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Gaining Access to Smart Cookies

The following requirements must be met for caregivers/Girl Scouts to gain access to
Smart Cookies:

e Girl Scout must be registered for the 2023 membership year

As long as the Girl Scout has registered to GSWNY, as soon as an upload is done (at least
once per day, sometimes more) in Smart Cookies, an automatically-generated email, from

a

no reply address (noreply@abcsmartcookies.com), will be sent directly to the email the

Girl Scout was registered to:

Dear Girl Scout Parent/Guardian,

Girl Scout Cookie season is starting soon! We invite you to register your daughter on the ABC Smart Cookies website so she can set her cookie sales
goals and start managing her cookie program! Smart Cookies empowers your Girl Scout to set goals, track sales, send ecards and post a link to
purchase cookies on social media. The social media link allows consumers to buy cookies with a credit card and have the order shipped directly from

m—

Girl Scout Cookie delivery option(FOR COUNCILS THAT HAVE OPTED IN): Girls can add the option of placing a girl delivered order, paid by credit
card, via the social media link. All Girl Scout Cookie delivery orders placed via the social media link require parent approval. You will be asked to select
YES or NO to allow girl delivered orders via the social media link during the registration process. You can change this option by editing your selection

n yOUfE:If :COU' S :mar ! OOEIES account p edse Vvisl KBE EaEers :OU u ;e channel Tor VIHBOHBH"IOSO ;ma E Cookies.

By allowing your daughter to register for the ABC Smart Cookies website you are providing consent for ABC Bakers to collect the following
information: Your daughter's first name, last name, nickname, grade level and t-shirt size; Parent/Guardian first and last name along with their email
address.

To let your daughter set up her account and register to the ABC Smart Cookies website, click on the link below:

https://app.abcsmartcookies.com/#/registration ?token=718d0cdc-f430-4fde-98fc-0fb42eef5dab

Once your daughter's registration is complete, we will email a confirmation of her account credentials to login to Smart Cookies. Your daughter can
use the same username and password to take her cookie program on-the-go. The Smart Cookies Mobile App can be downloaded through the App
Store or Google Play. Please note, if you have used the Smart Cookies Mobile App in a previous cookie season, you will need to delete the old app
and download the new version.

If you do not wish to allow your daughter to register and access her ABC Smart Cookies account online, please disregard this email.
Thank you,

The ABC Smart Cookies Team

Note: If there is a question/issue regarding registration, please contact
customercare@gswny.org.

Noted in the above email, Girl Scouts will be able to share a social media link, for Girl-
Delivery, that can be used to receive orders they in-turn and will deliver directly to their
customers. This is in addition to the link providing the Direct Ship option as well. This
feature allows them to have all of the order types, similar to what is provided by the e-
cards they send.
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Registering to Smart Cookies

Once you click the unique link in the email, you will be sent to the following page:

yewome Travs Required Fields (some may be pre-

filled; check for accuracy):

A Tew steps 1o complete your profile.

;;;.;;.“.;;;..m e Parent Phone Number
Conen Srion e Username
1_::'{? L e e Enter Password
1111 Brownie e Re-enter Password
@ & & e Opt-in for Social Link Girl
Parent Info Delivery Order
p.T,;:.»_m_.,,_-.m P::;:;m:‘;:, Once all fields have been filled out,
P nEah Las Nt Farket P N - click “Submit”.
Sammons
e %o 2 Note: You can also select a T-Shirt
and Sock size (if appl.) at this time,
Girl Info as that will help when the
FTe“Stm recognition order is created. If
LastNome earned, the size will automatically
e appear in the order.

gglege your username and password that you will use to sign into Smart Cookies and start managing your cookie Optin for Socfal Link Girl Delivery Order ﬂ

Ores Qo

Username (cannot be email address) * Nickname

J

Enter Password * School Grade Level

I

Re-enter Password * Apparel Q sock @

By clicking Submit, you are agreeing to the Terms and Conditions

After you click the “Submit” button, a confirmation page will appear:

You've successfully registered!

