Girl Scouts of Eastern lowa and Western lllinois

s“a Guide for Troops

Login:
Password: Troop Number:

***Be sure to check the Snapshot home page each time you log in to Snap for
important messages and reminders.

snap

Welcome to Snap!

Phaase eatar your user nam 0t pasimerd ad press the
Login button 10 bagin warking.

Logging In

The address for Snap is http://www.abcsnap.com.

1 If youwere a Snap user last year, your login and password from last year are in the
database. Enter your user name from last year (e-mail address) in the e-mail field and
your password in the password field and click Login. If you do not remember your
password and you used a valid email address last year, you can use the “forgot
password” feature on the login page to reset your password. To reset a forgotten
password,” enter the valid e-mail address that you used last year and then click on
forgot password, click on reset password. You will receive an e-mail with a new
password. When you login to Snap, click on My Profile to reset your password.

1 Ifyouareafirst time Snap user, your Service Unit Product Manager will enter your
username as eiwi + troop number@abcsnap.com. The password is: cookies.

I Onceyouareloggedin, to change your login or password click Edit My Profile in the
upper right corner of the screen and enter your current e-mail address as your login. /t
is important to enter a valid, working e-mail address. Once you have updated your
profile, click save to save the changes.
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Troop and Girl Information

Troop Contact
The first thing each Troop Product Manager should do after logging in to Snap the first time is
update the troop’s contact information completely:

1 Click My Troop at the top of the screen.

1 Click Edit Troop Information.

1 Enteror update information in all fields and click Edit Troop to save your data. An e-
mail address is required for each troop. This is the e-mail address you will use to login
to Snap.

1 Make sure the following information is entered:

Grade level - Daisy, Brownig, etc. (if you have a mixed troop, choose “group.”)
Delivery Station - location you will pick up your cookies.

Proceed Plan - choose correct option for your troop.

Main Recognition — choose correct option for your troop.

First name and address - troop leader.

E-mail address.

Bank Account and Bank Routing Number for ACH/Direct Deposit
transactions.

Alternate name - Troop Product Manager (TPM) if different from Troop
Leader.
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Adding Girl Names (must be done prior to placing initial cookie order).
To add girls’ names:

1 Click My Troop from the menu at the top, and then click Add/Edit/Delete Troop
Girls. Enter all of the girls in your troop. For reporting purposes and calculations, all
girls entered in a troop will be considered registered girls, and those girls with credit for
packages sold will be considered as selling girls. You can change the order of the girls
on the grid by clicking on the first name or last name header on the grid to put the girls
in alphabetical order by first or last name.

Initial Troop Orders - in CASES

Troop initial cookie orders must be entered in Snap by January 17*", 2012 at 11:00
pmCST.

Initial Cookie Order - Enter the quantities in CASES per variety.
M Click Cookies then choose Initial Order.
1 Youwill see agrid with all of the girls you entered in the troop.



9 Enter the quantities in CASES per variety.
1 Cookies for booth sales or troop extras can be entered in the booth/extras row.
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Order #2 2370

Cookies

INITIAL ORDER

Order Reference:

Order Date:
|1ﬂﬁﬂt'2m1 116914 AM

All quantities are in Cases
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Karen Willie

Maddie Rollins

Melissa Smith

Sara Taylor
Stacey Hall

Susi Camburn
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Totals in Cases: 0

Save Commit Cancel

I Total cases ordered will be tallied in the bottom row.

1 CShare Column - you will not enter any cases in this column. Cookie Share
packages cannot be ordered until March 11.

1 Onceyourorderis entered, click on the Save button. If you commit the order, you will
not be able to make any additions or changes. If you commit the order and find that
changes need to be made, you must contact your Service Unit Product Manager to
make the changes (prior to council order deadlines).

Archive Reports

In order to view reports from previous sales:

Snap Archive Reports.
Select 2010-2011.

Click Next.

Order Reports.

Troop Initial Order.
Goto Report.

Unit of Measure - cases.
View Report.
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Transfers - in PACKAGES

Cupboard to Troop Transfers Troops needing more packages of cookies to fulfill
additional girl sales or for troop booth sales will receive them from Cookie Cupboards (to
order cookies to be picked up from a cupboard, please see the Planned Order Instructions on

page 5). Transactions for transfers from cupboards to troops will be entered by the Cupboard
Manager.

Troop to Girl Transfers Additional packages given to girls from the troop’s stock of cookies
will need to be transferred from the troop to the girl in order for the girl to receive credit for
the sales. Note: All transfers from troop to girl that are NOT designated “booth” will become
the financial responsibility of the individual girl. All troop to girl transfers will appear on the Girl
Balance Summary which details how much money each girl owes her troop for cookies sold.



