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@Buddé’s

WHAT'S NEW
Booths

e Only one step back to select a booth site

Dashboards

e Messages more prominent

e PGArounding up
Girls

e Girl moves includes the full Parent 10
Initial Order

e Parent Initial Order updates for display and ordering

Troop Site

+  Split distribution for donation separated from shipped packages

Transactions

« Variety available X's updated for better viewing on transaction input screen

Reports

* Girl reward report does not include packages for girls not selling

»  Girl Initial Order report

eBudde App
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+ Correction of log in issues

Digital Cookie

*  Outreach girl errors

»  Orders pulled from Digital Cookie
+ Timestamp alignment

* Clearer error messaging

*  Moving troops to new service unit allowed

Confidential and Proprietary

) )



@Buddéf

COMPUTER SPECIFICATIONS INFORMATION

Navigating the The eBudde™ system has been tested on a variety of computer types and different web browsers.
Approved web browsers:

IBM Compatible - Latest version of Microsoft Edge, Firefox, or Chrome.
Macintosh OS version 12 and later. - Latest version of Safari, Firefox, or Chrome.

Approved platforms:

+ iPadiOS 16 and above
* iPhone 8 and above using iOS 16 and above
* Android v. 13 and above
— Apps (all with mobile web version) eBudde™ App

Approved computer specifications:

Recommended Minimums:
2.0 GHz CPU - 4GB RAM
Recommended Systems:

3 GHz CPU - 6GB RAM

The eBudde™ system uses Microsoft Excel .xIsx for the printing of the reports.

The eBudde™ system can also print in Adobe PDF format. To download Adobe Acrobat, use the following web

address: https://acrobat.adobe.com/us/en/acrobat/pdf-reader.html

eBudde™ has scheduled time-outs at 12 hours of inactivity. eBudde™ will close out your session, logging you out if

you have been inactive in the system for 12 hours.
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NAVIGATING THE SYSTEM

Add More - The “add more” button allows you to enter in additional rows on transaction tab product transaction

form. You can activate this button by pressing the spacebar or clicking on it. P

Enter Key - The enter key is used to complete a row on a page. It can also be used to complete a page when the

page has only one button available on the page.

OK - The “OK” button completes a row on a page. This button tells eBudde™ you are done with the data entry on

the row.

Tabs - The tabs available on the page allow you to add, change, delete or view information. These tabs are specific
to the user access level. Council users see the council tabs, areas see the area tabs, service units see the service
unit tabs, and troops see the troop tabs. Below is an example of the tabs. To select a tab, click anywhere on the

tab.

‘ Init. Order Rewards ‘ Help Center

Tab Key - The tab key is used to move from one box of information to another on all screens.
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SYSTEM ACCESS

eBudde™ is part of the Little Brownie Cookie Tech Portal. This new system allows for easier access to all Little
Brownie Tech tools. No longer are there default passwords. You will be asked to create a new password the first

time you log in. You can now get to eBudde™ from two ways - https://ebudde.littlebrownie.com or

https://cookieportal.littlebrownie.com

Each user will get a welcome email from eBudde™ that has a unique link for logging into the system for the first
The process for gaining access is:

User receives “welcome email” with login link

Click on the link

At the password screen, enter and confirm personal password

At the profile screen, enter same personal password that you used in Step 3. Also review/enter all
additional information

Enter Little Brownie Cookie Tech Portal system

6. Confirm account update via email link

Eal

Ul

Details of the steps and screen shots are included below.

Step One - User receives “welcome email” with login link

Sample of “Welcome Email”

Subject: Welcome to the 2024-2025 Girl Scout Cookie Season!

Welcome to the 2024-202 Girl Scout Cookie Season!

You've been invited to join the eBudde™ system.

Please take these steps:

1. Go to this link: https://urldefense.proofpoint.com/v2/url?u=https-

3A__cookieportal.littlebrownie.com_users_password_edit-3Freset-5Fpassword-5Ftoken-3D-
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5F715byYLtCTgP5CrEWz18&d=DwlFaQ&c=dPDDGIUGIJe7k2bognQ9ww&r=FI4HaRmPgFW7jHM-xkeGu-dux67fvu-JT47-

dGegFIE&m=0T6NjdkyLn2WYY7ENCchiFSFAL2d23112|V-Ewz-

3M9A&s=sbKchELkfLopQWoOBOtwiM8A5J7RTvssirRjy7W7-i8&e=

This link expires in 48 hours and is unique to you.

Thank you for all you do for girls!

Your Friends at Little Brownie Bakers

Step Two - Click on the link

Go to this link: https://urldefense.proofpoint.com/v2/url?u=https-

3A__cookieportal.littlebrownie.com_users_password_edit-3Freset-5Fpassword-5Ftoken-3D-

5F715byYLtCTgP5CrFWz18&d=DwlFaQ&c=dPDDGIUGIJe7k2bognQ9ww&r=FI4HaRmPgFW7jHM-xkeGu-dux67fvu-JT47-

dGegFIE&m=0T6NjdkyLn2WYY7ENChiFSFAL2d23112IV-Ewz-
3mM9A&s=sbKchELkfLopQWoOBOtwiM8A5J7RTvssirRjy7W7-i8&e

Step Three - At the password screen, enter and confirm personal password

Enter your personal password that you would like to use for the system. Confirm your password by entering it

again. Click Change my Password button.

SECURITY REQUIREMENTS

Password email links are unique to you and have a time limit.

The password requirements are as follows:
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* Must be 8 characters long
*  Must have at least one capital letter
* Must have at least one non-alphabetic character

Login attempt rules are as follows:

e Limit to five consecutive bad login attempts
e Account disabled for 10 minutes

Little Enoumie

BAKERSs

Cookie Tech Portal

Forgot your password?

This single sign-on portal will connect you to eBudde™,
eBudde™ DEMO or Girl Scouts® Ideal Cookie Sale™.

Your username (email address) and password designate your
level of access to the Little Brownie Technology Tools

If you would like to update your contact info please input your
email and password above and Click Here

If you wish to unsubscribe (or re-subscribe) from emails please
Click Here

If you have not received an email with login instructions, please
contact your council

Step Four - At the profile screen, enter same personal password that you used in Step 3. Also review/enter

all additional information.

You will need to review/enter your personal information. Be sure to enter your personal password once again. All

information is required. Click Update Profile.
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Cookie Tech Portal

Cookie Portal Profile

Please update your informaticn below.

| Rasmarsnane | Current password is required for any updates

| beckydemo@ibb.com | Your email is your user name.

| == |

\ Harrigan H (555)555-5555 \

| (666)666-6666 || 123 Any Street |

‘ i f H San Diego ‘ ‘CA ‘

Change Password (Optional)

If you would like to change your password you
may do so here

Password requires 8 chars. minimum, a capital
letter and & number or special character

m Update Profile

The system will send you to the system selection screen where you can select to go to eBudde™.
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Step Five - Enter Little Brownie Cookie Tech Portal system

z . You are rebecca. harrigan@ferrero.com

BAKIRS, My Profile

C 00 kre Te C h P 0 rta I User Management App Settings Checklist Applications

Signed in successfully.

‘Welcome to the Cookie Tech Portal, click below to access programs that are currentiy available to you

@)Mde* e _ e)a wdde™

Integrated with the Digital i fis Tutorial

Cookie® pletform, eBudde™ and via

social posts, treining webinars v 2 senes al guick 2nd fun videas
and more_

——— ———
ICS HAS BEEN RETIRED. RETIRED. SEE EBUDDE HELP
CENTER

gggolf{?é ’é‘%euonr APP Little Bnomie

This fun, hands-on v app LimieBrownis.com is & digitsl Buiilt for all interests and

i
Scout Cookie™ business cniine ders i = information, ray activites and
more

Follow us on social media.

fyonP@

Step Six - Confirm account update via email link

Hello user(@Ilbb.com|

Someone has requested a link to change your password. You can do this through the link below.
Change myv password

If you didn't request this, please ignore this email.

Your password won't change until you access the link above and create a new one.

FORGOT PASSWORD

Go to https://cookieportal.littlebrownie.com
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@Buddeﬁf

Click Forgot your password

Little Enouwnie

BAKERDS:

Cookie Tech Portal

Forgot your password?

Little Erownie

BAKERSs

Cookie Tech Portal

Forgot your password?

[ |

Send me reset password instructions

This single sign-on portal will connect you to eBudde™,
eBudde™ DEMO

Your usemame (email address) and password designate your level of
access fo the Little Brownie Technology Tools

If you have not received an email with login instructions, please contact
your council

Enter email
Click Send me reset password instructions

You will get an email with a new password link
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Someone has requested a link to change your password. You can do this through the link below.

Click the link in the email.

Hello example@lbb.com!

Change my password

If you didn't request this, please ignore this email.
Your password won't change until you access the link above and create a new one.

The above link will only work for your email address and will only be valid for 48 hours.

You will then enter the password you would like to use for the system, confirm your password and click Change My

Password.

Little Erownie

Cookie TecH bortal

New password

Confirm New password

7 Change m
Password requires g dy
8 chars. minimum sl

This single sign-on portal will connect you to eBudde™,
eBudde™ DEMO

Your username (email address) and password designate your level of
access to the Little Brownie Technology Tools.

If you have not received an email with login instructions, please contact
your council.
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@Buddé’s

You may need to update your profile. If you do, enter the same password that you entered on the previous screen

in all three sections and review/update profile. Click Update Profile.

Cookie Tech Portal

Cookie Portal Profile

Please update your information below.

| ----------- | Current password is required for any updates
|beckydem0@lbb.c0m ‘ Your email is your user name.

| = |
| Herrigan |[1555)555-5555

| 666)656-6656 |[123 Any Street

|
|
| HSan Diego ‘

Change Password (Optional)

If you would Iike to change your password you
may do so here.

Password requires 8 chars. minimum, a capital
letter and a number or special character

Update Profile

. You are rebecca. harrigan@ferrero.com

My Profile

Cookie Tech Portal pp Settings  Checkist _ Applica

Select eBudde™ from the list. Soned i sussssrily

Welcome o the Gookie Tech Portal, click below to access programs that are currently available to you

@ rudad i € /Budae™

gigoi{gél! &ﬁ EBUDDE APP Litthe Broeomie

= Flp s

Followus on socisl media.

fvyo®?P@Q

Confidential and Proprietary

) )



You will also get an email to confirm that you changed your account for security purposes. Click the Confirm Your

Account to complete the process.

Hello user@lbb.com|

Someone has requested a link to change your password. You can do this through the link below.
Change my password

If you didn't request this, please ignore this email.

Your password won't change until you access the link above and create a new one.

Log into the Little Brownie Tech Portal at https://cookieportal.littlebrownie.com

: ‘P BAK~.RS

Cookie Tech Portal
Email

password ‘

Forgot your password? Login

This single sign-on portal will connect you to eBudde™,
eBudde™ DEMO

Your username (email address) and password designate your level of
access to the Little Brownie Technology Tools

If you would like to update your contact info please input your email and
password above and Click Here

If you have not received an email with login instructions, please contact
your council

eBudde™, Girl Scouts® Ideal Cookie Sale™, Girl Scouts® VIP eTraining™ and Girl Scouts® Cookie Locator are
provided as a service by Little Brownie Bakers™ and are intended for the sole use of their clients and staff. Please
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@Buddéf

Enter your email address and password and click the Click Here link to be taken to the profile page. This is the only

place you can change your email. You will be taken to the profile page.

Litlle Groumie
Cookie Tech Portal

Cookie Portal Profile

Please update your information belor.

Becky
\ Harrigan H (555)555-5555 \
[(666)666-6666 J[123 Any Street |
‘ H San Diego ‘

Change Password (Optional)

if you would iike to change your password you
may do 50 here.

Password requires 8 chars. minimum, a capital
letter and a number or special character

m Update Profile

You will be required to re-enter your current password. You can change your email, password and profile

information. Click Update Profile to update your profile. Click Cancel if you do not want to change your data.
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MENU BAR

10 10 s o ¥ Dk Lima v = Meroer o103 Counci: SeckyDeme

.3
‘ /Budde Lemon Grave (673) Dashboard

The Menu Bar provides additional support for you in eBudde™.

Season drop down - Allows you to see previous season'’s data (if applicable)
Cookie Portal
LittleBrownieBakers.com
£ Digital Cookie \
Quick Links - This provides a list of additional links for easy access. Ideal Cookie Sale

I eBudde™ Cookie Calculatorl

Cookie Portal - This provides a link to the Cookie Portal which gives you access to your profile and other
Little Brownie systems.

LittleBrownieBakers.com - This provides a link for you to go to the Little Brownie website that has
additional resources.

Digital Cookie - This provides a link for you to go to the GSUSA Digital Cookie website where your girls can
send emails to customers, customer can purchase cookies and girls can track their cookie sales. (if
applicable)

Ideal Cookie Sale - INACTIVE

Ebudde Cookie Calculator - This provides a link to the new cookie calculator. The cookie calculator is a
helpful tool that allows you to calculate the selling prices of cookie varieties.

Search - This allows you to search for a girl or volunteer in your council.

Log Out - This allows you to log out of the system.
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NAVIGATION TREE

Once you enter the system, you will notice that the screen is divided into two sections.

The navigation tree will start with your service unit name and number. As you create your troops this tree will

expand to list all your troops.

Counecil

B Hide Inactive Troops

Ser. Units
Lemon Grove {673)

Troops in Lemon Grove
Troop 00015

Troop 6073

Troop 6777

Hide Inactive Troops - Your council may allow you to inactivate troops or may inactivate troops for you. By
checking this box you can hide those troops so they are not visible in the tree. If you will notice above troop 00003
is greyed out. Itis an inactive troop. If you check the Hide Inactive Troop box, this troop would no longer be visible

in the tree.
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If you click this icon, you will refresh the tree. This is helpful if you are adding troops

(6.4
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SERVICE UNIT TABS

On the service unit level the following options are available using a tab method similar to file folders in a filing

cabinet. To access a tab, click the tab name and the system will display the appropriate page.