Let's get started with your Girl Scout Cookie Program, Travis! Go to www.abcsmartcookies.com to login!
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Note: You can change the “Opt-in for Social Link Girl Delivery Order option”, at any
time, by clicking the person icon, in the top-left of the page, and clicking “Edit
Profile”. Scroll down to where you can select t-shirt/sock sizes and there will be a

checkbox to click that will grant/deny access to use the Girl-Delivery social media
link going forward:

f Girl - Test Girl in Eas

Test Girl
Switch User g o :

shboard My Orders My Troop My Skills  Booth Safety and Training Cookies Resources Help
Edit Profile

Sign Out
Test Girl

Apparel *

‘ « Opt-in for Social Link Girl Delivery Order option

Once the selection has been made, click the “Save” button to confirm your changes.
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Logging into Smart Cookies

Click the link on the registration page (https://www.abcsmartcookies.com/) to go to the

homepage for the Smart Cookies System:

.
Signin
Email or Username
Password

e o ! epanie

Driving Chafige and Possibilig

Asan officially licensed Girl Scout Cookie baker since 1937, we believe that iving girls ne: ul m

experiences is what drives the future and cookies ars the curzency to et tiere U

Leamn More &

-

Login with your username and the password you selected during the registration process
and click “Sign In”.

Multiple Girl Scouts linked to same Email (if applicable)

If you have multiple Girl Scouts with the same email address attached to them (e.g. same
Caregiver), a prompt will appear allowing you to choose which Girl Scout to view/edit:

Choose a user account

Current User:
Travis Sammons

' Girl of Girl - Jane Doe in Training - Eastern Massachusetts

. Girl of Girl - Travisa Sammons in Eastern Massachusetts

Click the radio button next to the Girl Scout you want to view and click “Apply” to be
taken to that Girl Scout’s dashboard.

Note: Girl Scouts cannot be combined into a single dashboard in order for you to see
both at the same time. You will need to switch between them to see each of their
information (see next section).
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Switching between Girl Scouts (if applicable)

When you are logged in under one Girl Scout’s profile and want to switch to another, you
will start by clicking the person icon in the far top-left corner of the page:

Travis Sammons

Switch User

_ Dashboard e-card My Troop My Skills  Cookies Be a Cookie Boss Media Help
Edit Profile

Sign Out

Travis Sammons

You will see options for “Switch User”, “Edit Profile”, and “Sign Out”. Click on “Switch
User” and the prompt that appears when you first login will appear:

Choose a user account

|

‘Current User:
Travis Sammons

@ Girl of Girl - Jane Doe in Training - Eastern Massachusetts

O Girl of Girl - Travisa Sammons in Eastern Massachusetts

Select the appropriate Girl Scout and click “Apply”. This will take you to that Girl Scout’s
dashboard.

Note: If you are also a Service Unit Cookie Manager or Troop Cookie Manager, you
cannot access these roles from the Girl account. You will have a separate login for
these roles.
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Girl Dashboard

i “ Dashboard My Orders My Troop My Skills Safety and Training Cookies Resources Help

‘ Test Girl vy Goal

Girl Scouts of Eastern Massachusetts | Troop 11111

Last Updated 9:20AM 10/16/2020

000/1000

PACKAGES SOLD

1-14 15-29 30-49 50-74 75-99 100-149 150-199 200-299

- 5§ 5§ _F " F B B F M

ﬁ{ Make this level my goal

The Girl Dashboard shows you a high-level view of Girl Scout activity, individually, as well
as within the context of the troop. You are also able to set a personal goal by typing a
number into the “My Goal” box at the far-right of the ribbon next to your name (HNGHLY
RECOMMENDED):

. Travis Sammons My Goa

Training - Eastern Massachusetts | Troop 11111

Below this ribbon, you can see the recognition levels and even set one as your goal for the
length of the program. You can click on each of the boxes under their ranges to see the
individual items available at a given level:=

*
1-19 20-49 50-119 120-149

G S S ——

* Make this level my goal

Theme Patch

Also, you can make one of the recognition levels your goal by click the “Make this level my
goal” button. A star will appear at the range you have selected as your goal to remind you
on subsequent visits.