To transfer packages from the troop to a girl:
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Click Cookies.
Click Transfer.
Enter notes in the Order Reference field.

The order date will automatically default to current date and time, or you can
manually enter the correct date.

In the Type dropdown select Troop to Girl Transfer. The screen will look like this:
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Cookies

Transfer of 0 Packages from Troop 12345 to [Not Specified).

Click on the troop in the From My Troop box.

A pop up screen will appear that shows each variety and a box labeled “booth”. Enter
the # of packages of each variety to be transferred in the pop up screen, and then
click OK.
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| This box will transfer quantity from booth sales to the girl and will not impact the girls balance
| amount. The quantity will be counted towards the girls total packages sold.

Bostn

Click on the girl to whom you are transferring packages **Note: A confirmation
statement below the box will appear stating “Transfer of ‘X’ packages from Troop# to
Girl's Name.” You will see that the Troop’s total of packages will be decreased by the
number of packages you are transferring and the total for the girl to whom you are
transferring will be increased by that same amount.

If the confirmation statement is correct, click save - you will see a confirmation that
your transfer was successful.

If the confirmation statementis incorrect, click reset to start the transfer again
Or...click cancel (you will be taken to the “Manage Orders” screen).

To credit girls for packages sold at troop booth sales

Packages sold at troop booth sales must be credited to the girls that sold them so that they
receive the correct incentives at the end of the sale. Financial responsibility for packages sold
at troop booth sales remains with the troop. One suggested method of determining package
credit for girls selling at troop booth sales is to take the total number of packages sold at the
booth divided by the number of girls manning the booth and giving each girl credit for that



number of packages. It is up to you to decide how you want to credit the girls that participated
in the cookie booth. Since crediting by variety would be much more difficult to track for booth
cookies, and a breakdown by variety is notimportant in this instance, you can simply give
credit to the girl for the total number of packages for booth sales.

To transfer booth sale packages to a girl:
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Click Cookies from the main menu and then click Transfer Order.
Enter notes in Order Reference field.

The order date will automatically default to current date and time, or you can
manually enter the correct date.

In the Type dropdown select Troop to Girl Transfer.
Click on the troop in the From My Troop box.
A pop up screen will appear that looks like this:
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This row of transfers is for girl orders and will impact the girls balance amount.
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This box will transfer quantity from booth sales to the girl and will not impact the girfs balance
amount. The quantity will be counted towards the girls total packages sold.
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Tab to or position your cursor on the booth box.
Enter the number of packages that should be transferred to the girl in the booth box.
Click on OK.

A confirmation statement will appear below the boxes confirming the number of
packages being transferred from troop to girl and the troop and girl numbers will
adjust accordingly.

You will see a confirmation that your transfer was successful.

Troop to Troop Transfers
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Click Cookies from the main menu and then click Transfer Order.
Enter notes in Order Reference ficld.

The order date will automatically default to current date and time, or you can
manually enter the correct date.

In the Type dropdown select Troop to Troop Transfer.
In the From Troop box, select your troop number.

All troop to troop transfers are done by package and variety. A pop up screen will
appear showing all varieties.

Enter the correct number of each variety you are transferring.

In the To Troop box, select the troop you are transferring to. The From Troop
number and To Troop numbers will adjust accordingly.

The confirmation statement will read “Transfer of ‘X’ packages from Troop # to Troop
#.II

If the confirmation statement is correct, click Save.
If the confirmation statement is incorrect click Reset to begin again.
Or click Cancel to go to the “Manage Orders” page.



Planned Orders - in PACKAGES

After you have received your initial cookie order, you very likely will need more packages of
cookies to fill additional girl orders or for booth sales. In order to make sure that all cupboards
are stocked each week with the correct number of packages of each variety, all troops are
required to enter a planned order for any additional packages of cookies that you need to pick
up to fulfill your girls’ orders, or for booth sales. Planned orders must be entered by
Sunday evening at 8:00 in order to guarantee availability at the cupboard.

To enter a planned order:
M Click Cookies.
i Click Planned Order.
1 Selectacupboard from the drop down box.
1 Selectapickup date from the drop down box.
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Cookies

Cookies

PLANNED ORDER

Cupboard Dates

[None Selected ¥| |[None Selected x|

Order Reference:

Order Date:
[10/14/2011 9:40:32 AM

All quantities are in the same UOM as set by the Cupboard selected :Packages

Total

--------II

Totals in Packages:

Cancel

The screen will register the troop number, cupboard and requested date.