Dashboard - The dashboard gives you an up-to-minute snapshot of your troop’s orders, goals, financials and per

girl averages.

Contacts - The contacts tab is used to view the service unit level users name, personal information, email and

passwords.

Settings - The settings tab will allow a service unit to specify how the data will be entered for the service unit and to

add additional service unit level users.
Troops - The troops tab is for adding, changing, and/or deleting troops.

Init. Order - The Init. Order tab is to verify troop cookie initial orders and submitting the troop/service unit order to
the council. This tab is also used for service units using the “Fast Order Entry” which allows create troop totaled

orders.
Delivery - The delivery tab is used by service units to select their service unit delivery station (if applicable)

Transactions - This tab is to move cookies from the service unit to the troops (if applicable). The service unit then

can see their inventory for cookies.
Txn Pickups - This tab allows you to see cookie orders made to the cupboard x
Payments - This tab is to view or enter troop payments.

Rewards - The rewards tab is for service units to verify troop reward orders and submit order to the council.
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Booth Import (optional) - This tab will allow a specific service unit user to upload council booth sites via

spreadsheet
Booth Sites (optional) - This tab will allow service units to approve troop booth site requests.

Reports - The reports tab is for service units to print reports for cookie orders, reward orders, payments and

inventory transactions.

Help Center - The new Help Center will provide you additional information on the eBudde system.
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DASHBOARD

When you enter the screen the system will display the navigation tree and the dashboard. The dashboard shows

messages from your council staff or area manager (if applicable) It also will show you the current status of troop

cookie orders, reward orders and financials. It will remind you of all the deadline dates for the current sale. These

dates will include eBudde™ deadline dates and council-specific dates. There is a service unit checklist that will

include eBudde™ items and council-specific items. eBudde™ will also let you know if there are any pending troop

booth requests. There are also graphs on orders by type, variety, grade and totals. All of these graphs are printable

using the Print Dashboard button. Your council will determine the layout of your service unit dashboard.

SU 615 Dashboard

Mate: Dashboard resufts may be up to 20 minutes okl

Sales Progress Report: Current Orders, Compared fo End of Last Season

Troop/Girl Parficipation

Troops Seling
Trogps Fieg.

Girls Selling i)

I 201819

20.000

. L

e I 2019-20

Init. Order

S4M
Percent change: -33.53% Percent change: -36.79%

Troop Pkgs Sold

1819 15:20 39,448

2

SHOW DATA =

= 4

Girls Reg. 120 120 Rl

‘Service Unit Per Girl Average

0

Final Rewards
100% Submitted

o

4752771

SHOW DATA >

Balance Due
5381.60

SHOW DATA >

Friendly, plus | ——

Watch and learn powerful!

r-;_?a -

ViPeTraining-
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Add Orders
Percent change: +13.54%

SHOW DATA >

Distance to Goal

B FhozSod (I Goal Phgs

40,000

BlilTex
Mels

P

M

From Your Caoneil 03/14/20
NEW information about final
payments, cookis oaths, Digtsl
Cookie and mor=...

Troop Delivery Conf
Deadline

Service Unit Checklist

Verify Troop Roster

Submit Initial Cockis Order

® Submit Initiaf Reward Ordsr
Verify Troop CNGO Locations
® Encoursge Troop Goals
Verify Finsl Rewards

® Enter Shipping for Rewards
# Distribute Troop Rewards

+Recommendad acthty.
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Timeline

The timeline is set up by your council to let you know what needs to be done when and when that period has

passed. This is an example only as council can create a customized version just for troops.

Dashboard Header
e e | |

You can print your dashboard items by clicking the print dashboard button. You also will be able to exclude
pending orders if your council allows you to. Also note that the dashboard refreshes every 20 minutes. So if you

have made a change, you may have to wait 20 minutes before the dashboard updates.

Dashboard Side Pane - Right Side

You now will have notification messages from your service unit/council that are dates, prioritized and can be
marked read. A priority message will have a star next to the envelope. If there is a longer message, there will be a
Read More link to read the entire message. The service unit/council will now be able to have multiple messages if

necessary. All read messages will fall to the bottom.

m rom Your Council 0731419

~ Flease read ASAP!

- From Your Council :
Welcc-me tothe 2019-2020 eE!udde
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The dashboard will display upcoming dates. If you need to see a full calendar, you can click View Full Calendar. It

will display in another browser window a monthly calendar.

Area Order Deadline
11:59pm

Area Init Incv Deadline

11:59pm

VIEW FULL CAl FNDAR =

You can now release a booth site that you can no longer attend from the calendar on the dashboard.

The dashboard will display a checklist of items that you will need to do. Some items will get checked once you

complete them like submitting your initial order. Others are just for your reference.

Service Unit Checklist

B Verify Trocp Roster

B submit Initia! Cookie Order

® Syubmit Initia] Reward Ordar
B Verify Troop CNGO Locations
® Encourage Troop Goals

B \erify Final Rewards

# Enter-Shipping for Rewards

# DHatribute Troop Bewards

+ Racorvrended Sothiy
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Dashboard Data

What data you see on your dashboard and the layout of your dashboard is dependent your council setting it up. All

service units see the same layout which will include current statistics and comparison with previous season

statistics.

The example below shows what you may see -Sales Progress Report: Current Orders Compared to End of last

Season for Type of order, orders by variety, orders by grade and total orders. In addition, you will be able to see,

rewards statistics, service unit per girl average (PGA), booth approvals and balance due. There are three resource

links at the bottom of the page. These links will change throughout the season to give you resources that apply to

your timeline.

SU 673 Dashboard

Main: Deeshboasd resufts may b un o 20 minuks oid_

Salea Progress Report: Current Orders, Compared to End of Lest Season

W 2022-23 M 2023-24

[ ]
o

Init. Crrder C_GOC
Percent change: -581.33%

Add. Orders

Percant change: -74.40% Pament changs: -27 88%

Troop Pkgs Sold

Balance Dus
2253 §13518.00

SEION DATA = SHOW DATA =

Troop/Girl Paricipation

Troogs Fig.

Gz Saliing

Build Your
Cookie Season
Plan! o

Need Tech Support?
Visit the eBudde”
Help Center
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Araa Ordes Deadline

Area Init Incy Deadline

Area Final Incv Deadline

SU Order Deadline

B 45/ Update Troops:

B Submit Intal Cogkis Cirdes

.

Enter Desivery Information
Submit Intial Reward Qrdar
Reyimw & Approve Sooth Sites
Enter J Verfy Transactars
Submit Finai Reward Order
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CONTACTS TAB

The information supplied on this screen was entered by you or set up by your council. To add or remove a contact

you will need to select the Settings tab.

Lemon Grove (673) Contact Information @

Delivery Depasits

E-mail Branch

Contacts

Service Unit Cookie Chair

sub73succi@libb.com
Phone:
Cell:

Gets email  Active m

To email your troops, click the email Branch button. The system will display a screen with instructions and email
limitations. Emails that you send through eBudde™ will be sent to you troop contact's regular email box. There is

no replying of email in eBudde™. You can send one or more attachments with your email as long as the total size

does not exceed 5 MB.

To ensure that your recipients receive this email you may want to inform them to specify in their email system to

allow the following email address as an allowable sender: do_not_reply@littlebrowniebakers.com

NOTE: If you add attachments, eBudde™ will not send attachments via email. eBudde™ will upload your
attachments and send a link to the attachments via email to your selection. The links will be active for 45

days from date sent.
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You can now designate if you want to email just those contacts labeled as Primary contacts you can check the box
under Primary Only and eBudde™ will only email to those contacts. See page 19 on creating users as Primary

contacts.
Service units can email troop caregivers if entered into the system.

You will need to check the CAPTCHA box to send the email.

Branch E-mail:

Calling all cookie communicators!

Please help us keep the eBudde™ system humming by using the best tool for the communication job:

1. For basic information such as policies and procedures, post files on your council’s section of the VIP eTraining system. Volunteers can access
them again and again without bogging down the system.

2. For alerts and timely reminders, use eBudde's™ in-systern messaging. Now you can upload your file and the link will be sent to recipients. The
attachment link will expire 45 days from the day of upload.

Remember "Branch email” is provided as a convenience to broadeast information to your branch of the council. Unlike the "Notices” system, email
messages will only go out once per "send". Recipients will not be able to reply te this email.

‘When you use the best tool for the communication job, you help keep eBudde™ quick and lively for everyone. Thanks!

Return-to Adress: | eBudde(tm) <da_not_reply@littlebrowniebaker

* Subject: |

* Message: Plain Email ®  Html Email O

* Send Email To
[ select All

O Troop Leaders

O Troop Cookie Chairs

O Troop Cookie Pickup Only Users
[ Troop Booth Recarder Only Users
O Troop View Only Users

(max 5MB)

Attachment: | Choose File | o file chosen

O Girl Caregivers

f ]

raCAPTC

Privagy - Tems.

I'm not a robot

= G5

This emailing system allows messages in plain text and in html. The HTML allows for additional formatting.
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i MESSHQE: Plain Email Html Email '®
B I UT e R @E QB %
=0 Q&= 2 :Z E OE EE
Format = || Font » || Size. = || A~ - B |

To edit your Service Unit Contact information click the Edit button next to the contact name.

The system will open up a page to change the information. To create a new contact, see the section on service unit

settings.

Lemon Grove (673) Contacts @

Troops Init. Order Delivery Transactions

Amy Smith Service Unit Manager
123 Any St. tbsr@lbb.com ﬁ
=an Dlago, CA 90009 Phone: 619-555-5555
Cell:
Gets email  Active m
Becky Harrigan Service Unit Cookie Chair
123 Any St. sutest@lbb.com
San Dlego, CA 92105 Phone: m
Cell:

Gets email  Active m

To edit your contact information, click Edit below your name. Since we now have the new Cookie Tech Portal, you
will need to change the information in the portal which will update eBudde™. When you click the Update Contact

Info it will take you to the Cookie Tech Portal. Your information will be changed there and in eBudde™.
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You also have a section to just update your email preferences that are specific to eBudde™.

When you click Update Contact Info, you will go to the update page to update your information.

-
Cookie Tech Portal

Cookie Portal Profile
Pleesaupda ot hfevston e

Curerpeasuedrecuted vy updtes
“aar sl 4ypu i e
[Becky |
[ anigan [[sssisssssss |
[ ves)ss6 500 [[ 125 Ay et |
| D =]
[

Change Password (Optional}

Contact Info
(good for all Cookie Tech Tools)

email: caribe@lbb.com

Global Id: FV378383 First Name:
Last Name: Address:
Home Phone: Address2:
Cell Phone: City:
State: Zip:

at Cookie Tech Portal
Changes made at portal will not be reflected in eBudde until re-login

eBudde™ Preferences
Receives email; Active:

Update eBudde™ Email Preferences
(select to UNsubscribe)

Pending Transactions: [J Cupboard Pickup Confirmed: [J
Warehouse Inventory Low: [J

ccoce TN e oy e
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Enter your information and click update profile. If you would also like to change your password, you can do that on
this screen as well. You can update one section at a time (contact or password). If you need to change both

password and profile, you will have to click Update Contact Info again. Be sure to enter your current password or

you will get the following error.

1 error prohibited this user from being saved:

« Cuirent password can't be biank

o))
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SETTINGS TAB

The settings tab allows for adding new service unit level users, changing default service unit settings, creating

eBudde™ messages for troops on the dashboard, entering last year's data for the dashboard comparison graph.

Settings: 101 Montgomery (101) @

‘ Settings ‘ Troops ‘ Init. Order ‘ Delivery ‘ Transacfions ‘ Txn Pickups ‘ Payments ‘

Settings
Name: @ 101 Montgomery Number: @ 101

Global ID: 0 B-00313120
Allow Troop Data Entry: @ yes Enter Orders at Girl Level: @ yes

Goal (pkgs): @ DOC Sync Status: @ Not Synced

Data Points From the 2022-23 Sale &
Initial Order Pkgs: 0 Addl Order Pkgs: 0

Charity Pkgs: 0 DOC Pkgs: 0

This information was set by your council but you can make some changes appropriate to your service unit. You may
be allowed to change the settings for allowing troop data entry and girl entry level data entry and your previous
year's sales data. You can also add additional contacts for your service unit. In addition, you can create a message

that troops will see when they log into eBudde™.

Edit Settings

To update this information, left-click the Edit Settings button. The system will display the following screen:

Add/Edit: 101 Montgomery (101) @

| Settings ‘ Troops: | Init. Orcler ‘ Defvery ‘ Transactions Tom Pickups | Payments

Settings
Name: €@ | 101 Montgomery Number: @ | 101

Giobal ID: @ |

Goal (pkgs): @ 29248 |

Data Points From the 2021-22 Sale &
Initial Order Pkgs: 13308 Addl Order Pkgs: 4424

Charity Pkgs: 659 DOC Pkgs: 1659
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Service Unit Managers (7]

SU3sU@lbb.com (Janine Rodriguez, B-2222222772) Primary? | Remove?

Add a new Service Unit Manager

. Active?
E-mail: | | GLOBAL ID: l:l Receives email?
Ftrame ] Lastoame e

[ Add to all seasons?

Service Unit Cookie Chairs &

———————— Add a new Service Unit Cookie Chair

E-mail: | | GLOBAL ID:|

Frstname ] tastname |

G Active?
Receives email?

[[J Add to all seasons?

Service Unit View Only Users 7]

Add a new Service Unit View Only User

. Active?
E-mail: | | eLoBaLD: I:I Receives email?
T — el

[ add to all seasons?

Council may allow service unit to view troop banking information. If so, the role for that access is Bank Account

Managers. Only users designated as Primary have access to add users to this role.

Service Unit Bank Account Managers (7}

Add a new Service Unit Bank Account Manager

; Active?
E-mail: | | GLoBALID: I:I Recelves email?
Firstname:] | Lastname: LG

(] Add to all seasons?

Name of Service Unit - The service unit name.

Service Unit Number - The service unit number.
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Global ID - The number assigned to the service unit that is from the GSUSA membership system. This is the key to

connect with Digital Cookie.