Below the recognitions section is where you can view your personal selling progress and
the rest of your troop’s selling progress:
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Sales credited to me: 6 Packages sold (from on hand inventory): 0

Initial order / Booth / Smart Cookies 0 0 m

Transfers Cookie Share Direct Ship Girl Delivery Other

Total Owed 2 Baoth e 0 ecard O ypdate the number of packages you sold
[

Amount Paid .00 Cookie Share Smart Cookies Mobile Smart Caokies Mobile 0 atother occasions (door-to-door)

Balance Owed . Social Link 0

Troop Progress wieens 1OP Sellers Send Cheers 3

.' Test Girl
0 | Cheers: 0

Not Participating

.‘ Jane Doe

The following boxes appear:

e Sales credited to me - shows any packages assigned to you through transfers of
packages from your troop leader for booth sales, any packages for Cookie
Share/Donations, Direct Ship/Online, and shows a summary of finances based on
what has been assigned

e Packages sold (from on hand inventory) - shows any packages you have
received through Girl-Delivery (for you to deliver to customers physically) or if
there are any others you sold based on door-to-door sales - this allows you to keep
track of any packages you have promised to sell, but still need to receive them
from your troop for distribution to customers

o Troop Progress - shows you the troop’s package goal and how many packages
have been sold to reach that goal, updated throughout the length of the program

o Top Sellers - shows the top sellers in the troop, how much has been assigned to
them (sold), and whether or not they are participating in the online portion of the
sale; you can also send a cheer to a participating Girl Scout by clicking the box that
says “Send a cheer...” under their information - this is a good way to keep others
motivated throughout the length of the program

The final section of the dashboard pertains to Virtual Patches:

My Vil"tua| PatChES Manage My Activity Plans 9

What are the activities and skills that you can gain through the Girl Scouts cookie sale?

Goal Setting People Skills Decision Making Business Ethics Money Management

®

This allows you to view patches you’ve earned when you participate in fun activities
based around the five key skills of successful Girl Scouts: Goal Setting, People Skills,
Decision Making, Business Ethics, and Money Management. More information on this
section will be explained in the “My Skills” section (see pages 22-24).
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Navigating through Smart Cookies

To navigate through Smart Cookies, you will use the ribbon at the top of the page:

“ Dashboard QV\ReIGEEM My Troop My Skills  Booth Safety and Training Cookies Resources Help
ove

= Take Cookie Order
S KieS

Take Direct Ship Order

‘ Test Girl Send e-card
Share My Cookie Link

Girl Scouts of Eastern Maj

Manage My Orders
Last Updated 9:20AM 10/16/2020

View e-cards Sent

000/

There are multiple sections of the database, each with their own set of sub-sections:

e Dashboard
e My Orders
Take Cookie Order
Take Direct Ship Order
Send e-card
Share My Cookie Link
Manage My Orders
= Girl-Delivery Approval
= Order Refunding
o View e-cards Sent
o My Contacts

O O O O O

e My Troop
e My SKkills
e Booth

o Take Booth Credit Card Payment
o View Booth Credit Card Payments
e Safety and Training
o Smart Cookies Training
o Safety
e Cookies
e Resources
e Help

To go to each section, hover over the heading and click on the desired sub-section.
“Dashboard”, “My Troop”, “My Skills”, “Cookies”, “Resources”, and “Help” all act as their
own sub-section, so all you will need to do is click them.

Next, we will discuss each section in more detail. Girl Dashboard - see pages 7-8.

My Orders
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There are two primary types of online orders Girl Scouts can provide their customers,
with the help of social media and e-cards:

¢ Direct Ship - this option allows the customer to purchase AND pay for all cookies
they want online without intervention from the troop or Girl Scout/Caregiver.
Cookies will be shipped to the customer directly. The troop and Girl Scout never
see the physical packages.

e Girl-Delivery - this option, once an order has been placed, requires the cookies to
be reserved for pick-up at a cupboard, by the Troop Cookie Coordinator. Upon
delivery of cookies, you can collect money by cash OR credit card (by entering
information in Smart Cookies app) - if payment is made by credit card, the troop’s
balance is adjusted automatically in Smart Cookies

Note: The main difference between the two options is the need to pay for shipping.
For the Direct Ship option, the customer will be charged an additional shipping fee,
whereas with the Girl-Delivery option, the shipping fee is waived and not
necessary, since the Girl Scout will be handling them.