Cookies

PLANNED ORDER

Cupboard:  Linn County

Troop: 8123

Order Reference:
[Jennifer Smith is picking up 319-555-6554

Order Date:
[10/1472011 9:41:41 AM

Planned Date:
[10/24/2011

All quantities are in the same UOM as set by the Cupboard selected :Packages

Total

Troop Order ---------

Totals in Packages:

Submit and Save Cancel

Enter in the number of packages for each variety that you want to pick up at the cupboard and
click submit.

You will be able to see your planned order on the “Order Management” page. After your

planned order has been picked up from the cupboard, the cupboard manager will confirm the
number of packages of each variety picked up and the planned order will become a cupboard
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to troop transfer which you will be able to view on your “Order Management” page. Once the
transfer is complete, the packages will be available to you to transfer to girls for additional
sales or for booth sale credit to girls.

Cookie Share (Troop 2 Troop) Orders

Click Cookies.

2. SelectRe-Order.

3. Enterthe quantities in packages for each girl in first column “CShare.” DO NOT enter
varieties.

4. Review the order and make sure that the “Total Column” matches each girl's Cookie

Share Tracking Form.

Click Save.

Click Ok to confirm the save.

Click Ok to save order.
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Welcome Marilyn Askelson 8123
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Cookles

T YouMUST enter your Troop Cookie Share order BEFORE you create your Troop
Recognition Order.

I Cookie Share orders will be locked until March 11, 2012.

1 If youhave to enter your Cookie Share order (or need to edit it) after your recognition
order is created, you will need to update your recognition order. Please see Snap
Instructions for Creating a Recognition order in the next section.

1 Once the Cookie Share order is saved, the cookies will automatically be transferred to
the girls in your troop.

Placing the Main Recognition Order

Please make sure that all troop to girl transfers are done, Cookie Share
(Troop 2 Troop) orders are placed, and that the sales total for each girl is
correct BEFORE ordering final recognitions.

1 Create Recognitions Order The automated recognition feature will calculate the
quantities for each girl. There are some items that you will need to manually enter.

1 Enter Cookie Program Credit (CPC) in dollaramounts (i.e. 5, 10).
Goal Getter patch — enter the number “1” if the girl earned a patch.
1 Cookie Booth patch — enter the number “1” if the girl participated in a Cookie Booth.
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1 Cookie Share patch — enter the number “1” if the girl sold at least 5 packages of cookies
for Cookie Share.

f Choose Theme patch OR 1* Year patch.

1 Depending on level reached, other recognition choices may need to be made. Referto
your troop’s Cookie Sale Permission forms.

1 Shirtand hoodie sizes - please order the correct size as the council doesn’t order
extras for errors or exchanges.

1 500 + Recognitions - you will need to contact each girl in your troop who sold 500+
packages to find out which recognition they choose. These recognitions WILL NOT be
able to be exchanged, so it is very important that you choose the correct item in Snap!

1 Youwill not be able to order recognitions at the same time as cookies. They will be
locked until March 11, 2012, after this date you will be able to place your order.

1 View Recognition Order This will take you to the “Manage Orders” page.
Click on green arrow, click on order number, click update if you have made
transfers or re-orders, then edit. IMPORTANT - if you have started your recognition
order and are returning to edit, click update first and then edit. Remember if you have
committed you will only be able to view. If you have changes, contact your SUPM,

Sales per Girl Registered 182

Sales per Girl Selling 182
Al quantities e in pockages
Girl Total Sold BoothAward
Extra item #1: CPC ENTER AMOUNT 5 FOR EVERY 50 PKG SOLD
Quantity [
Extraitem #2: COOKIE BOOTH PATCH ENTER 1
Quantity [
Extraitem #3: COOKIE SHARE PATCH, SELL 5, ENTER 1
Quantity [
Extraitem #4: GOAL GETTER PATCH ENTER 1
Quantity [
Ol e

Award #2: PENGUIN NECKLACE

Award #3: GEL PEN PACK

Cameron Smith|912 0 ot end #%. |selech |
i |(seleat) ']

00: t |(Select) od
ose award #7:  [igeleq =

Award #8: GS NECKLACE AND Award 8 55 CPC

Award #5: MALIBU SUNGLASSES
Award #10: BEACH TOWEL

Award #11: PENGUIN EAR BUDS
Award #12: THEME HOODIE - WCACD
Choose size #12:  |Youth Medium 7|

Award #13: SPORTS BOTTLE 180z STAINLESS

Choose award #14:  [(getect H

save Commit Cancel

Order Management - Viewing and Committing Orders

The “Order Management” page allows you to see all of the different order types for cookies
and recognitions on one page.
To access the “Order Management” page:

M Clickon Cookies.

1 Clickon Manage Orders, the “Order Management’ page will open and show the
headings of all order types.



Toview saved orders:
1 Clickon Cookies.
1 Clickonthe green arrow on the right side of the heading of the order type you want

il Troop -



