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Allocating Cookies 
from a 

Booth or Troop Site

Presenter Notes
Presentation Notes
Allocating Girl Scout cookies is important to accurately reward girls the correct credit for their sales and receive appropriate rewards, such as patches, badges, and other incentives as well as to ensure that your records are up to date! By allocating your sold cookies, you will be able to keep better track of your troop finances and girls will receive the credit for their hard work. 

It's the method for assigning credit for cookies sold through specific channels like troop sites or in-person sales, which are not automatically tracked in the Digital Cookie or initial order systems. 
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1. Navigate: to the "Girl Orders" tab in your eBudde system.

2. Select: Troop Site if there is a Total number of cookies on that line. This indicates there were shipped 
orders paid for using the Troop Site Link.

Allocating Troop Site cookies

Presenter Notes
Presentation Notes
Navigate: to the "Girl Orders" tab in your eBudde system.  
Select: Troop Site if there is a Total number of cookies on that line. This indicates there were shipped orders paid for using the Troop Site Link.
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3) Click: "Distribution" if there are shipped orders that were 
purchased using the Troop Site Link.

4) The packages will be distributed evenly automatically. If all girls were 
present at a Booth Sale or you want to distribute the packages as is, click 
"Save."
If you want to distribute to only those who participated in Booth Sales, click 
(De) Select All Girls and then click the boxes to select who. Then click 
"Distribute" and then "Save."

5) Once those cookies are distributed, you will see them added to the girls' 
totals and the Troop Site line will have a total of zero.

Presenter Notes
Presentation Notes
Distributing Troop Site Cookies in eBudde
1. Go to Girl Orders → Troop Site� 2. Click +Distribution (only if packages are shown)� 3. Choose how to assign:
Click Distribute to split evenly across all girls 
OR select specific girls who participated 
4. Click Save
5. Confirm:
Cookies move to girl totals 
Troop Site line shows 0 when fully distributed

Quick Tip
If you see packages → use Distribution 
If you only see $$ → use DOC Payment instead
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1) Navigate: to the "Girl Orders" tab in your eBudde system.
2)   Select: Record Booth Sale to distribute booth cookies (the Booth Sales tab can also be used)

Allocating Booth Sale cookies

3) If the booth sale happened already, there will be a 
"Record Sale" button – click on that. 
***If you need to add a Troop Booth, click on "Add/Edit 
Troop Booth" above My Booth Sales. From there, enter the 
name of the location where the booth was held. It will 
need to be approved so please contact your SU Cookie 
Chair or the Product Sales team once it's been added***

Presenter Notes
Presentation Notes
If the booth sale happened already, there will be a "Record Sale" button – click on that. 
***If you need to add a Troop Booth, click on "Add/Edit Troop Booth" above My Booth Sales. From there, enter the name of the location where the booth was held. It will need to be approved so please contact your SU Cookie Chair or the Product Sales team once it's been added***
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3) Enter all of the packages of cookies that were sold during the booth sale – include donated cookies as well. If any 
cookies were purchased or donated using the Troop Site Link, enter that dollar amount where it says "Digital Cookie 
Payment"/"Digital Cookie Charity Packages"
4) If it all looks correct, click "Go to Distribute"

Presenter Notes
Presentation Notes
3) Enter all of the packages of cookies that were sold during the booth sale – include donated cookies as well. If any cookies were purchased or donated using the Troop Site Link, enter that dollar amount where it says "Digital Cookie Payment"/"Digital Cookie Charity Packages"
4) If it all looks correct, click "Go to Distribute"
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5) The packages will be distributed evenly 
automatically. If all girls were present at the Booth 
Sale or you want to distribute the packages as is, 
click "Save."

If you want to distribute to only those 
who participated in Booth Sales, click (De) Select All 
Girls and then click the boxes to select who. Then 
click "Distribute" and then "Save."

6) Once those cookies are 
distributed, you will see them 
added to the girls' totals.

Presenter Notes
Presentation Notes
5)  The packages will be distributed evenly automatically. If all girls were present at the Booth Sale or you want to distribute the packages as is, click "Save"
     If you want to distribute to only those who participated in Booth Sales, click (De) Select All Girls and then click the boxes to select who. Then click "Distribute" and then "Save".