Important! Once a Direct Ship order has been submitted and paid for, the Girl Scout
is automatically credited with the packages sold.

Take Cookie Order

From this page, you can take an order from a customer in-person and it counts as a Girl-
Delivery order, one which needs to be given to the Troop Cookie Coordinator for inclusion
in a Planned Order and subsequently given to the Girl Scout to deliver personally.

To begin:

e Enter as much information as you have for the customer (Email Address, First
Name, and Last Name are required) - select “Save to my contact list” for future e-
card sends (if applicable):

Girl Order

S,

Start by entering your customer's details

Customer Details

Email Address *

‘ ‘ ‘ Save to my contact list

First Name * Last Name *

| |

Home Address Suite/Apt. % city

| || |
l

State Zip Code Phone Number

B l

2022-23 Smart Cookies Caregiver/Girl Scout Database Guide
November 2022
10



e Enter the details of the order, by variety, in packages:

Enter your cookie order!

‘ Cookie Share @ 0.0 I 0 ‘
Adventurefuls @ $0.00 0 ‘
‘ ToastVay @ 50.00 | 0 ‘

Lemonades @ $0.00 | 0 ‘

. Trefoil @ $0.00 | 0

‘ Thin Mints @ 0.00 0 ‘
. Peanut Butter Patties @ $0.00 | 0 ‘
. Caramel deLites @ $0.00 I 0 ‘
O Peanut Butter Sandwich @ $0.00 0 ‘

Caramel Chocolate Chip @ $0.00 .
(Gluten Free) LIMITED SUPPLY, may not be available

Totals $0.00 [}

¢ If you do not have the cookies on-hand, you can designate the order as “Ordered”.
If you do have the cookies on-hand, you can go ahead and designate the order as
“Delivered” (there is also an option if the customer decides to cancel the order).
Then, you can designate whether the customer has paid or not, this is essentially a
virtual order card

Delivery & Payment Details

Status Paid

® Ordered Delivered Cancelled ® No Yes

e

e Click “Save” and this will bring you to the “Manage My Orders” page (more details
on pages 15-17)

Important! Once an order is designated as “Delivered” and “Paid”, no edits can be
made to the order. Marking the order “Paid” will also give you the option to say
what type of payment it was. You can select “Cash”, “Check”, or “Credit Card”. If
“Credit Card” is selected, you will be prompted to enter the information on the page
that appears.
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Take Direct Ship Order

From this page, you will do the same process for a customer that you did with the “Take
Cookie Order” process, but the customer would be required to give all mailing and billing
information, as well as pay up-front for cookies that would be directly shipped to them,
as opposed to the Girl Scout giving or delivering them at a later time.

Send e-card

The Send E-card page shows you the process in which an e-card is sent to customers:
Select Contact -> Delivery Type -> Create Message -> Review & Confirm:

Select Contact Delivery Type Create Message Review & Confirm

The first thing you will need to do is to build your contact list. There are two other ways to
build your contact list (see first step of “Take Cookie Order” for the first mention of
adding contacts - page 10):

1. At the bottom of the “Send E-card” page, enter the customer’s first name, last
name, and email, then select whether they would receive an English or Spanish e-
card, then click the big ‘+’ button at theNgr-right:

Search

Select All

Name w Er.ail Address LInguage Send e-card

Travis Sammons tsammons@gsema.org English

l [ l [ l (@) engisn () spanisn

First name is require Last name is required Email address is required

2. Hover over “My Orders” in the navigation ribbon and click “My Contacts” - this
section allows you to import a contact list or enter them manually (rmore
information on pages 19-21)

After the contact list has been created, you can then select who you want to send e-cards
to by clicking the “Send e-card” checkbox (or “Select All” button) under that column

name and click “Next”: -

Select All

MName w Email Address Language Core-card

Travis Sammons tsammons@gsema.org English

l [ I I l (® enaisn () spanisn

First name i required (astrame s requred Email sddess s required

Next
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Next, you will need to choose whether or not the selected customer(s) receive an
invitation to purchase cookies using the Girl-Delivery option. All of the e-cards include the
Direct Ship option (by default), but selecting Girl-Delivery will allow the customer to
receive them physically from the Girl Scout. Refer to page 10 to see the difference in
the options.