Allow Troop Data Entry - check this box if the troop is going to enter their orders in cases with booth information.

May be inaccessible per council customization.

Enter Orders at Girl Level - Check this box if you or the troop is going to enter the order by girls in packages. .

May be inaccessible per council customization.
Goal (pkgs) - Enter service unit goal in packages.
Data Points from the Previous Year Sales - May be inaccessible per council customization

Initial Order Pkgs - Enter in the number of packages that were ordered last year at initial order time by the

service unit and/or troops.

Addl Order Pkgs - Enter in the number of packages that were picked up after the initial order was received

by the service unit and/or troops.

Charity Pkgs (optional) - Enter in the number of packages last year that were sold as part of a council-

sponsored Gift of Caring program.

DOC Pkgs - Enter in the number of packages that were sold through the Digital Cookie system.

Service Unit Managers - this can be used to add another service unit contact as a service unit manager. You can

specify if the user will be receiving appropriate emails and if the user will be able to access the system.

Service Unit Cookie Chairs - this can be used to add another service unit contact as a cookie chair. You can

specify if the user will be receiving appropriate emails and if the user will be able to access the system.
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Service Unit View Only Users - this can be used to add another contact to the service unit that can only see the

screens and print reports. This user cannot make any changes in the system.

Service Unit Booth Site Approvers - This can be used to add another contact to the service unit that can only use
the booth site tab and report tab. They will be able to see troop level booth site tab as well. This user will be

allowed to approve troop booth requests for a local booth site.

Service Unit Booth Site Uploaders - This service unit contact can only use the contact tab, booth site tab for
uploading booth site information only and the report tab. They will be allowed to upload council site booth sales via
spreadsheet. Will not be allowed to change or delete any booth sites in the system. This user will be allowed to

print reports and change personal login information

Service Unit Bank Account Managers - this can be used to allow permission for a user to see troop bank account
number and routing number in reports. You can have a user that has only this permission or add this permission to

a user that has another service unit role.

Remove? - You can remove users by clicking the remove? Box next to the email and name. NOTE: Do not

remove yourself or you will not be able to get back into the system.
Email: - Enter the email address of a new troop contact under the appropriate header.

Global ID - The number assigned to the user that is from the GSUSA membership system. This is the key to

connect with Digital Cookie.

Active - If you enter a new troop contact, mark if you want this user to access the computer web-based
software system. Uncheck the box if you do not want this user to access the computer web-based software

system.

First name: (Optional) - You can enter in the contact’s first name. The contact person once they log in can

enter it as well.
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Last name: (Optional) - You can enter in the contact’s last name. The contact person once they log in can

enter it as well.

Receives email - If you enter a new troop contact, mark if you want this user to receive order confirmation

emails. Uncheck the box if you do not want this contact to receive order confirmation emails.

Primary? - If you want to designate that this contact is a primary contact, check the box. Primary contacts

can be emailed separately on email blasts and will show up on reports that include a primary contact.
Add to all seasons? - Allows you to give the contact access to the troop records for previous seasons.

Remove a contact - You may remove service unit contacts. NOTE: Do not remove yourself from the current

list of service unit managers ONLY. If you do, you will no longer have access to the system.

Left-click the Update button to save the changes. Left-click the Cancel button to leave the page without saving the

changes.
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You can also create messages for troops to see on their dashboard when they log in. Click the Edit Messages

Edit Messages

button to create the message.

You can create messages and mark them as priority message. You can also create a message to be published in a
week and you can create messages with links and easy formatting.

Motification Messages

Motification messages are just that Branch-wide nofifications. For ex.a.m#le: An 5U's notification would
go to that 5U's Troops while a Council's Troop notification would go to the entire Council's Troops.

They remain in place until removed.

For one-time specific messages to a branch choose "e-mail Branch” button on the Contacts page. For
individual emails simply click on a contact on the Contacts page:

To create a new message fill out the fields below and hit "5ave’. To review or edit older messages click
the 'Manage Messages button.

Publication date: |
* Message To: o Troop

Mark as PRICRITY
* Notification Message (140 chars): | 1 1

If you need to add more information

or add himl features, createan | 8 f U L L e uili%¥ls ans
additional message here (2048 chars) | Fooo ) oge oF i | =g o e .
* Required
| Cancel il Save
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Enter the date that you want the message to be posted on the dashboard. Click the box to have the message placed
on the Troop dashboard. If the message is important, mark the box labeled “Mark as PRIORITY”. You can place a
short message of 140 characters. You may also use that as the message line viewed on the dashboard and then any
additional information that you place in the additional information box will allow them to see a link READ MORE. An

example of this is below.

After you have entered in your information click the Save button. If you do not want to update your message, click

the Cancel button.

Messages then show up on the dashboard of the troops as seen below. Troops will be able to mark messages as
read. If you have more than just the short version of the messages, you will see the read more link for them to read

the entire message.

Important Messages
P24 From Your Service Unit 08/25/18

Welcome to the 2018-2019 eBudde season!
Mark as Read Read More

=4 From Your Service Unit 07/30/18

Welcome to the Lemon Grove Service Unit!

Mark as Read

Edit Calendar Events

You can also Edit Calendar Events. Click the Edit Calendar Events button. The following screen will be displayed.

The eBudde™ calendar items are not changeable. However, you can add service unit specific items.
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Lemon Grove (673) Calendar Events

Transactions

Deposits

Troops Init. Order Delivery

Lemon Grove (673) Calendar Events

Date: Display For: Event Title: Delete?
There no existing calendar events to display

Add a New Event:

[2015-D8-18 [Troop =] [Troop training by Service Unit | m

[corce JR s ancar e |

TROOPS TAB

To add and/or edit a troop, click the Troops tab on the page. As you add troops, you will see them appear on the

left-side of the screen under the Navigation tree.

Troops in: Lemon Grove (673) @

Init. Order Delivery Transactions Deposits Rewards

Add a Troop | Add up to 11 Treops | Unsubmit All Cookie Orders | Unsubmit All Init Rewards Unsubmit All Final Rewards

s
s
#6073 Unsub. Cookie Order

You can enter troops using two different methods. The choice for which button you used is at your discretion.
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Add a Troop - This button allows you to enter one troop only. You would need to click this button for each troop

you entered.

Add up to 11 Troops - This button allows you to enter up to 11 troops at a time. If you had 13 troops you would
need to click this button twice. The first time you would enter the 11 troops. The second time you would enter 2

troops.
Unsubmit All Cookie Orders - This will unsubmit all troop cookie orders if necessary to allow troops to resubmit

Unsubmit all Initial and Final Reward Orders - This will unsubmit all troop reward orders if necessary to allow

troops to resubmit.

NOTE: You can un-submit orders for individual troops if necessary. Once your order(s) are sent to the bakery,

these buttons will be removed.

To Add a Troop - Left-click the Add a Troop button displayed on the page. The following page will be displayed on
the page.

Adding or Editing a Troop

Add/Edit Troop in: Lemon Grove (673) @

Seliings ‘ Troops ‘ Init. Order ‘ Delivery ‘ Transactions ‘ Txn Pickups ‘ Payments ‘ Rewards

Settings

Number: @ |—‘ Global ID: @ |

#Girls Selling: (7 #Girls Registered: o

Troop Goal (pkgs):g [—]

Leve: @ | Daisy v Opt out of rewards for additional proceeds: @0

—= You will receive rewards.

Bank name: @ ‘— Bank routing number: 7] \—‘

BankAccountNo:®@ [

Active Seller:
Deadlines

parent initial order: @ | 2023-08-31 11:59pm | Parent init reward: @ |2023-07-31 11:50pm

Parent final reward: 0| 2023-07-3111:59pm |
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Troop Leaders b
e v Troms Landr
Pa— | siomaLm:| ] ::::’ .
e T E— e
- dd iz £f ymsnoray
Trode Coclds Chalrs &
A m e Troms Coskin Char
ol BLOGAL i B st
] I L I [
e e Dl
faddisief smenora?
Troop Cockis Plckup Only Users W

Trocp Lmsdars erd Coiokds Chadr sbosi NOT ads yruraska i iy user fre
Thin user zes DRLY igs Sor cookien received af s cepbound.

Add n nww Troos Cookis Pickes Doy User

o | | cuomaLm: | | | ]

| 2pzema e T

e 5t

Tenop Booth Redorder Onty Usera &

Trocp Lmsdars ard Coiokds Chadr ahosi NOT wds yruraska o thin ussr frea
Thin zase can DREY recoes Sooth stew

#dd w =wm Tracp Bocth Recarde Only Lser

o | | cuomaLm: | | | ]
| aze s T
T I
Troop Vias Qnly Lsers &
A rarer Treo Wi Triy s
s | sroms | | Bz
& sz ezt
e T Loy

Addizel smenzea?

= =
Number - enter the troop number

Global ID - The GSUSA membership ID number from Salesforce for the troop. This is the key to connecting with

Digital Cookie.

# Girls Registered - the number of girls registered in the troop or 0 if unknown (May be inaccessible due to council

customization)

# Girls Selling - the number of girls selling cookies in the troop or 0 if unknown (May be inaccessible due to council

customization)
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Troop Goal (pkgs): - if the troop set a sales goal, enter the number in packages or 0 if unknown.
Level: - Program Age Level of the troop

Opt out of rewards for additional profit:- If this troop has the option of not receiving reward rewards and

receiving additional monetary funds, click in this box.

Bank Name (optional) - Enter the troop’s bank account name

Bank Routing No. (optional) - Enter the troop’s bank routing number

Bank Acct No. (optional) - Enter the troop’s bank account number

Active Seller (optional) - Check the box if the troop is actively selling cookies.

Deadlines Parent Initial Order - This date will be preset by your council. You have the opportunity to overide this

date if necessary. This information will be sent to the Digital Cookie system to inform parents there of the date.

Deadlines Parent Init Reward - This date will be preset by your council. You have the opportunity to overide this

date if necessary. This information will be sent to the Digital Cookie system to inform parents there of the date.

Deadlines Parent Final Reward - This date will be preset by your council. You have the opportunity to overide this

date if necessary. This information will be sent to the Digital Cookie system to inform parents there of the date.
Troop Leader or Troop Cookie Chair or Troop View Only Users:

— You MUST enter an email address for one of the three types of users.

Email: - Enter email address

Global ID - The GSUSA membership ID number from Salesforce for the user. This is the key to connecting with

Digital Cookie.
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First name: (Optional) - Enter in contact’s first name
Last name: (Optional) - Enter in contact's last name
Active? - Check this box if you want the contact to have access to the system.

Receives email? - Check this box if you want the contact to receive email from you and/or council and the

confirmation emails when ordering.

Primary? - You may designate a contact as the primary contact in the category. This designation will allow
eBudde™ to send primary contact specific emails from council and will be the contact that appear on some of

the updated reports.

Add to all seasons? - Check this box if you this contact to have access to the troop in previous years.

Left-click Add to add the troop. Left-click Cancel to leave the page without adding the troop.

Special Troop Contacts

There are two troop contacts that may be available, Troop Cookie Pickup Only Users and Booth Sale Recorder Only

Users.

If your council uses the Cupboard Keeper mobile app, you may specify additional cookie-pickup people which
eBudde™ refers to as the Troop Cookie Pickup Only User. For example, if you have a parent picking up cookies for
you and your council uses the Cupboard Keeper mobile app, you will need to add this person’s email in eBudde™.

This user does not have access to anything in eBudde™ except updating their own contact information. Their email
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and password will be used by the Cupboard Keeper mobile app to verify that they are allowed to pick up cookies at

the cupboard.

NOTE: As a troop leader or troop cookie chair, you are able to pick up cookies. DO NOT add yourself as a

troop pickup person or you will LOSE ACCESS to the other tabs in eBudde™.

Troop Cookie Pickup Only Users 9

Troop Leaders and Cookie Chairs should NOT add yourselves to this user type.
This user can ONLY sign for cookies received at a cupboard.

Add a new Troop Cookie Pickup Only User —M M ———

E-mail:| | eoaL:[ ] Active?

Receives email?

First name: Last name: [ ] O Primary?

If your council used the Booth Sale recorder mobile app, you may specify additional booth sale recorders users. If
you have an adult in charge of the booth site that is not in eBudde™ and you want them to record the booth site
sales, you will need to add them in as a Troop Booth Recorder Only User. This will allow them to record the booth
sales on the mobile app and/or in eBudde™. They will also be able to change their contact information in eBudde™.

They WILL NOT have access to any of the other troop tabs in eBudde™.

NOTE: As a troop leader or troop cookie chair, you are able to record booth sales. DO NOT add yourself as a

troop booth recorder only user or you will LOSE ACCESS to the other tabs in eBudde™.

Troop Booth Recorder Only Users (7]

Troop Leaders and Cookie Chairs should NOT add yourselves to this user type.
This user can ONLY record booth sites.

———————— Add a new Troop Booth Recorder Only User

E-mail: | etoBaLm:| | Active?

Receives email?

First name: Last name: [ I O Primary?
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To Add up to 11 Troops - Left click the Add up to 11 Troops button. DO NOT USE THIS OPTION

Add up to 11 Troops to: Lemon Grove (673)

Toop# #5ls #GHs Ses 1o adg&éff; |||t g B
1 | [ [ [ [Daisy =] i = = c3
2 | [ [ [ [Daisy =l = r r 2 c3
3| I I I [ Daisy =l r - & ’ =
4 | I I I | Daisy = 2 I = 4 ~
5 | I I I [ Daisy El & r " F
6 | [ ew =™ - [ r ® F
T | [ [ [ [ Daisy =1 C [ ~ -
8 | I I I | Daisy =l - r F 3 =
9 | | | | o | r ——— — r F F
10 | I I I [ Daisy = r I~ - & = =
11| | | | | [Daisy = - | r~ 2 e

Troop Number - enter the troop number

# Girls Registered (Optional) - the number of girls registered in the troop (will not be displayed if girl registration

automation is turned on)

# Girls Selling (Optional) - the number of girls selling cookies in the troop (will not be displayed if girl selling

automation is turned on)

Has Sales Goal: - if the troop set a sales goal, enter the goal in packages

Level: - Program Age Level of the troop

Proceeds (no rewards): - If this troop has the option of not receiving reward rewards and receiving additional

monetary funds, click in this box.
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Troop Contact E-mail: - You MUST enter an email address here.

