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Cookie Works Troop Quick Start Guide

Cookie Works is an online application developed by ABC Bakers exclusively for ABC customers that helps you easily manage your

Girl Scout Cookie Sale.

www.abccookieworks.com
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Welcoma 1o Cookie Works!
Flease ender your user name and password
and press e Login bufton $o begin working.

User Name: [
Password: [

Log In
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Terms of Use

Logging In
At the Log In screen, type in the user name and password provided to you by
your Service Unit Cookie Manager and click the log in button.

You will only have to read this once and agree to the terms of use the first
time you log in. After that you'll never see this screen again!
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Troop Administration Menu

The Cookie Works Menu is found on
the left hand side of the home page is
broken down into 4 Sections

1. Order Processing
2. Delivery & Collection
3. Reports

4. System Administration
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System Administration
Manage Troop Girlz
Modify Troop Information
Manage U=ser Accountz
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Terms of Use
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Weltorne fo ABC Eakers Gocke Warks silel B using bis site, you agrze 0the teims and condiior s Eroviced below:

This st s proided o Lse by autrorz2d 1SeoLtcourcis ety under cothectwit AEG Bake< wh have 3 alid passwrd

(AuhoizedLses')
oumey use s sile onyifyou are an Ashaiized Uszt
Use of Sie and Site Matarials

Excert as 2ipress v stated thersin tis site s proviced foryour parsonal use. Yo may copy matedal inlirited Juartiies fom th s gits povidad hat
cur copytight notice is #ffxed ‘0 the copied material A2 Eakers resenesthe rohtta term nae at anytime 0.t perm ss on to make cop es of

The home page displays the Cookie Works Menu, Messages and your
Service Unit contact information

Everything Starts with

The Cookie Works
Menu

(Left side on home page)
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System Administration Modify Troop Information

Manage Troop Girls / The first thing you'll want to do is verify and/or modify your troop information, such

Modify Troop Information . . . .
o [ as your troop level, number of girls registered, number of girls selling and contact

Modify Your Uger Account information
Me=szaging System

System Administration : . .
Manage Troop Gils €—————— InpuTng Girl _Names _ Add Girl to Troop
Modify Troop Information Manage Troop Girls allows you to input the names of i

Manage User Accounts the girls in your troop. First and Last Names are

Modify vour User Account required. Then click Add Girl to Troop.
Mes=aging System

:w Firs} & last Name

To add additional girls click (__create ginltormaton for is Troop

mﬂﬂmc v orier «——Creating Initial Cookie Order

Create Troop Cookie Reorder To get to the initial cookie order screen, go to Order Processing, then select the
Create Transfer Cookie Order Create Initial Cookie Order option. Then the screen below will appear.

Create Recognition kem Order

Create Damage Cookie Order

In this step, you may enter your Initial Cookie Crder, by completing the form fields below. After completing this form, you have two choices: Save
Without Committing Order and Commit Order. If you choose to Save Without Committing Order, you may return to this screen later to complete
the order. Ifthe arder is completed, press the Commit Order button. Please note that after committing your order, you will not be
able to make chang NOTE: R ber to use the TAB key to move from field to field in the order form (In Cookie
Works, the TAB key replaces the ENTER key to move from field to field). WARNING: Do not use your browser's back button
when placing orders. Using the back button can cause duplicate orders.

Troop: 2999 Service Unit: Rahway
Girls Registered: 16 Troop Level: Senior
Girls Selling: 13 Proceed Plan: Troop proceeds Must have at |eaSt one Va'ue
Contact 1: Deli 3 Rahway . 0 .
Contact 2: Click here to Modify Troop Information inputted in table to save it, then
Ignore modify troop information.
Order Reference: l:l
. D PBP p 0 p
e 0 o Jo Jjo Jo Jo o Jo |o
67 46 12 11 22 14 55 67 |293
The gir|s’ names 0 15 14 14 2 19 17 8 119
inputted will be listed. 0 [0 10 [0 [0 0 [0 |0 |0
bTo PACKA 77 |60 |26 (25 |44 |33 |72 |75 |42
p ges needed to fi es:jf 0 10 |11 |4 3 0 9 44
otal Orde hto 84 |60 |36 |36 |48 |36 |72 |84 |456
[Swmthout ‘Committing Order] [ ) ] [ Commit\order ]

#

Saving without Committing Order
means if you have more information
that needs to be inputted—your order
can still be changed.