6) Once those cookies are distributed, you will see them added to the girls' totals.
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Allocating Cookies 
to an Individual Girl
(Individual Orders)



1) Access: the "Girl Orders" tab in eBudde.

2)  Click: on a specific girl that has a "Balance Due" with a -$$. This means there 
are orders that need to be fulfilled because they were either Girl Delivered after the 
initial order and/or In Hand orders.

Presenter Notes
Presentation Notes
Access: the "Girl Orders" tab in eBudde.
Click: on a specific girl that has a "Balance Due" with a -$$. This means there are orders that need to be fulfilled because they were either Girl Delivered after the initial order and/or In Hand orders.



4) To see what cookies are needed 
to allocate to the girl, select "Girl 
Delivery After I/O" in the drop 
down.

3) Find an order that needs to be 
fulfilled (you can fulfill multiple 
at once).

Presenter Notes
Presentation Notes
3) Find an order that needs to be fulfilled (you can fulfill multiple at once)

4) To see what cookies are needed to allocate to the girl, select "Girl Delivery After I/O" in the drop down
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5) Look for the order that matches the -$$ amount and order number. In this case, it's the last order for 2 
packages. This order needs 1 Tagalong and 1 Thin Mint.

6) Click +Order to allocate those packages.

Presenter Notes
Presentation Notes
5) Look for the order that matches the -$$ amount and order number. In this case, it's the last order for 2 packages. This order needs 1 Tagalong and 1 Thin Mint.
6) Click +Order to allocate those packages.
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7) For the comment box, you can add something or 
leave it blank. Then enter how many of each 
cookie for the order and then click Save. 
*Leave "Paid" at 0 so it cancels out the -$$ amount**

Now you should see the order has been added and the balance equaling $0

Presenter Notes
Presentation Notes
7) For the comment box, you can add something or leave it blank. Then enter how many of each cookie for the order and then click Save. 
*Leave "Paid" at 0 so it cancels out the -$$ amount**
Now you should see the order has been added and the balance equaling $0





Inserting Payments
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1.To record a payment, go to the "Girl Orders" tab.
2.Select the Girl’s name.
3.Select: the "+Pay" button.

Presenter Notes
Presentation Notes
To record a payment, go to the "Girl Orders" tab.
Select the Girl’s name.
Select: the "+Pay" button.



• Enter: the payment 
amount and other 
relevant details like the 
date and caregiver's 
name or what the 
payment is for.

• Click: "Save" to record 
the payment.

Presenter Notes
Presentation Notes
Enter: the payment amount and other relevant details like the date and caregiver's name or what the payment is for.

SAVE 



Understanding Troop 
Reports and ACH payments



Troop Sales Report contain all details needed to carefully 
track everything you need regarding your troops Sales, troop Sales 
transactions, and payments throughout the Cookie Program.

The Sales Report screen displays all cookie sales data in packages and 
cases including:
� All Packages received
� All Payments
� Troop Sales and Proceeds
� Council Proceeds and Payments due

To get started click on the ‘Sales Report Tab’ in the navigation bar.
By default, it displays all pending transactions for cookies that are not 
yet in your possession. Those transactions are denoted by asterisk. If 
you wish to exclude pending transactions, just click ‘exclude 
pending transactions’.

At the top of the screen you will find additional information about your 
troop, such as:
� Package Pricing
� Girls Registered
� Girls Selling
� Sales Goal
� and Per Girl Average (PGA)

Presenter Notes
Presentation Notes

Troop Sales Report contain all details needed to carefully track everything you need regarding your troops Sales, troop Sales transactions, and payments throughout the Cookie Program.  

The Sales Report screen displays all cookie sales data in packages and cases including: 
All Packages received  
All Payments  
Troop Sales and Proceeds  
Council Proceeds and Payments due 

To get started click on the ‘Sales Report Tab’ in the navigation bar. 
By default, it displays all pending transactions for cookies that are not yet in your possession. Those transactions are denoted by asterisk. If you wish to exclude pending transactions, just click ‘exclude pending transactions’.  

At the top of the screen you will find additional information about your troop, such as: 
Package Pricing 
Girls Registered 
Girls Selling 
Sales Goal 
and Per Girl Average (PGA)  



On the left hand side you will see your troop’s total sales figures are broken 
out by:
� Initial Order (I/O)
� All additional transactions
� Digital Order Card (DOC) online orders
� The total dollar value of your sales (Total Troop Sales)
� The amount you keep (Troop Proceeds)
� And the total amount due to council
On the right hand side you will see a record of all payments made to council 
and the amount still due in the payments made box.