Cookie Per. - Click the box if the contact email is for the troop cookie person.

Active - If this troop contact will be a user on the system, this box must be checked

Rec Email - If you want the troop contact email user to received the email confirmations, this box must be checked
Left-click Add to add the troop. Left-click Cancel to leave the page without adding the troop.

As you add troops, the system will update the navigation tree. You will also be allowed to change and/or delete

troop information.

=
@ Budde'

Dashboard Contacts ettings Init. Order Delivery Transactions Deposits Rewar

Troops in: Lemon Grove (I

Council

o Add up fo 11 Troops | Unsabmit All init Rewards | Unsubmit All Final Rewards

Ser. Units
Lemon Grove {873)

#D0003 m
oo o | omee
wors Bl 3

Troops in Lemon Grove
Troop 00003
Troop DOO15
Troop 8073

To change troop information or remove a troop, click on the Troops tab. The system will list the troops currently in

the system.

Edit - The edit button allows you to change information about the troop and add new troop contacts.
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Delete - The delete button allows you to remove the troop from the system. Your council may disallow this

capability.

Deleting the Troop

Troops in: Lemon Grove (673) @

Init. Order Defivery Transactions Depasits Rewards Rep

Add up to 41 Troops | Unsubmit All nit Rewards | Unsubmit All Final Rewards

-
Message from webpage -_— s u

#00003
#00015 f@ #6073 has data associated with it that will be
#6073 IRREVOCABLY LOST

Are you sure you want to delete it?

Left-click the Delete button. The eBudde™ system will confirm that you want to delete the troop. Left-click the OK

button to delete the troop. Left-click the Cancel button if you do not wish to delete the troop.

Un-submitting Troop Orders

Troops will submit their cookie and reward orders. You as a service unit can un-submit one or more troop orders
for cookies and rewards. When a troop submits an order of any kind, the appropriate un-submit button will appear

in the troop row. The example below shows that the troop submitted their cookie order but not any reward orders.

To un-submit a troop order, find the troop, click the appropriate un-submit button. The system will display

messaging that the troop’s order has been unsubmitted.
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Keep in mind that deadline dates are still in effect. So, if you un-submit an order after the deadline date for the
troop to submit the order, the troop will not be able to re-submit. Also, once you submit orders to council/area, the

un-submit button will no longer be available.

CAUTION: The troop’s order must be re-submitted prior to deadline dates to be included in orders to the

bakery.

Add a Troop | Add up to 11 Troops | Unsubmit All Cookie Ovders | Unsubmitf All Init Rewards | Unsubmit All Final Rewarnds

- (o |
#6331 Unsub. Cookie Order | Eait |
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INIT. ORDER

Format of the screen may be in Cases or Packages as directed by your council. One or more of the following

options may apply for the initial cookie order:

e Verify troop orders

e Enter troop orders using the fast entry option
e Enter service unit order

e Submit service unit/troop orders to council

e Verify imported order is correct

NOTE: If you will be entering troop cookie orders using the troop cookies tab, see Appendix A.

Initial Order Page- Troops placing orders

Instructions for service units once orders have been placed for troops by troops or the service unit at the

troop level

All orders need to be reviewed by the service unit. The service unit can monitor this entry easily by looking at the
initial order page. This page is where you verify the cookie orders by troop, add a service unit order and then
submit your service unit orders to the council. Once you have submitted your initial cookie order you cannot

change the order. ONLY council will be able to change the order at that point.

Your council may place an order for one or more varieties. This order will display on the IMPORTED line. Review

this line. If you have any questions, see your appropriate council staff member/volunteer.
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Printable Version - Left-click this button to print a report that shows the above information.

Submit Order - Left-click this button to submit your service unit order to your council. NOTE: You can only
submit your order ONCE! If a change needs to be made, you will need to call council to make the change to

an order.

Troop C_GOC LmUp Tre D-SD Sam Tags TMint SMr Toff Total
100003 * 0
00015t
8073
B075 ¢
Troop Subtotal

- E s
o -
e
MoS R e e
bomR e
WoE e ey
O e e e
-

.

=

w

=

The system will display the status of troop orders. In the example above troop 6073 has submitted its order.

Troops 00003, 00015 and 6075 have not submitted their orders as designated by the * (asterisk).

If your council designates your role to key in a service unit order, you would key that information here. NOTE: This
service unit order must be keyed in immediately before submitting your order to council and is at council

discretion if this is available. To key that information you will do the following:

1. Left-click on your row labeled by the letters SU and your service unit number.

2. Left-click on the row at the bottom of the page right above the total row. This row will highlight.

3. Enter the quantities for your order. You move through the columns using the tab key. After you have completed

all the varieties, press the enter key to enter the order.

|||||

Canen e e
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DELIVERY TAB

If a service unit has a cookie order, they would need to select a time for their cookie pickup and possibly a delivery

site. This is done on the delivery tab.

You are not allowed to select a delivery station that is using time slots and they are all taken. It will be displayed in

grey and noted as full.

Please choose your Delivery Station:

d

Clairemont (621) : 01/26/2019 : 7:45am - 10:30am (full)

Left-click the Delivery tab. The system will display the following page.

100 Acre Wood (615) Delivery Sheet @

Init. Order

Advf LmUp Tre D-S-D Sam Tags TMint SMr  Toff Total

Cases per Variety 4 4 4 4 4 4 4 4 4 36

Total cases including any

other troops picked up for 36

Will you be picking up for other troops? Cyes ®no
Please select your Delivery Station:

|3 Sisters (752) : 10/03/2020 : 10:00am - 3:00pm hd

Time Line 1 Line 2 =
10:00am T11625 T10601
10:10am T180Z20 .
10:20am 5615
10:30am-
10:40am !
10:50am
11:00am =
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Will you be picking up for other troops? - If you pick up for other troop, click in the yes radial. The system will

display boxes to enter the troop number(s) for the troop(s) you are picking up for. If you are not, click in the no

radial.

Will you be picking up for other troops? &yes  Tino

What troops will you pick for? | | | i 1] i [ [ L 11

Select your delivery station.
Click the time slot that you want.

Click the Submit My Info button.
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TRANSACTION TAB

This area is used if the service unit needs to record transactions for cookies from the service unit to the troops. You
can then view your current inventory status displayed on the page. Transactions originating at the cupboard may
be done by designated council staff or you may be authorized to do them. You will use this form at the service unit

level only if you have cookies you distribute yourself.

100 Acre Wood (615) Pkg Transactions @

Init. Order

N:i"'"" {ilid - :’;I :|\:, Apply Filter Page: [1-2021-07-26 - 2021-07-26 v |
+Receipt Pending +Type ADate w2nd Party +Pickup Advf LmUp Tre D-5-D Sam Tags TMint SMr Toff Total
Init. Del. 07re - 48 43 43 43 48 48 48 48 43 432 -
Left-click the Export bu
Left-c“ck the save buttq On Hand 4 48 4 4 43 4 48 43 48 43
Pencling (Cup. Orders) 0 0 o [} 0 [ o 0 0 0
After Pending 48 48 48 48 43 48 48 a3 48 432
Transactions
+Receipt +Pending +Type ¥ Date +2nd Party +Pickup Advf LmUp Tre D-s-D Sam Tags TMint SMr Toff Total

Navigating the Transaction Form

The columns on this page listed from left to right are as follows:

Confidential and Proprietary

) )



@Buddéﬁ

Receipt - This is the receipt code for the transaction (eBudde™ will automate this number for you)
Pending - The status of the order as pending to the cupboard, yes or no
Type - A reference for your council

Date - This is the date of the transaction

2" Party - This is whom the cookies are going to or coming from
Pickup - This date is when the 2" Party wants to pick up the cookies
Advf - Adventurefuls

LmUp - Lemon-Ups

Tre - Trefoils

DSD - Do-Si-Dos

Sam - Samoas

Tag - Tagalongs

TMint - Thin Mints

Smr - S'mores

Toff - Toffee

Total - Total of all varieties

You will notice that there is a sign before each of the column headers. This allows you to sort the records in
whatever order you prefer. The system default is by date. Clicking on the sign will activate, deactivate or change

the sort type

¥ Sort from smaller or earliest to larger or latest
A Sort from larger or latest to smaller or earliest
» Not sorted by this column

Column Filter - The column filter allows you to search and selectively display by any of the columns available. The
default is No Filter. This will display all transactions. You use the drop down box to select your search/display
column. In the Low and High boxes you enter the range that you want to see displayed on the page. Tab through

the boxes and hit tab after entering the information in the High box.

I Page: 0810 - 06/11[+]
Page:| 06/09 - 07/28 [~ - nﬂﬂu-uﬁmn
06/10 - 06/10
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Page - the transaction tab is displayed in pages. There are 15 rows to a page which may require using the scroll bar
to the right to see all rows. You will see the most recent page of transactions. To see past transactions, click the
dropdown next to the label Page. Select the appropriate date range. The system will refresh and you will see that
page. The range currently displays date. That is the default. If you select a different sort like receipt number, the

range will change to display receipt numbers.

Create a product transaction

To create an inventory transaction, left-click the Add a Transaction button. The system will display a product

transaction form.

Cookie Transaction
Type: [Normal v  2nd Party: [Cupboard v [ S
Dat: (7521072 Picku| | Recepe (51000 ]

Variety Cases Pkgs
Adventurefuls E El Additional Info.
Lemon-Ups EI EI
Trefoils : : Product Movement

|Add Product | Hours of Cper.
DoSiDos [0 | @ |
Samoas El El Contact Info
Rebecca Harrigan
Tagalongs EI El greateratlantabeta@lbb.com
ThinMints [0 | [o ]
smos [0 | o]
Toffee-tastic EI =0 EI =0
-+ Save/Print Okay Cancel

Type - Select type of transaction.

Normal - Transaction with no specific designation

Booth - Transaction is for a booth sale

Adjustment - Transaction type for corrections (This option available at council discretion)
Return - Transaction for return of cookies (This option available at council discretion)

2000
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Second Party: - this refers to the other party that is getting the cookies, bringing back the cookies, etc. Is the
transaction you wish to enter with a cupboard, another service unit or a troop? You would select it by clicking the
drop down or typing in the first letter. You then enter the number of the second party - troop number, service unit
number, cupboard number.

Transaction Date - enter the date of the transaction. The system will default to the current date.
Pickup: - Enter the pickup date and time and line information.

Receipt - this is a fifteen character alphanumeric field that you may use for reference to the transaction. eBudde™
will automate a receipt number for you. You may override this number with a council receipt number by keying in
the box.

NOTE: if eBudde™ assigns a receipt #, once the transaction is saved, you cannot change the receipt number.

If it is incorrect, you would need to delete the transaction and re-enter.

Drop down: You have two options. Remove Product or Add Product - If cookies are being added to your cupboard,
click Add Product. If cookies are being removed from your cupboard, click Remove product.

Enter the quantities of product in either cases, packages or both. The system will total the information for you so
you can verify accuracy.

Additional Info: Lets you know if any varieties are unavailable. The variety data entry box will be greyed out.
Hours of Operation: Lets you know what days and times the cupboard you selected is open.

Contact Info - This information allows the other party to contact you if needed. eBudde™ will pre-fill this
information with your contact information.

| o This button allows you request an eBudde™ automatic receipt number. You would use this button if you

accidently started keying in the receipt number box but would like eBudde™'s automated number.

Save/Print - This option replaces the button previous labeled Receipt. But it does work a little differently. If you
press the save and print, eBudde™ will do two things. It will actually save the record to the database. Which means
you will not have to click save on the summary grid screen. The second thing that will happen is that the receipt will

be displayed in another browser window ready to be printed.
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Okay - to save the transaction to the summary grid. This does not save it to the database. Once you are at the
summary grid, you will have to click save to save all the transactions you have entered.

Cancel to leave the form without saving.

Create a Pending Order Request for a Cupboard (Optional)

A service unit can create a pending cookie order request for a cupboard on the transaction tab. If your council has
this option available, the order is created automatically if the following options are selected on the product

transaction form:

Cupboards can now require pending orders to be place a certain time prior to pick up. Example - they can set that
the transaction needs to be in 24 hours to the date/time in the pickup option.

Second Party: Cupboard is selected and a cupbo0061zxdxaXAXrd number is entered
Add/Remove Drop Down: Add is selected

When you click Okay and the transaction is displayed on the grid, you will see a yes under the pending column.

Your council determines the timing of when the transaction is locked. It can be locked immediately upon saving or

is locked when the cupboard manager locks in by unchecking the pending box.

‘Cookie Transaction
Type: [Normal ~|  2nd Party: [Cupboard v | [Alpharetta (250) ~|
Date: |2021-07-2¢|  Pickup:|2021-07-28 1-00pm Receipt: (41000 | @B
Variety Cases Pkgs
Adventurefuls El El adimonntinio,
Lemon-Ups El El
Trefoils Product Movement .
EI EI Add Product v Hours of Oper.
Do-Si-Dos. El El 7:00am-12:00prs M Tu WTR F
from 07/01/21 to 07130021, 2 fines;
Samoas El El Contact Info 10 mins; 48 ovil g
Rebecca Harrigan #.002m-7.00pm MWThF.
Tagalongs El El greateratlantabeta@lbb.com from OTI01/21 1o D7/30/21; 5 lines;
15 mins; 48 ovil pgs.
ThinMints  [1 | [0 ]
smwes [0 ][]

Toffee-tastic El =2 El =D

-MUST HAVE eBudde App access on your phone {o pick up Cookies at this focafion.
-If you need eBudde App access confact your Troop Cookie Manager or TL BEFORE arriving to the Cupboard
-Face masks must be worn at all fimes and keep at least & fi. apart from other staff members and volunteers. A

+ Save/Print Okay Cancel
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If a cupboard has entered their hours of operations in the system, these hours will be viewable under the Hours of
Oper. Header. If a day is missing as above - no Sunday, the cupboard is closed on Sunday. You will see these hours
once you have selected the cupboard.

