Individual Sales a b Whee distributing booth saledata it does not

matter which cookie type you enter the number for because all that matters is that the total (packages in
inventory against packages satdds up agero. When distributing booth sales for each girl, go ahead and
enter a payment corresponding to the number of packages, since you know you received the money at the
booth sale

It is good to record sales data at regular intervals and as soon as [@aftiér each booth sale to keep your
records up to dateand ensure thaendof-programwrap up goes smoothly.

Cookie Returns

Any extra fullunopened cases can beeturnedto any of the Regional Cupboards who will process a
transaction in eBudd® credit your troop for the return. You carreturn cookies at any point, but all returns
must be processed before you turn in your final Sales Report to youri@ekinit Cookie Manager. Thast
day any returns will baccepteds March 29

Review All Data
At the end of the Cookie Program, you wikkview troop data in eBudde and turn over records your
Troop Leader.
¢ Review Girl Orders The total inventory at the bottom should equédoé (all the cookies have been
credited to the girlsappropriately.
e Review Troop Transaction&ll cupboard and troop transactions have been entered correatig
your signed reeiptsmatch the data entered
¢ Review IncentivesThe eBudde calculation for each giricentive(Award) shows as expected
¢ Review DepositsAAll deposits have been entergirned into the Boise officeand verified. Council
Product Manager verifies deposits with the bank and will check the verified box drefisitline.

Submit Final Incentives Order

1. Loginto eBudde.

2. Click thelncentivestab.

3. On the Final Incentives Orderline, click theFill Out button.
You will see a list of incentivéawards)by girl. Incentives are prealculated based on tr@okie
datayou entered foreachgirl.

4. All you need to do is click th&ubmit Incentive Order button.

5. Confirm your submit actiorby clickngthe OK button.

Review and Print Sales
1. Login to eBudde.
2. Click the Sales Reporttab.
3. Review the data in all the sectioradif needed make any corrections on the tab of any section in
guestion You shouldsee that:
a. Troop has paid council in full.
b. Troop proceeds have been ampriately depositedinto the troop account
Enter the number of packages your troop collected for Gift of Caring in@@C pkgs field
Click the Submit GOC button.
Click the Print Page button.
Sgn the Sales Report artdrn in to your ServiceUnit Cookie Manager
Turn in your troop bank sanps and inkpadsto your Service UrtiCookie Manager
Print anotherSales Report and a Final Incentive Repaigive yourTroop Leaderalong with all signed
Parent Contrach and all transaction eeipts

©ooNO O A

GSSSC Volunteer Cookie Guide 11/16/2009 Page36



e —————

Submittingrinal Incentives Order March 21 to 28

Service Unit Cooklianagers revieall datain eBudde to verify that everythaisgoeeentered correctly for the
girlstroops, and service ui@nce all data is verifeegtorrectfinal incentigdawardsare ordexdandfinalreports
are printed

Service Unit Cookie Manager Troop Leader Troop Cookie Manager

A Revievs data in eBudde for the entire
ServiceUnit and submé final incentive
(awards)order.

N {

~ Service Unit Cookie Manager Tasks

Review All Troops Data
Once all your troops have submitted their final incentisi@eview troop data in eBudde and turn over records
to Council Product Manager.
e Review Girl Orders
o0 The total inventory at the bottom should equadé (all the cookies have been credited to the
girls appopriately).
e Review Troop Transactions
o All cupboard and troop transactions have been entered correctly
e Review Incentives
o The eBude calculation for each girl incentive shows as expected
e Review Deposits
¢ All deposits have been entered, turned into the Boise office, and verified. Council Product Manager
verifies deposits with the bank and will check the verified box in the deposit li
e Review Sales Repart
o All data listel on this report is as expected arttbops have paid council in full

Submit Final Incentives Order

Login to eBudde.

Click the Incentivestab.

Make sure thd~inal radio button is selected.

Enter your Information for shippingcentiveqLittle Brownie Bakersships using FedEx)
Click the Update Shipping Addressbutton.

Click the Submit Incentive Order button.

o0k wnhE

Submit Records to Council Product Manger

Collect all the Final Sales Reports frdihe troops along with the bank starapnd inkpads. Turn over
recordsand supplieto Council Product Manager in the Bois#fice Any cookie materials that do not have
cookies or date information printed on them can breturned to the Boiseoffice to bereused next year.
Anything with cookies or dates printed on them can be recycled.
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Celebrate April to May

Time for everyone to congratulate themselves on a successful cookie season.

Service Unit Cookie Manager Troop Leader Troop Cookie Manager
A Receives Award items and A Receive and distributs cookie dough | A Celebrates with the troop.
distributes to troops. and Awards.
A Finishes progmmactivities with girls.

o

.~ Service Unit Cookie Manager Tasks

Patches, incentive items, anddkie Dough will beautomatically calculated based on girl sales data in eBudde.
The patches and incentive items will be sent directly to you from Little Bro\Baikers

e Once you receive the shipmentount and verify the quantities enclosadainsthe packing list
¢ Divide the incentives for each troop using the Troop Incentive Summary Report in eBudde.
e Distribute the incentive items to the troop leaders.

Cookie Dough will be sent directly to eachroop Leader from the Council Product Manager.

\‘2\:

) Troop Leader Tas ks

Patches, incentive items, and cookie dough will be automatically calculated based on girl sales data.in eBudc
The patches and incentive items will be delivered to your Service Unit Cookie Manager who will distribute to
the troops. Cookie Dough willbe sent directly to each troop leader.

Take time at a troop meeting or at a special event to ask your girls to reflect on their successes, what they
learned about themselves, about working asameand about making goals to change the world.

Considersending Thank o sit@your customers, cupboard manager, parent helpers, business booth
locations, your Troop Cookie Manager, and Service Unit Cookie Manager.
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My Support Taan

Service Unit Cookie Manager:

Troop Leader:

Troop Cookie Manager:

Name Contact Info Will Help With
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