Amount you owe Council is the amount that will be paid to GSHH.
ACH withdrawals will be performed in three separate ACH transactions each 
for 1/3 of the amount due to council on specified dates.

Please note, Troop Proceeds will be deducted from the amount owed to 
council; therefore, the actual withdrawal (ACH amount) taken from 
your Troop bank account will be less than the total troop sales amount.

At the bottom of the sales report screen you will see several buttons that let 
you customize your reports display.

The "Expands DOC" button expands the details of the DOC transactions in 
the payments made section.

View Report in cases lets you view the report in the number of cases 
instead of packages (not desirable option since we are not a cases only 
council).

Print Page and Show as a PDF lets you make a hard copy of the Sales 
Report.

Presenter Notes
Presentation Notes
On the left hand side you will see your troop’s total sales figures are broken out by: 
Initial Order (I/O) 
All additional transactions 
Digital Order Card (DOC) online orders 
The total dollar value of your sales (Total Troop Sales) 
The amount you keep (Troop Proceeds) 
And the total amount due to council 
On the right hand side you will see a record of all payments made to council and the amount still due in the payments made box.  

Amount you owe Council is the amount that will be paid to GSHH.  
ACH withdrawals will be performed in three separate ACH transactions each for 1/3 of the amount due to council on specified dates.  

Please note, Troop Proceeds will be deducted from the amount owed to council; therefore, the actual withdrawal (ACH amount) taken from your Troop bank account will be less than the total troop sales amount. 

 At the bottom of the sales report screen you will see several buttons that let you customize your reports display.  

The "Expands DOC" button expands the details of the DOC transactions in the payments made section. 

View Report in cases lets you view the report in the number of cases instead of packages (not desirable option since we are not a cases only council). 

Print Page and Show as a PDF lets you make a hard copy of the Sales Report. 



Payments tab allows you to easily review the payments your troop has made. 

The total of all payments made by the troop is on the top center as well as the details of 
individual payments made and payments processed by DOC.

In order to see the details on each DOC payment click expand DOC payments box.

Presenter Notes
Presentation Notes

Payments tab allows you to easily review the payments your troop has made. 

The total of all payments made by the troop is on the top center as well as the details of individual payments made and payments processed by DOC. 

In order to see the details on each DOC payment click expand DOC payments box. 



ACH Payments

GSHH ACH withdrawal will be NET of proceeds. The remaining cookie ACH 
draws will be 1/2 of the total troop sales LESS troop proceeds.  ACH 
deposits for proceeds will not be issued separately.   

Example:  
Total Troop sales = $500  
Troop proceeds =  -$100  
Council proceeds (owed to Council) = $400  

5/8/26 ACH draw
1/2 (50%) of $400 = $200  
Final ACH draw 1/2 (50%) of $400 = $200 
Total Draws = $400   
If additional cookie orders are placed before final draw, the balance owed 
increase the final ACH draw for Cookie sales ‘amount owed to council’

Presenter Notes
Presentation Notes
 GSHH ACH withdrawal will be NET of proceeds. The remaining cookie ACH draws will be 1/2 of the total troop sales LESS troop proceeds.  ACH deposits for proceeds will not be issued separately.    

Example:  
Total Troop sales = $500  
Troop proceeds =    -$100  
Council proceeds (owed to Council) = $400   

5/8/26 ACH draw
1/2 (50%) of $400 = $200  
Final ACH draw 1/2 (50%) of $400 = $200 Total Draws = $400    
If additional cookie orders are placed before final draw the balance owed increase the final ACH draw for Cookie sales ‘amount owed to council’



May 8 -    2nd ACH due

May 10 – Last day for Digital Cookie and 
                  Booth Sales End

May 12 – Troops locked out of eBudde &
                  Final Rewards are due

May 13 – Service Unit Cookie Chairs locked out of eBudde &
                 Final Rewards are due

May 15 – Last Day Council Cookie Cupboards are open

May 31 – Digital Cookie locked for the season; 
                 no access after this date

June 2 – 3rd and final ACH due (if applicable)
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Important 
Dates
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Thank you!
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