If a cupboard enters notes, they will be displayed at the bottom of the form.

A cupboard can also require that the pickup date and time be within the hours of operation. If you try to schedule a
pickup time that is not within that timeframe, the system will give you a transaction error message. You will not be
able to save the transaction until you enter in a valid date and/or time.

Transaction Error

Pickup time must be within hours of operation
' for the chosen Cupboard

OK

100 Acre Wood (615) Pkg Transactions @

Add a Transactio .
Colurn Fiter o[ ] Page: [T 20210726 - 20210726
m __NUV'.E L High:

+Receipt +Pending +Type +Date +2nd Party +Pickup Advf LmUp Tre D-5-D Sam Tags  TMint SMr Toff Total
Init. De. 07126 = 48 48 a8 4 46 48 48 a8 4 432 ~
All00D yes normal 0726 250 07128 0 0 ] 12 0 0 12 ] 0 2

Additional Info: Lets you know if any varieties are unavailable. The variety data entry box will be greyed out.

Hours of Operation: Lets you know what days and times the cupboard you selected is open.
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PAYMENTS TAB

The payments tab will allow you to view all the payments credited to your troops. If your council allows, you can

also enter the payments that your troops have made to the council.

SU 11 (11) Payments @ Little Erounie Ymouaredc'
Bakerss  jump2 use

ngs Troops Init. Order Delivery Transactions Payments REVEE Reports Help Center

Add Payment Column Filter Low: ‘ Page:| 1: 04/27 - 11/13 ¥ |

—— I el Apply Filter i .
m | Nond il High: ‘ | Items per page: | 50 '_i I

+ Bank A Date + Ref. Number + Verified + Troop + Amount

DOC Bank 2018-04-27 DOC DLVR CNCLD 22266001 11002 400 =

DOC Bank 2018-04-27 DOC DLVR 22266001 11002 4.00

DOC Bank 2018-03-07 DOC DLVR CNCLD 22037000 11002 -4.00

DOC Bank 2018-03-07 DOC DLVR 22037000 11002 4.00

DOC Bank 2018-02-06 DOC DLVR CNCLD 21103673 11002 -4.00

DOC Bank 2018-02-08 DOC DLVR CNCLD 21095113 11002 400
Total $ -48.50

As you enter payments they will be displayed on the screen. You can Add, Edit, or Delete payments. You can also

selectively search to display only specific payments.

Adding Payments

Click the Add Payment button.

| il 13

$ 200.00

Credit Card Payments
DOC Bank

Main Source Bank
Refunds
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Select the bank, enter date, reference number (optional), verified (unavailable for service units) troop number and
amount. Use the Tab key to move across the page. Press Enter to complete the line entry OR use the Add More

button to key additional payments.

Date - You must enter the date in this format mm/dd/yy. Each payment must have a date.

Reference Number - Reference is used to annotate the payment. This entry is optional. Possible uses for this box
is to comment on the payment, to specify which bank the payment was made from, to enter a encoding number.

Troop - Enter troop number

Verified - Unavailable to service units and troops. Verification can be done by councils only.

Amount - the amount can be a positive or a negative. You do not have to enter in the cents if it does not apply.

OK - Click OK or press enter to move the payment to the grid so that it can then be saved.

Navigating the Payment Information Page

As you enter payments, the system displays the payments using a scrolling feature. To facilitate making changes
there are several methods to navigate to the information that you need. You will want to use the method that best

fits what editing you are trying to do.

Scrolling

Payments are displayed n the order keyed by default. You can scroll through the payment pages by using the scroll
bar located to the right of the payment page.

Sorting

You can sort the payments in any order that will be show you the payments in that particular order.
¥ Sort from smaller or earliest to larger or latest

A Sort from larger or latest to smaller or earliest

» Not sorted by this column
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Column Filter - The column filter allows you to search and selectively display by any of the columns available. The

Search and Filter

default is No Filter. This will display all transactions. You use the drop down box to select your search/display

column. In the Low and High boxes you enter the range that you want to see displayed on the page.

Editing/Deleting Payments

All boxes can be changed if allowed by council. To make changes by left-clicking your mouse in the box you want to
correct and making the changes. You can also delete the payment by pressing the Delete key on your keyboard.
Deletions and changes can be made at the same time. Once you have made all your changes, left-click the Save

button to save your changes.

Deleting Multiple Payments

Shift-Click then shift-click another row for a range.
Ctrl-Click to toggle individual rows (even after you selected a range) it shows you what it thinks is selected.
After you've selected a range or just rows at random hit Delete.

You have to save to delete them from the database so that means you do have an Undo of sorts by simply
leaving the page before saving (or hit the Payments tab again) and "abandon".

Note: if you click a row (and it present it for edit) and you then shift-click to select a range and then Delete,that's
fine, it will delete the original row as that is an endpoint of your range

Exporting the Payments

Click the Export button to export the payments. The system will display a screen and instruction you to click File,

Save As to save the payments.
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REWARDS TAB

Reward orders are entered at the girl or troop level. The service unit role is to monitor the entry of reward orders
and submit the order to the council. Your council may or may not designate that your council will have an initial
order.

- AN Lemon Grove (673) Rewards Order @

Transactions Depasits

Order Type [ Initial * Final

To submit your rewards order to the council, follow these

recommended steps: Review Rewards Order
1) REVIEW your rewards order by, using the button at right to :
launch the rewards report.

2) MAKE CHANGES as needed by editing the individual troop

reward pages. For reference, you may leave the reward order report

open in Excel while making your changes. (DO NOT edit the open

Excel file; changing numbers in Excel will have no effect. ) Then

return here and, if you wish, run the report again to freshen its totals

and confirm your changes.

3) VERIFY the shipping address and use the button at right update if
recessar
Mote: We do NOT ship to P.O. Boxes! i

Name: |

Email

: |
Address: |
City: |
State: I—
Zip: |
4) SUBMIT your rewards order, when you are certain that your
reward totals are correct, by using the Submit button at right.

Order Type - Initial order type is an option that may or may not be available as it is a council option. If you have
both types, you may select which type you will be verifying and submitting to council.

Review Rewards Order - This will create a report for the rewards that have been entered into the system. This
report can be saved and printed. You MUST verify the accuracy of this report before proceeding. If you need to
make changes, DO NOT make them on the report. Go back to the troop reward order form to make the changes

pdate Shipping Address - This option may or may not be available. If available, the service unit must enter in the

shipping contact name address. This information is used by the bakery warehouse to ship the items to the service
unit.
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Submit Rewards Order - Once all troop reward orders have been verified, click the button. This will send your
verified rewards order to council. The system will verify that you want to submit your order. Once you have
submitted your order, you will not be able to make any changes, only council will.

Microsoft Internet Explorer

€©
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BOOTH SITES TAB

The booth sites tab is an optional tab that councils will provide for service units to be able to approve troop

requests for booth sites that are not council sites. You can also approve on the troop level, however this allows you

to view all your troop requests.

If there are no booth sites to approve/deny, the following message will be displayed:

Rancho San Diego (722) Booth Sales @ {

Transactions Rewards

You don't have any items to approve.

Troop Business Name Date and Status / Submitted @
# Address Time Requested Reason for DeniallApproval

If you have requests to approve/deny, the screen will display as follows:

100 Acre Wood (615) Booth Sales @

‘ Seltings ‘ Troops ‘ Init. Order ‘ Delivery ‘ Transactions Txn Pickups ‘ Payments ‘ Rewards

T (T ——

Bulk Reason for Approval/Denial

SotBy[= v] Obese. Thenby[— v] Obese. Thenty[= +] Oese. [0

Troon i Business Name Date and Status / Submitted @
P Address Time Requested Reason for Denial/Approval
Troop 10431 Becky's Pizza Parlour Sat Jul 30,2022 Jul 22, 2022 at 7:27PM
P 1231 Upas St., SAN DIEGO, CA 92103 10:00 am - 12:00 pm [Conflicts ]
Troop 10431 Becky’s Pizza Parlour Sat Jul 23,2022 [approved v | Jul 22, 2022 at 2:40PM
P 1231 Upas St., San Diego, CA 92103 10:00 am - 04:00 pm [ ]
Troop 10431 Food King Wed Aug 17, 2022 Aug 9, 2022 at 12:35PM
P 4412 Jocelyn St, San Diego, CA 92105 09:00 am - 11:00 am [ ]
Troon Bedk Tony's Pizza Wed Aug 17, 2022 Aug 8, 2022 at 4:09PM
P e 10089 Harrison Blvd, Anytown, FL 30293 09:00 am - 11:00 am [ ]
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You have multiple options to sort the information to assist you in doing your job. You have options at the top of the
page of doing a update all PENDING sales. When you use the Mark all buttons, it will only mark pending booth sites.

Anything that is denied or approved will not be touched. You MUST enter a reason when using the Mark All buttons.

You can approve, deny, make pending by using the dropdown box. You can also enter in comments about your

selection that is visible to the troop on their level.

If two troops are requesting the same site on the same date and timeframe, you can see who requested the site

first by reviewing the date and time under the Status/Submitted column.
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BOOTH IMPORT TAB

The council can select service unit users that they want to be able to upload council sites via a spreadsheet. The tab

will only be visible if the service unit user has that additional role.

Lemon Grove (673) Dashboard Litle Brownie

Init. Order Delivery Transacions 5its. Booth Sites Help Center

Import Booth Sales

Please upload the xlIsx file containing booth sales for this council.
The xisx file must have a sheet called "Booths" with the following fields and data:

Business Name,XAddress,Door,City, State,Zip,Email, Phone, Fax, Preferred Contact,Contact,Location Notes,Service Unit Number,Date,Start Time, End Time, Time
Wal Mart,1234 Scme Street,Side Door,Any Town,MI,4B014,3joe@schmoe.ccm, 555-1212, 555-1213, fax, Joe Schmoe,Be Nice, 55, 5/5/12, 10:00am, 3pm, 60, 5/1/12 1:

Ell (0 ’

You may also include the following optional fields (order of fields doesn't matter):

Door, Service Unit Number,Troop,Time Slot
1 Side Door, 55, 1234, 12pm
Back Door, 55, 1235, lpm

If you are uploading without dates and times please omit the date and time fields and format as follows:

Business Name,Address,City, State, Zip,Email, Phone, Fax, Preferred Contact,Contact,location Notes
Wal Mart,1234 Scme Street,Any Town,MI,4B014,Jjoe@achmoe.com,555-1212,555-1213,email, Joe Schmoe, Be Nice

{note: "Door" and "Service Unit Number" fields are optional)

Booth Saes loportFles| _ Browse. [ Corce |

The user can get the spreadsheet templates from the council. The format must be an Excel .xIsx file format. The
template cannot be changed for mandatory column headers. The INFO tab on the template helps explain the

information that is mandatory and optional. Follow the format stated above to ensure accuracy.

Once the spreadsheet is created, you will need to browse for the file on your computer and click the Queue Import

Job. eBudde™ will send you a message via email if there are any issues or if the spreadsheet imported successfully.

If eBudde™ finds an error in the spreadsheet, none of the sites on the spreadsheet will be imported. You will be

required to fix the issue and submit for import again.

Retum Error Spreadsheet? [~

There is an option labeled Return Error Spreadsheet - This feature allows you to import correct records and to

have eBudde™ export error records to a spreadsheet. So if you upload a file of 100 records and 2 records have
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errors, eBudde™ will import 98 records and not import the 2 records. It will create the error spreadsheet with those

two records and the error message that is downloadable from the jobs tab.

You can verify your sites via the troop signup detail report.
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REPORTS TAB

This section will allow you to print reports for your service unit. We currently have nine reports. New reports will be

@Budde*

added to the system. Left-click View Report to open the report in a Microsoft Excel downloadable window. All

Excel reports will print in XLSX format

Some reports due to the length of time to create my require regeneration. You will click the Regenerate button.

eBudde™ will tell you that it sent the request to the queue. You will be sent an email when the report is ready. You

can then click the XLSX or PDF button to print.