Commit Order means you are done and the
order is now sent for processing. Once this is
clicked, your order can no longer be changed.
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Order Management
Create Troop Initial Cookie Crder

Create Troop Cookie Reorder Recognition Item Order

g'ﬂa‘m Transfer Cookie Ordeg Under the Order Processing section of the Cookie Works Menu on the left side of the
reate Recognition tem Order

Create Damage Cookie Order screen.
Delivery & Collection

Create Recognition Item Order

/ In this step, you may enter your Recoanition ltems Order. Please enter the quantity of each recognition item that you would |
you are finished, press the Commit Crder button. If you would like to modify your order without committing it now, press the
Committing Order button. NOTE: Remember to use the TAB key to move from field to field in the order form (In Cookie Work
replaces the ENTER key to move from field to field). WARNING: Do not use your browser's back button when placing orders

button can cause duplicate orders
Beware
Troop: 99996 Service Unit: Rahway
. Girls Registered: 14 Troop Level: Brownie
Recognition Iltems Orders are to be created Girls Selling: 14 Proceed Plan: Troop proceeds
. Contact 1: Delivery Station: Rahway
only when all of the girl orders have been Contact 2: » Click here to Moty Troop Information
entered. Otherwise the recognition order
Order ID: 4620  Order Reference: l:l Total Packages: 934

will not automatically update and include
the recognitions of the new girls inputted e i
Name ID: Barb Smith -

Total Packages: 208
Theme Patch

Dash Puppy & inch

\ Achievement Bar 100+

Achievement Bar 200+

Dash Dog 14 inch

Achievement Bar 300+

Manual Recognition Inputting

If a girl from your troop sells 400 or more boxes of cookies, you must manually input whether the girl would like either a
$50 store gift certificate or 1/2 a camp session.

If a girl from your troop sells 600 or more boxes of cookies, you must manually input whether the girl would like either a
$125 store gift certificate or a whole week camp session.

The camp sessions & gift certificates are not cumulative. This means a girl who sells 600 or more boxes of cookies
qualifies only for $125 store gift certificate OR whole camp session, not the $50 gift certificate OR 1/2 a camp session.

Completed Recognition Orders
Once you've checked over your recognition order and manually added the recognition choices for the girls either selling
400+ or 600+ cookies you are ready to save your order, delete your recognition order or commit the order.

If all girls are not inputted,
the recognition order does
not update |tse|f once new —’Esave\nlithom(:ommimngorder] [ Deleleorder] [ Commit Order ]4—
girls are added.

Once you commit
an order you
cannot change it.

11/7/2007 3



Cookie Works Troop Quick Start Guide

Troop Reorders

Order Processing If a troop needs to re-order cookies, instead of coming to the council office with

Order Management grg)er:n. You can do it online. It works the same way as completing the initial
Create Troop Initial Cookie Order '
Create Troop Cookie Heorder Go to Ordering Processing and Select Cookie Reorder

Inputting Reorders
Reorders are input after you have come into the council
office and picked-up your cookies

Create Cookie Re-Order

In this step, you may enter additional Cookie Re-Orders. There is no limit to the number of Cookie Re-Orders that you may place.

~ MOTE: Remember fo use the TAB key to move from field to field in the order form (In Cookie Works, the TAB key replaces the ENTER key t
. move from field to field). WARNING: Do not use your browser's back button when placing orders. Using the back button can cause duplica
= orders.