The system will display a box to open the report or save it to your computer. The format for both is a Microsoft

Excel Worksheet

You can now run some reports as Exportable. Exportable reports allow you to run reports in a fashion that puts all

information in columns to facilitate sorting or simple data dumps. See example below of the service unit recap

100 Acre Wood (615) Service Unit Recap — Cases
Oemo

Jul 26, 2021 at 03 24PM
2021-22 $akes Seazon

Initial Orders
{¥gpe Tiptsuz Lemon-Ups  Ticfoilz  Do-Si-Dlos  Samoas Tagaloags  This Miats _ S'morcs  Toffee-tastic  Total
troop. : 10431 000 000 000 000 000 oo0 000 000 000 oo
troop. 12424 000 000 0.00 000 o0 000 000 000 000 oo
troop” 13333 000 000 000 000 i) i) oo oo om0 om
troop. : 13024 000 000 0.00 000 o0 000 000 000 000 000
troop. 13044 it} 000 .00 000 000 000 000 000 000 oo
al 400 400 400 400 400 400 A00 A00 400 geon
Totals 100 100 200 100 s00 FET] FET) 100 100 36.00
Additional Orders
| Tgpe Tipisus Lemon-Ups  Ticfoilz _ Do-Si-Dos  Samoas Tagaloags  This Miats _ S'morcz  Toffce-tastic  Total
troop. 10431 000 0.00 .00 000 000 [ 000 0.00 000 000
| oo : 2424 000 000 000 000 000 000 oo oon 000 oo
troop. 5358 it} 000 000 [ili) 000 fi¥) 000 000 000 oo
| oo : 13024 000 000 000 000 oo0 000 oo oo 0o oo
troop. 13044 000 000 0.00 000 000 000 000 000 000 oo
al ol 00g 000 200 200 i i 100 v 000 o0
Totals 0.00 0.00 0.00 100 0.00 0.00 1.00 0.00 000 200
Overall Totals
Lemon-Ups  Ticfoil:  Do-$i-Do:  Samoa: Tagaloags  This Mistz  S'morcz  Toffee-tactic  Total
Totalz 100 100 100 500 4.00 4.00 5.00 4.00 400 38.00
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100 Acre Wood (615) Service Unit Recap - Cases
Demo
Jul 26, 2021 3t 03:26PM
2021-22 Sales Season
Type Trp/su# Init/Add Adventurefuls Lemon-Ups Trefoils Do-Si-Dos Samoas Tagalongs Thin Mints S'mores Toffee-tastic Total

TIUUD: 10421 initial 0.00 0.00 2.00 .00 0.08 6.0% 0.00 0.00 0.00 0.00
troop 12424 initial 0.00 0.00 0.00 0.00 0.00 0.00 00 0.00 0.00 0.00
T.rl]np' 13399 initial 0.00 0.00 0.00 0.00 0.00 i) 0.00 0.00 0.00
Iruup: 19024 initial 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
troop 19044 initial 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
su' 615 initial 4.00 4.00 4.00 4.00 4.00 4.00 400 36.00
T.rl]np' 10431 additional 0.00 000 0.00 0.00 0.00 0.00 0.00
troop: 12424 additional 0.00 002 0.00 0.00 0.00 0.00 0.00
troop 13299 additional 0.00 0.00 0.00 0.00 0.00 0.00 0.00
UUCID' 19024 additional 0.00 0.00 0.00 0.00 000 0.00 000 0.00 0.00 0.00
T.rlmp' 19044 additional 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
su' 515 additional 0.00 0.00 0.00 1.00 0,00 0,00 1.00 0.00 0.00 2.00
Totals 4.00 4.00 4.00 5.00 4.00 4.00 5.00 4.00 4.00 38.00

100 Acre Wood (615): Reports

Initial Cookie Order Reports A

Initial Order Report @ e e [ xusx | PoF |

Girl Order Tab @ [ Esxportable S
Girl Order Tab Summary & [ Exportati [ asx | poF |

Booth Sales Report @ ® %5;3“;;@5 m m
Troop Pickup Sheets @ [l Fre-printed Form m
Troop Delivery Assignments & @ %Esm G;ab.'::cgs m m
Blank Troop Pickup Sheet (Bubble Form) @ =

Initial Order Delivery Reports &

Troop Delivery Confirmation 7] m

DOC Reports A

DOC Financial Report by Girl @  Filter |
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Reward Reports &

Troop Rewards Summary @

Girl Rewards Summary (7]

Troop Rewards HTML 7]

Booth Scheduling Reports &
Troop Signup Detail @
Troop Signup Recap @
Troop Booth Requests (7]
Available Booth Slots @

Booth Sale Recorder Traffic @

Banking Reports 4

Troop Payments @

Recap Reports A

Troop Proceeds Summary 7]

Troop Sales Summary @

Troop Sales Summary (by age level) 7]

Troop Site Summary Report 7]

10 Breakout @

Troop Variety Summary 7]
Cookie Exchanges Q9
Troop Sales Reports (7]

Troop Sales Reports With Bank Information (7]

Service Unit Recap (7]

Troop GOC Org Tab @
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Inventory Reports A

All Transactions @ @ Cases () Pkgs.

Roster and Contact Lists A

Troop Roster @ Regenerate | xLsx | PoF |
Troop Roster With Banks @ Regenerate | xLsx | PoF |
Troop Contacts & [ xusx | por |
Cuphoard List [ xsx | por |
Delivery List [ PoF |

Volunteer Form Agreements @ Regenerate m m

Initial Order Report - This report list all troop initial cookie orders by variety. The report can be printed in either
cases or packages.

Girl Order Tab - This report prints each troop's girl order tab in detail. It will list all the transactions per girl, per
troop.

Girl Order Tab Summary - This report prints each troop girl order tab in summary view. It will list each girl and her
total orders.

Booth Sales Report - This report lists all the troop initial orders that have ordered cookies for booth sales on the
troop worksheet. The report can be printed in either cases or packages.

Troop Pickup Sheets - These sheets can be printed one of two ways. If you check the pre-printed form, it will print
quantities of cookies for each troop that will need to be printed on a form supplied by your council. If you do not
check the box, the system will print the entire form in color (must have a color printer) for you.

Troop Delivery Assignments - This lists all the troops and their delivery station selection including site, time and
line (if applicable)

Blank Troop Pickup Sheet - This will print a pickup sheet with no information on it. You can use this report as a
fill-in pickup sheet.

Troop Delivery Confirmation - Prints the delivery confirmation form in mass that is available on the troop delivery
tab

DOC Orders By Type By Girl - This report prints the troop orders that are coming from the Digital Cookie system.
You can see all orders for every girl or filter by date, type of order, etc.

DOC Financial Report By Girl - This report prints the troop order monies collected by the Digital Cookie system of
all orders sent over by the Digital Cookie system to eBudde.

Troop Rewards Summary - This report allows you to print a reward summary for either the initial reward order or
the final reward order.

Girl Rewards Summary - this report prints the reward summary showing every girl in the troop and the troop
totals.

Troop Rewards HTML - The report prints the troop reward in portrait orientation 8 %2 x 11. Can print on multiple
pages if rewards program has a lot of items.
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Troop Signup Detail - This report show the troops in the service unit that have signed up for council booth sites
Troop Signup Recap - This report lists all the troops in the service unit and their total number of signups.
Troop Booth Requests - This report shows the requests that troops have made for booth sites not on the council
site list.
Available Booth Sales - This report shows all the booth slots that have not been taken.
Booth Sale Recorder Traffic - This report gives statistics on the use of the booth sale recorder in your service unit
This report is only available for users that are booth sale uploader.
Troop Payments - This report will list all payments for your service unit. It will give you the option for filtering what
is on the report.
For all transactions, leave the boxes blank and left-click the Run Report button.
Date - To print using the date filter you need to enter a date in one or both boxes after the date label. You
also need to format the date as mm/dd/yy. Left-click the Run Report button to print the records specified
Range of Dates - enter in first box the starting date, enter in second box the ending date. This will
be an inclusive range displaying all payments between those two dates and including those two
dates.
One Date - enter the date in the first box and enter it again in the second box.
This will display all the payments for that day.
Starting Date to Last Date Keyed - enter the starting date in the first box, leave the second box
blank.
All Dates to a Specific Ending Date - leave the first box blank, enter the ending Date in the second
box.
Troop # - To print using the troop number filter you need to enter a troop number in one or both
boxes after the troop # label. Left-click the Run Report button to print the records specified
Range of Troops - enter in first box the starting troop number; enter in second box the ending
troop number. This will be an inclusive range displaying all payments between those two troops and
including those two troops.
One Troop - enter the troop number in the first box and enter it again in the second box. This will
display all the payments for that troop.
Starting Troop to Last Troop Keyed - enter the starting troop number in the first box, leave the
second box blank.
All Troops to a Specific Ending Troop - leave the first box blank; enter the ending troop number in
the second box.
Date and Troop Number - You can use the combinations listed above to specify payments by date
and/or by troop number.

Troop Proceeds Summary - This report will detail by troop, the cookie initial orders, transfers, final orders, girls
registered, girls selling, per girl averages, total sales, troop proceeds, payments and balance dues. This report can
be viewed in packages or cases by clicking the appropriate radial button.

You can also filter this report to show only troops who are due a refund or owe money by check the appropriate
box. If no boxes are check, all troops will be displayed. Includes the generic proceeds amounts detail.

Troop Sales Summary - This report is very similar to the troop proceeds summary. It includes all the items from
the troop proceeds summary but also breaks down the troop proceeds into categories if applicable. This report
can be viewed in packages or cases by clicking the appropriate radial button.
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You can also filter this report to show only troops who are due a refund or owe money by check the appropriate
box. If no boxes are check, all troops will be displayed.

Troop Sales Summary (by age level) - This report includes all the columns that you see in the troop sales summary
report but it subtotals by the troop’s program age level. i.e. Daisy, Brownie, Junior, etc.

10 Breakout - This report will allow you to see the statistics for your troop’s initial order. You will be able to see
what part of the order are girl orders, booth, extras due to rounding up to total cases. Allows you to do analysis of
your initial orders.

Troop Variety Summary - This report lists for each troop the total varieties ordered.

Cookie Exchanges - This report list the troop exchanges that are posted by troops on the cookie exchange tab.
Troop Sales Reports - This report will print all the troop sales report. The format will be just like the troop sales
report tab. Troop banking information will be hashed out except for the last four numbers on this report.

Troop Sales Report with Bank Information - This report will print all the troop sales report. Troop banking
information will be display as full numbers. This report is only available to users who have Bank Manager Account
permissions.

Service Unit Recap - This report will show cookie activity for the service unit.

Troop GOC Org Tab - This report will print all the Gift of Caring Organizations entered by troops on the troop GOC
Org tab.

All Transactions - This report will list all transactions that a service unit created moving cookies from the service
unit to the troop or troop-to-troop transactions.

Troop Roster - This report prints the details of the troop settings tab for all troops. No banking information will be
on this report.

Troop Roster with Banks- This report prints the details of the troop settings tab for all troops including the bank
information in full viewing format. This report is only available to users who have Bank Manager Account
permissions.

Troop Contacts - This report will show you a list of all troop contact name, address and phone number
information.

Cupboard List - This report will list all available cupboards and their hours of operation.

Delivery List - This report will list all available delivery sites for the service unit and location information.
Volunteer Form Agreements - If your council uses the agreement signing feature in eBudde, this report will show
the status of whom has or has not logged into eBudde and signed the agreement(s).
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APPENDIX A - TROOP COOKIE ORDERING METHODS
ON TROOP LEVEL

As a service unit, your council may require you to enter troop orders using the troop cookies tab. There are two
methods for troop ordering. You will be directed by your council as to the method you are supposed to use. In

addition, your council may have Digital Cookie orders automatically posted to the initial order.

Ordering with Booth and Girl Totals

Click on the initial order tab located on the right side of your screen.

Troop 8146 Initial Order @

Click the Dowin Arrow to see your last year's order information.
m Save as often as you like but Submit to your SU only Once!

’I':',g’é Girl C_GOC Advi  Lmup Tre D-SD Sam Tag TMint SM Toff TGOC  Total
B | IMPORTED | o o i) g g 0 ] [ 0 ] 0 0
@] OTHER [NA | 0 0 0 0 0 0 0 0 0 [ NA | 0
B [ NA | 0 1] (] (] 0 0 0 0 0 | A | ]

Phgs. Ordered 0 0 0 0 0 i 0 0 0 0 0 (]

Cases to Order 0 0 0 0 0 0 0 0 0 0

OthersExtras-Charity 0 0 0 0 0 0 0 [} 0 [ 0 0
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There is a row labeled IMPORTED. This row may contain data that your council uploaded for you. Itis not editable

by you the troop but is editable by the council. See your council instructions on this row on the initial order tab.

Click on the word OTHER. This line is for the total of GIRL orders. The system will highlight the line. Click in the first
input box at the bottom of the page, the line will highlight. NOTE: GOC column(s) is not available for other sales.

Troop 8146 Initial Order @

Cookie Exch

Click the Down Arrow fo see your last year's order information.

m Save as often as you like but Submit to your SU enly Once!
Tags TMint

Ll | C_GOC Advf LmUp Tre D-5-D Sam
Doc
B [ IMPC 0 0 0 0 0 0 i i
[ NA | 0 0 0 0 0 0 0
B [ NA | 0 0 0 0 0 0 0
12 12 12 12 12 2

Phgs. Ordered il 0 0 0 0 0 0

Cases to Order 0 0 0 0
(] (] (] (]

Other+Extras-Charity
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Enter the cookie quantities for the girl orders. Tab through the boxes and enter your cookie quantities. The system

will show you the total. Verify the total and press enter or click the OK button. The system will move the numbers

to the OTHER line.
If so designated by your council, you can also enter the troop’s booth order.

Click on the word BOOTH. The system will highlight the line. Click in the first input box at the bottom of the page,
the line will highlight. NOTE: GOC column(s) is not available for booth sales. Tab through the boxes and enter
your cookie quantities. The system will show you the total. Verify the total and press enter or click the OK button.

The system will move the numbers to the BOOTH line.

The system will display the completed order.

Troop 8146 Initial Order @

Glick the Down Arrow to see your 1ast year's arder information
Submit Order m Save as often as you like but Submit to your SU only Once!
g’gg Girl C_GOC Advf Lmup Tre D-5D Sam Tags TMint SMr Toff T-GOC Total
& | IMPORTED | 0 0 0 i] 0 [} o 0 0 0 0 0
B OTHER [ NA | 12 12 12 12 12 12 12 12 12 [ NA | 108
a2 BOOTH m 0 ] 0 [ 0 ] 0 0 0 [ NA | 0
C Phgs. Ordered 0 12 12 12 12 12 12 12 12 12 108
Cases ta Order 1 1 1 1 1 1 1 1 1 9
108




To change any information, click the row that needs to be changed. The data will be displayed on the bottom input

row. Click anywhere in that row to make changes. Press enter once changes are complete.

You must click the Save button to save your information. The system will display that it is saving the information.

Save In Progress!

Please Wait!

To print the order, click the Printable Version button.

Submit Order - This button is used to submit a troop order to the service unit. You must still click this button for

the service unit to know that this order is done. The system will confirm that the troop order was submitted on the

screen and send you an email. N , o
Initial Order Submission 0K

Please go to your Delivery Tab to specify your delivery options.