* Troop: 2399 Service Unit: Rahway Re-Orders are
. Girls Registered: 16 Troop Level: Senior purchased by the case
= Girls Selling: 13 Proceed Plan: Troop proceeds
~ Contact 1: Delivery Station: Rahway
« Contact 2: * Click here to Modify Troop Information
Order Reference:

€D PBP SB TM PBS TAL LEM CS Totals (CASES)
Gl G Gl Gd Gl Grd G G Gl

o _Jo Jo o Jo fo Jo fo Jo_J

The names of the girls
you originally entered -
are still there

[Sme\l'-iﬂ:mﬂﬁmnmiﬂing()rdelj [ Deleta Order J [ Commit Order J

/

Saving without Committing Order

means you have more information Commit Order means you are done and the
that needs to be inputted—your order order is now sent for processing. Once this is
can still be changed. clicked, your order can no longer be changed.

**Reorders do not count towards recognitions and will not be calculated in your
recognition order

11/7/2007 4



7 rer Cookie Works Troop Quick Start Guide
Works

Reports
Reports . .
There are many reports that can be run from Cookie Works. The Archives
Reports option allows you to compare last year’s sales with this years

Archives

Summary Reports
/ Summarizes Sales and Orders by girl
e e ] It's where you go to find the financial status of your troops

“Total Troop Sales & Finances by Troop” is an
excellent report.

e ] +——— Order Reports
Troop Orders— only one order per page.

List Reports }\ List Reports

The List Reports will display information about your order

A ] Charts & Graphs
A great visual way to track how your Troop is doing.

System Administration

Manage Troop Girlz Messagmg

Modify Service Unit Information Allows you to put messages on the home page of your Service Unit and other Troop
Manage Uzer Accountz users account. To create a message, select Create and Send a Message.

Modify Your Uzer Acco

Mez=zaging System

This mes=age s addres=ed lp.
Sernce Lnil - Monmouh
Tioop - BB

Zemoce Ll Yolunlees - Semice Unf Hanmaulh

[ Read Current Messages ] Tmop Vakstaar- Traap 5 To select “all” click on the first name and hold the
+—_____| Shift key down on the keyboard, scroll to the
bottom of the list, and click on the last name.

[ Create and Send a Message ]

Tie of Wiessage:

[ Read Archived Message ]

Wesaage Tae

- |
Your Current Messages
- ¥ Cookie Time
( Eisritive it o -] - Pat Hollander, Girl Scouts of VWashington Rock
Council
| Feemnmts Manage Massaes ]
/P Cookie Time
This is how messages appear on your fellow troop user - Pat Hollander, Girl Scouts of Washington Rock
accounts and Service Unit home pages. It's the first thing Council

they see when they log on.
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Order Processing
H/I Order Management

Create Troop Initial Cookie Order Go to Order Processing then Order Management to commit orders, make
Create Troop Cookie Rearder modifications to saved/pending orders or delete saved/pending orders

Create Transfer Cookie Order

Create Recognition tem Order

Create Damage Cookie Order

Delivery & Collection

Ross Blacker, 2999

Order Management

This screen shows all orders that have been created by or for this Troop. Orders are presented in the Cookies, Recognition ltems, Transfer and
Damage order categories. Mext to each of the category names is the number of that type of orders thatis available.

This Treop belongs to Service Unit: Rahway.
2999 is the selected Troop.

Click any of the Order Categories to view specific orders of thattype in the listing below:

‘ Cookie Orders

Order Number
Clicking on the order number gets you
1138 Initial Pending Pending Pending ..

back to the original screen.

Status Code

Defines the status of your order. In the ‘ Récognition Items Orders

examples all the orders are pending
Initial J Pending Pending Pending

| Legend for Order Status Codes
Status Code What It Means
< Fending - This tier needs to review the order and commit it before the deadline.

Committed This tier has reviewed the order and committed it, meaning no more changes can be
made at that tier level.

Missed Due Date This tier has not placed it's order by the appointed deadline. Only the tier abaove this
one can place the order at this point.

Committed by Another Tier This tier did not commit it's order. The order was committed by a higher tier instead.
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