NOTE: You can only submit your order once. If you have changes after you submit, you will need to contact

your service unit cookie manager.
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Ordering by Individual Girls

Click on the init. order tab located on the right side of your screen

Troop 8146 Initial Order @

Txn Pickups s Booth Sites
Glick the Down Arrow o see your fast year's order information.
m Save as offen as you like but Submif te your SU only Oncel
e Girl c._coc Advi Lmup Tre D-5-0 sam Tags TMint SMr Toff T-GOC Total
v Cindy W 0 0 0 0 0 0 0 0 ] [} 0 0
\ ¢ Jdanice W, 0 0 0 0 0 0 0 0 (] 0 0 0
v Jasmine G 0 0 0 0 0 0 0 0 ] 0 o 0
o] | maporTED] 0 o 0 0 0 0 0 0 ] 0 (] 0
B OTHER [ NA | 12 12 12 12 12 12 12 12 12 108
e [NA | 0 0 0 0 [} 0 0 ] 0 0
sanica W @l m] B E] m] @] ] Bl B am@
Phgs. Ordered 0 12 12 12 2 12 12 12 12 12 o 108
Cases to Order 1 1 1 1 1 1 1 1 1 ]
OfhertExtras-Charity 108 o 0 o 0 o o o o o o 108

NOTE: Girl level ordering must be done in packages. If your council participates in the Gift of Caring or

similar program with a different name, you will see that column labeled appropriately.

Click on a girl name in the list. The line will highlight. Enter the quantities in the boxes at the bottom. Tab through

the line and enter the cookie quantities needed for the girl. Hit the enter key or the OK button.

NOTE: The girl order totals will include the Gift of Caring numbers, the totals at the bottom of the page, will

not include the Gift of Caring numbers as the Gift of Caring column is not part of the physical order.
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There is a row labeled IMPORTED. This row may contain data that your council uploaded for you. Itis not editable

by you the troop but is editable by the council. See your council instructions on this row on the initial order tab.

Troop 8146 Initial Order @

Printable Version Click the Down Arrow to see your last year's order information
m Save as often as you like but Submit to your SU only Once!
i Girl €.GoC Advi LmUp Tre D-5D Sam Tags TMint SMr Toff T-GOC Total
Cindy W ] 0 0 0 0 ] 0 0 0 0 (] 0
v Janice W, 20 20 20 20 20 20 20 20 20 0 ] 200
v Jasmine G 0 0 ] 0 [} ] 0 ] 0 [} 0 o
B MPORTED | 0 0 a 0 [} (] [} [ 0 o [} 0
B OTHER [ NA | 12 12 12 12 12 12 12 12 12 [ NA | 108
B [ NA | 0 (1] 0 o o ] o o 1] [ NA| ]
] == 10z B3
Phgs. Ordered 1] 32 32 2 32 3z 3 32 2 2 0 308
Cases o Order 3 3 3 3 3 ¥ 3 3 27
4 4 4 4 4 4 ) 4 a 0 144

Other+Extras-Charity 108

You can also enter orders for booth or other as directed by your council.

Click on the word OTHER. The system will highlight the line. Click in the first input box at the bottom of the page,
the line will highlight. NOTE: The GOC column is not available for the other row. Tab through the boxes and

enter your cookie quantities. The system will show you the total. Verify the total and press enter or the OK button.

The system will move the numbers to the OTHER line.
If so designated by your council, you can also enter the troop’s booth order.

Click on the word BOOTH. The system will highlight the line. Click in the first input box at the bottom of the page,
the line will highlight. NOTE: The GOC column is not available for booth sales. Tab through the boxes and enter
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your cookie quantities. The system will show you the total. Verify the total and press enter or the OK button. The

system will move the numbers to the BOOTH line.

You must click the Save button to save your information. The system will display that it is saving the information.

Save In Progress!

Please Wait!

To print the order, click the Printable Version button.

Submit Order - This button is used to submit a troop order to the service unit. You must still click this button for
the system to know that this order is done. The system will confirm that the troop order was submitted on the

screen and send you an email. Initial Order Submission OK.

Please go to your Delivery Tab to specify your delivery options.

NOTE: You can only submit your order once. If you have changes after you submit, you will need to contact

your service unit cookie manager.

If a girl is marked inactive, you will not be able to enter an initial order for the girl. Her record will be greyed out. In

the example below Judy D. was marked inactive.

Troop 8146 Initial Order @

Gl ine Down Arow fo - —

[ susent ovcer IR v+ | Save as often 5 you le but Susmi 0 your SU oy Once!

w [ o [l
darice W S 2 o 00

_—> Joamire & o 6 " (] ] (] o (] " o (]
B swosico] o 0 [ 0 0 o 0 o [

(o] OTHER o n n 2 0

e {5 ] o o ] o o 0 o [ia ] [

f
£
&
L ¢
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Initial Order with Digital Cookie Girl Delivery Orders

Your council may allow for Digital Cookie Girl Delivery Orders approved by the parent to be added to your initial
order. This is to help parents by including these packages as part of their initial order pickup. This will save you and

the parents an additional trip to go get those cookie packages.

Click on the init. order tab located on the right side of your screen

Troop 8146 Initial Order @

Confidential and Proprietary

Cookie Exch
Printable Version Click the Down Arrow fo see your last year's order information.
Submit Order m Save as offen as you like but Submit fo your SU only Once!
gsoeé Girl C_GOC  Advf LmlUp Tre D-5-D  Sam Tags  TMint SMr Toff T-6OC  Total
4 Cindy W. Order Card 0 0 0 0 i) 0 0 0 0 i 0 of «
DOC Girl Del 0 0 0 0 0 (] 0 0 0 (i o ]
Total Order 0 0 0 0 0 0 0 0 0 0 0 ]
4 Janice W. Order Card i 0 0 0 ] o g 0 ] 0 0 0
DOC Girl Det o o 0 (] a 0 (] {1 a 0 o 0
Total Order 0 0 0 0 0 0 0 0 0 0 0 ]
4 Jasmine C. Order Card 0 0 2 0 0 0 0 0 0 0 0 0
DOC Girl Det o 0 o (i 0 (i 0 (i 0 (i (i 0
Total Order (] 0 0 0 0 0 0 0 0 0 0 0
B [ IMPORTED | 0 0 0 ] il 0 ] 0 0] 0 0 ]
B OTHER [NA | 12 12 12 12 12 12 12 12 12 [ NA | 108
B BOOTH [ NA | 0 0 ] 0 0 ] ] 0 i [ NA | 0
Phgs. Ordered i 12 12 12 12 12 12 12 12 12 0 108
Cases to Order 1 1 q 1 1 1 1 1 1 9
OthertExtras-Charity 108 0 0 0 0 i 0 0 [ 0 0 108




@Buddeﬁ

Each girl will have three rows on the page. One is the order card row which allows you to do data entry for the
order card order from the girl. The next row is the DOC Girl Del. row which is not editable. These are girl delivery
orders, approved by the parent and sent from Digital Cookie to eBudde. These orders match the girl delivery
approved orders in Digital Cookie. The last row is a total of the Order Card and DOC Girl Del. rows. These are the

cookies that will be distributed to the girl during the initial order delivery.

v Froska L. | Order Card 2 14 14 19 %3} 19 45 7 0 151
: DOC Girt Del a a 4 5 4 5 4 a ] 22
Total Order 2 14 18 24 35 24 49 7 0 173

NOTE: Girl level ordering must be done in packages. If your council participates in the Gift of Caring or

similar program with a different name, you will see that column labeled appropriately.

Click on a girl name in the list. The line will highlight. Enter the quantities in the boxes at the bottom. Tab through

the line and enter the cookie quantities needed for the girl. Hit the enter key or the OK button.

NOTE: The girl order totals will include the Gift of Caring numbers, the totals at the bottom of the page, will

not include the Gift of Caring numbers as the Gift of Caring column is not part of the physical order.

There is a row labeled IMPORTED. This row may contain data that your council uploaded for you. Itis not editable

by you the troop but is editable by the council. See your council instructions on this row on the initial order tab.

< Janice W. Order Card 0 14 14 14 14 14 14 14 14 14 14 140

DOC Gitl Del. [} o 0 0 0 0 0 0 0 0 o 0
Total Order

0 14 14 14 14 14 14 14 14 14 14 140

v Jasmine C. Order Card 0 0 o o o o o o o o 0 0

DOC Girl Del 0 0 o o o o o o o o 0 ]

Total Order 0 0 [ [ [ [ [ [ [ [ [

B 0 o 0 0 0 0 0 0 0 0 0

)] m 12 12 12 12 12 12 12 12 12 [NA | 108

B [ NA | [ i3 i3 i3 i3 i3 i3 i3 i3 [ A | 0
1 B

Phgs. Ordersd 0 % % % % % % % % % 4 28

Cases to Order B B B B B B B B B 27

Other+Extras-Charity 108 10 10 10 10 10 10 10 10 10 -14 184

D ¢
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You can also enter orders for booth or other as directed by your council.

Click on the word OTHER. The system will highlight the line. Click in the first input box at the bottom of the page,
the line will highlight. NOTE: The GOC column is not available for the other row. Tab through the boxes and
enter your cookie quantities. The system will show you the total. Verify the total and press enter or the OK button.

The system will move the numbers to the OTHER line.

If so designated by your council, you can also enter the troop’s booth order.

Click on the word BOOTH. The system will highlight the line. Click in the first input box at the bottom of the page,
the line will highlight. NOTE: The GOC column is not available for booth sales. Tab through the boxes and enter
your cookie quantities. The system will show you the total. Verify the total and press enter or the OK button. The

system will move the numbers to the BOOTH line.

You must click the Save button to save your information. The system will display that it is saving the information.

Save In Progress!

Please Wait!

To print the order, click the Printable Version button.

Submit Order - This button is used to submit a troop order to the service unit. You must still click this button for
the system to know that this order is done. The system will confirm that the troop order was submitted on the

screen and send you an email.
Initial Order Submission O

Please go to your Delivery Tab to specify your delivery options.

NOTE: You can only submit your order once. If you have changes after you submit, you will need to contact

your service unit cookie manager.
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If a girl is marked inactive, you will not be able to enter an initial order for the girl. Her record will be greyed out.

Initial Order with Digital Cookie Girl Delivery Orders and
Parent Initial Order from Digital Cookie

Your council may allow for Digital Cookie Girl Delivery Orders approved by the parent to be added to your initial
order. This is to help parents by including these packages as part of their initial order pickup. This will save you and

the parents an additional trip to go get those cookie packages.

You will now be able to see orders that the parents are submitting from the Digital Cookie system. They will need to
do this by the parent initial order deadline date at 11:59 p.m. You can see this date/time on the settings tab. You

can override the date but not the time.

Click on the init. order tab.

Troop 1260 @
R I S 1 I I B
Troop Initial Order
=
All Girl 1O orders should be reviewed and Saved.
g%? Girl cbD Advf LmUp Tre D-5-D Sam Tags TMint SMr Toff Total
4 Avac. Order Card saven 0 0 10 50 0 20 40 0 0 0 120
DOC Girl Del. 0 0 ] 0 0 0 0 o o 0 0
Total Order 0 0 10 50 o 20 40 o o o 120
4 Charlotte c. Order Card ot 0 i [ 0 [ 0 0 0 0 [ 3
DOC Girl Del. 0 0 [} 0 o 0 0 ] 0 o 0
Total Order 0 0 [ 0 0 o 0 0 0 0 0
/  Emmac. Order Card e 0 (i [} 0 0 a 0 0 0 0 0
DOC Girl Del. 0 0 o o 0 0 0 o o ] o
Total Order 0 [ L] o o 0 0 o o o o
Imported 0 L] o 0 0 0 o o o o
Other 0 0 0 0 o 0 0 0 o o
Last Year (Cther) 0 [ 0 o 0 0 0 o o 0
Booth ) L] o o o 0 o 0 1} 1]
Last Year (Booth) 0 [ 0 o 0 0 0 0 [ [
Pkgs. Ordered ] o 10 50 o 20 40 o o o 120
Cases To Order 0 1 5 0 2 4 0 0 0 12
Extras 1] 2 10 o 4 8 il a 0 24
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When the parent initial order comes in from the Digital Cookie system, it will populate the Order Card row. You will
need to review and save the order. You are allowed to edit the numbers as well. To do this click in the row and the

edit screen will be displayed.

Each girl will have three rows on the page. One is the order card row which allows you to do data entry for the
order card order from the girl OR receive the initial order from the parent sent from Digital Cookie. The next row is
the DOC Girl Del. row which is not editable. These are girl delivery orders, approved by the parent and sent from
Digital Cookie to eBudde. These orders match the girl delivery approved orders in Digital Cookie. The last row is a
total of the Order Card and DOC Girl Del. rows. These are the cookies that will be distributed to the girl during the

initial order delivery.

ggecs Girl C_GOC  Advf LmUp Tre D-s-D Sam Tags TMint SMr Toff T_GOC  Total F_GOC

v Amelia J. Order Card 0 0 0 0 0 0 0 0 0 0 0 0 0
DOC Girl Del. 0 0 0 0 0 0 0 0 0 0 0 0 0
Total Order 0 0 0 0 0 0 0 0 0 0 0 0 0

NOTE: Girl level ordering must be done in packages. If your council participates in the Gift of Caring or

similar program with a different name, you will see that column labeled appropriately.

Click on a girl name in the list. The system will open the edit screen. Enter the quantities in the boxes on the page.

Tab through the boxes and enter the cookie quantities needed for the girl. Hit the Save button.

Amelia J. Initial Order

Gaersl m

on
il Total

Gift of Caring ‘ 0
$500

Adventurefuls ‘ 0
§500

\

\
Lemon-Ups ‘T‘ A B
== ] 0 0
Gedites: [0 | u 0
—l 0
Togoeoss [0 | 0 0
mwe o ] e
e [ ) o
Eeet [0 ] 0
e [ ] oo
Total 0 0

Confidential and Proprietary

2000 ©



@Buddéﬁ

NOTE: The girl order totals will include the Gift of Caring numbers, the totals at the bottom of the page, will

not include the Gift of Caring numbers as the Gift of Caring column is not part of the physical order.

There is a row labeled IMPORTED. This row may contain data that your council uploaded for you. Itis not editable

by you the troop but is editable by the council. See your council instructions on this row on the initial order tab.

& /  BeckyM Order Card

2

DOC Girl Del.
Total Order
& v Ciedyw. Order Card

DOC Girl Del.

Total Order

Sev s ook R R

0
(]
LavtYose O] 0
[
0

Pags. Orderes 0 20

]
]
¥
g
g

Caes To Orser i 1 17 7 7 7 L] ] s

&

[ - [ 4 ! 4 4 4 4 8 [ 8 100

You can also enter orders for booth or other as directed by your council.

Click on the word OTHER. This line is for the total of GIRL orders. The system will take you to the edit screen. Click
in the first input box and enter the quantity. Tab through the screen to go to each variety. Click Save to save the
order. Click Cancel if you do not want to save. The system will confirm that the order has been saved. The

numbers will be transferred to the initial order. NOTE: GOC column(s) is not available for other sales.
If so designated by your council, you can also enter the troop’s booth order.

Click on the word BOOTH. This line is for the total of GIRL orders. The system will take you to the edit screen. Click
in the first input box and enter the quantity. Tab through the screen to go to each variety. Click Save to save the
order. Click Cancel if you do not want to save. The system will confirm that the order has been saved. The

numbers will be transferred to the initial order. NOTE: GOC column(s) is not available for other sales.
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Submit Troop 10 - This button is used to submit a troop order to the service unit. You must still click this button

The system will save all changes automatically.

for the service unit to know that this order is done. The system will warn you that you cannot change the order
once submitted. Click the Submit Order button to submit your order or Cancel if you still need to make changes.

The system will confirm that the troop order was submitted on the screen and send you an email.

Submission Warning

Are you sure? The Initial Order for your Troop has been submitted.

Once the Initial Order i1s submitted it cannot be changed.

If a girl is marked inactive, you will not be able to enter an initial order for the girl. Her record will be greyed out and

a lock icon will be displayed next to her name.
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APPENDIX B - TROOP REWARD ORDERING
METHODS ON TROOP AND GIRL LEVELS

As a service unit, your council may require you to enter troop orders using the troop rewards tab or by individual

girl. You will be directed by your council as to the method you are supposed to use.

There are two methods of entering in rewards. The rewards tab is for troops placing a compiled troop reward

order. You may also create reward orders by girl.

Troop Reward Order
NOTE: The Initial Rewards Order option may not be available. This is an option that can be selected by your
council.

For this example we will be working with the Final Rewards Order. The View button allows you to see the rewards

order. The Fill Out button is for entering the troop order.

Click the Fill Out button. The system will display all the rewards available for selection.

Troop 6073 Rewards @

Init. Order Delivery Girl Orders

Troop Rewards Order Forms

Initial Rewards Order m m
Final Rewards Order m m
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é ; Budde.
Troop 6073 Final Reward Order @

© Fagricn Ceme
L Z Bmaging T-3nirt {3nirt Typs)
o oTn
g YuAs
I AM
O AL
0 ANL
0 AZEL
o Az
w O] o
1000

2000
1000

Enter in the quantities for the troop reward order. Tab through the boxes. Click the Submit Reward Order to submit

the order to the service unit. Click the Return to Report List button to return to the previous screen.

Individual Girl Reward Order

The eBudde™ system automatically will calculate the girl orders based on their boxes sold under the Girl Orders tab.

The only thing you will have to do is enter sizes (if appropriate), verify totals and submit your order.

Troop 6073 Rewards @

Init. Order Delivery Girl Orders Transactions

Troop Rewards Order Forms

Initial Rewards Order m
Final Rewards Order m m m
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Use the form below fo filf out your final reward order.
Click on a girl id at the fop fo edit a girl's reward order.

GIRL ORDERS:

Edit All
Becky H. receives 0 reward(s

Patty W. receives 7 reward(s
Rebecca H. receives 14 reward(s) (size/catalog selection done)

(s)
Cindy W. receives 8 reward(s) (size/catalog selection dong)
(5)

Sdney C.  receives 0 reward(s)

NOTE: The Initial Rewards Order option may not be available. This is an option that can be selected by your council.

For this example we will be working with the Final Rewards Order. The View button allows you to see the rewards

order. The Fill Out button is for entering the girl and troop order.

If you need to enter information for a girl order, the system will tell you. eBudde™ will point that out to you by
highlighting a message in red saying (size/catalog selection needed). Once you have submitted the girl's order,

eBudde™ will display the message in green. (size/catalog selection done).

You can now edit all girl orders at the same time or click each girl individually. To update a specific girl you:
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Click the girl's name.

Boxes sold: G380
Booth pkgs sold: 12
Shirt size: ¥YM

Box Level Selected

150 v
175 v
200 od
250 .
500 ’
600 v

Reward
150+ Patch
Fashion Crate
200+ Bar

250 Package
Samoas Hat

Bucket and Showel
Beach Towel

500 Choice (pick 1)
o Wallet
Wrist Pocket
Fashion Crate

Amazing T-Shirt {Shirt Type)

il
YLIAS

* AM
AL

S AKL

L AZEL

L A3XL

@Buddeﬁ

Cindy W. Rewards @

The girl screen will vary based on your council reward program. There may be more/less levels. There may be

choices to pick one item over another. See your council for specifics on your reward program.

Enter the size for the t-shirt or make a choice if necessary. Click the Submit Girl Order button. If you do not want to

submit the girl order, click the Cancel button.

The system will now remind you to submit your troop order after submitting a girl order. There will be messaging

displayed for you as a reminder.
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Warning: Don't forget to submit your troop order if it's now ready!

Use the form below to fill out your final reward order.
Gilick on a girl id at the top to edit a girl's reward order.

GIRL ORDERS:

Edit All

Becky H receives O reward(s)

Cindy W receives 8 reward(s) (size/catalog selection done)
Patty W. receives 7 reward(s)

Rebecca H. receives 14 reward(s) (size/catalog selection done)
Sdney C. receives 0 reward(s)

+rooP ORDER: PGA Selling: 327.0000
Box Level Quantity Reward

OR you may now click the Edit All link.

When you click the Edit All link, eBudde™ will display all the girls in the troop and their boxes sold and t-shirt sizes.
It will then list the rewards the girl has earned. If there are choices or sizes, you will select all those selections for all

the girls before you submit.

.. Cindy
Girl: \right

Boxes
sold: 680
Shirt size: YM

Box Level Selected Reward
] L Beach Towel (100.000 pga =sellg)
o Tote and Blanket {175.000 pga sellg)

Patty
Wright
Boxes

sold: 407
Shirt size: YL/AS

Girl:

Box Level  Selected Reward
] ¢ Beach Towel (100.000 pga sellg)
¢ Tote and Blanket (175.000 pga sellg)
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Once you have updated all the girl rewards and submitted, eBudde™ will show that the selections were completed.

Use the form below to fill out your final reward order,
Clicr on a gil id af the top to edit a girl's reward order.

GIRL ORDERS:

Troop 6073 Final Reward Order @

Becky H. receives 0 reward(s)

Cindy W receives 8 reward(s) (size/catalog selection done)

Patty \W. receives 7 reward(s)

Rebecca H. receives 14 reward(s) (size/catalog selection done)

Sdney C.  receives [ reward(s)

Once all the girl reward orders have been updated, review your troop order total. You may need to enter additional

quantities for items that are not automated. In the example below, you would need to enter a quantity in the box

labeled GOC Patch. Once you have entered that number, you will click the Submit Reward Order button to submit

your order to your service unit.

GIRL ORDER &:

Eon Al

Secky 5
Cingy W.

rapehies
racehes
racelEs

. receives

T rawzEnd(s)
Smawand(g) {eizercataiog saiection dona)
£ TawanE)
€ raward(s) (Eizefcataleg salection dons)

recehves 0 rewandis)

TROOP ORDER:
"  Boxievel Guantlty Reward

]

100
150
175
o
S0

EQQ

75

1000
2000
3000

a0
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Bracelet {25 G GOC phge)
Bandana (50 F_GOC pgs)
DuMa Bag (55 tooth phgg)
100+ Bar
150+ Patch
Fashion Crats
200+ Bar
500 Cholce  {pick 1)
2 Wallet
0 Wurist Pocket
O 'Fashion Crate
Amazing T-3hirt {3hirt Type)
M
YLAS
Al
AL
AAL
AIXL
AIXL
Cupcake Notspad
special Dough
1Pad

3000 Chalca (plck 1)
0 Tech Case
0 Travai CatCass
0 Laptop

Ralfy Pateh jno more than 2)

cooamao

m Bulimit Rewerd Croer

N
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Submit Reward Order - This button submits the troop reward order to the service unit. Once you click this button,

Cancel - this button returns you to the screen where you can view or fill out.

the reward orders for girl and troops cannot be changed by troops only by a service unit user.
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APPENDIX C - TROOP SALES REPORT

The sales report reflects all transactions for the troop in the system. Itincludes the initial order, any additional
orders, payments and the calculation for troop profit, council monies and balance due. All Gift of Caring numbers
will be pulled from the Girl Order tab. No data entry will be necessary on the Troop Sales Report. Council
sponsored Gift of Caring will be displayed under Packages Received. Troop Gift of Caring boxes will be displayed on
the right under PGA Registered. Your council is now able to display on the troop sales report the upcoming ACH

debit amount.

Troop 6073 Sales Report @

Settings Girls Init. Order Delivery GriOwders  DoothSites  Transachons  Rewards

Exclude Pending Transactions

Council Becky Demo Council, Troop 6073 Sales Report

f;;:ig‘ H;zrinan Girls Selling: 3
i " 2

San Dlego, CA 93399 Girls Reg.: 4

‘email: ip§073@lob.com Init. Girls Sellg: 3
Phone: 3

ph Level: JR

U Name: Lemon Grove

S U Number, 673

Sales Goal: 0

PGA Selling: 1414.0000

;T::eﬂmm PGA Registered: 1060.5000
Cel aiietPO -

T_GOC Py
F_GOC Pigs: 6

Bank Name: Bank of America
Routing No. XX00((3493 Acct No. JOGO0K4321

Pkgs Received Deposits Made
0121 Initig) Order - 4140 Date Reference Amount
oare O SHiooa 2 04120 1234867 §100.00
127 TaT40 2lipo0 - 205072 S80.00
127 TeT41 ki) -1 2025-H-12 §100.00
wr - 41000 -12
Total Deposits $260.00
10030 ] 5000 2
e o MIa00 2
035 2 RI000 1
C_GOC pgs, 5
Total Phgs Received 4198
Total Troop Sales $18788.00 Council Proceeds $14,18282
Troop Proceeds -3260338 Deposits Made -§ 250.00
Council Proceeds §14,10282 Amount You Owe Council $13.04282

Signature:
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APPENDIX D - PRODUCT TRANSACTION FORM
OPTIONS

Cupboards now have the ability to select how a troop will place a pending order. Will it be predefined dates and
times with times broken out in time slots. Will it be specific days with a range of times that you must adhere to. Will

it be open where there are no specifics. See the three methods below.

Cupboards with days, times, slots and lines - Click in the

Pickup box

Cookie Transaction
Type:|Normal  ~|  2nd Party:[Cupboard v | |Alpharetta (250) v
Date:|2020-08-01  Pickup: |  Receipt: [ ]
August 2020
variety  Cases Pkgs g i |
Lemontps [o_| o] Su Mo Tu We Th Fr sa Additional Info.
Trefoils EI El |
Dosibos [0 ] o] N
10 11 12 13 14 15 Hours of Oper.
Samoas D E 17 18 19 20 21 22 &:00am-11:46am M, TuW.Th,F;
from 02/13/20 fo 10/16720
agaiongs EI El 24 25 26 27 28 29 WEW\'\-d:DOpI:LT.Tu.W.T'LF‘
b from 02/13/20 to 10/16/20
Thin Minis EI El 1 2 00sm-12:000m S=; from
i 021520 to 1071720
sroes o] o]
Toffee-tastic EI =0 El =0 - —)

MUST KNOW YOUR eBudde CREDENTIALS (USER ID + PASSWORD) te pick up Cockies at this location. *
Closed for Lunch 11:45 am to 1:00 pm Monday thru Friday.

+ Save/Print Okay Cancel
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Cupboards with days and times - Click in the Pickup box

I Type:[Normal | 2ndParty: [Cupboard v | | Atlanta (300) ~
Date: | 2020-08-07  Pickup: || | Receipt:|crzi00 |
m
E Vartety Cases Pkgs August 2020
Additional Info,

Lemon-lips [0 ] Sy Mo Tu We Th Fr Sa

N o N
I Do-3i-Dos It 7
: EI ¥ 8 Hours of Oper.
s ] [ o e e as LR

17 18 19 20 21 22 21230 @ 107090
e [ ol bl [
\ Thin Mins E[ EI . 28 2 2 F 3 0ZMEE0 m 1B0AT0
31

| smes [ ] [
i - - Time &.00am

Toffea-tasie =0 =
, o R o
| Hour
] MUST KNCW YOUR eBudde CREDENTIALS (L g0 0o this: locatian
] MW Done
)
|

+ Save/Print Okay tancel

|
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Cupboards with no requirement in eBudde - Click in the

Pickup box

Cookie Transaction
Type:|Normal  ~| 2ndParty:|Cupboard v| |Carrollton (400) v|
Date: [2020-08-0°  Pickup: | Receipt: [+ |
August 2020
Variety Cases Pkgs o
Lemon-Ups El El Su Mo Tu We Th Fr Sa Additional Info.
Trefoils o] o] 1
Do-StDos [0 ] o] A e Bl Wl _
9 10 1 12 13 14 15 Hours of Oper.
=N El El 16 17 18 19 20 21 22
Tagalongs El El 23 24 25 26 27 28 29[|
Thinmins [0 | o] 0 31 |
S'mores EI EI Time 12:00am
Tofee-tastic [0 | =0 = || —
Minute |
THIS CUPBOARD WILL BE CLOSED ON 2/17 FF Ko Done i
MUST KNOW YOUR eBudde CREDENTIALS (US | this location.
Closed for lunch from 12:00 pm to 1:00 pm Monday through Frday -
i Save/Print Okay Cancel
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