Click the “Girl Delivery” checkbox to give them that option, or leave it blank to default to
the customer paying for shipping and have them shipped directly to their mailing
address; click “Next”:

Select All

Email Address Language Direct Ship Girl Delivery

J

Travis Sammons tsammons@gsema.org English

Next, you will make decisions on what information you would like to include in the text of
the e-card that goes out to customers:

Create your personal messages

Help me reach my goal of :l packages.

This year, my troop and | are using our cookie earnings to:

My favorite cookie is .

You can always select “Cookie Share” and the packages sold
will be donated to:

Thank you for supporting Girl Scouts!

Click any of the checkboxes next to the information you would like to provide, including
your package goal, what your troop is doing with your cookie earnings, your favorite
cookie, or, if the customer wants to donate cookies, where they will be going. Click “Next”
when you have made your decision(s).

Next, you will be sent to the “Review & Confirm” page which will show you the email
message going out to your selected customers, including the information you chose to
include on the previous page. Once you are satisfied with the content, click “Send Now!”
to send the e-card to your customer(s).

Finally, you will see a confirmation page letting you know the e-cards have been sent and
you have the option to “View e-card Sent List” or “Send Another e-card”; you can also
navigate to another section by using the ribbon at the top of the page:
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Congratulations!

Your e-card was successfully sent.

| View e-card Sent List | Send Another e-card

Share My Cookie Link

The My Social Media Tools page allows you to increase visibility to your customers by
adding a link to a user-created video the Girl Scout has made and having it appear in the
e-cards sent out to customers. Also, you can share a custom link with your family and
friends on social media sites (not transactional/marketplace sites) by copying and pasting
the link (see below):

My Video Link

When you send an e-card invitation, you
will have the option to include this link in
your invitation.

Enter your video link.

|

Create a video to share.

Create a video to share your cookie sale goals with
family and friends.

To upload your video, copy and paste the link in the
box above.
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My Smart Cookies Social Media Link

Share this link with your friends and family

via email or social media. When they buy

cookies with this link, you will be one step
closer to your goal!

https://app.abcsmartcookies.c]

Select link by clicking Copy Link.
Go to where you want to paste it, right click, choose PASTE.

Manage My Orders

Once orders start being received from your sent e-cards, you will be able to view all
activity by going to “My Orders” -> “Manage My Orders”:

Manage Girl Orders

TOTAL PACKAGES ORDERED TOTAL DIRECT SHIF ORDERED TOTAL GIRL DELIVERY ORDERED ACTION NEEDED

1 ORDERS NEED ACTION

Packages 6 Packages 0 Packages

Total Velue 324 Total Value $0 Total Value $24

Packages Not Deliverad 3

wea 812

[ ShowoOrders ‘ [ ShowOrders | [ Show Orders | [ Show Orders |

Search

2 Girl Orders B

Print Report l New Direct Ship I I New Girl Delivery

Customer - Order Daie Source Type Status Amount Paid Payment Method Actions
Travis Sammons November 8, 2019 Keyed Girl Delivery Delivered $12.00 es Cash
Travis Sammons MNovember 8, 2019 Keyed Girl Delivery Ordered $12.00 No = # 1

At the top of this page, you will see four boxes (see explanations below):

e Total Packages Ordered - shows total amount of packages that have been
ordered through e-cards, regardless of them being Direct Ship or Girl-Delivery (for
areminder of the difference between these two types, refer to page 10)

¢ Total Direct Ship Ordered - shows total amount of packages that have been
ordered online and paid for automatically by the customer
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e Total Girl Delivery Ordered - shows total amount of packages that have been
ordered online and will need to be physically delivered by the Girl Scout to the
customer

e Action Needed - shows the number of orders needing action, such as Girl-
Delivery orders that need to be delivered and paid for

o The table below these boxes shows the status of different types of orders;
you can update their paid status (Yes/No), as well as, if the packages have
been delivered or canceled (default is “Ordered”)

o By clicking the three stacked boxes to the right of each order, you can
view/edit/cancel (Girl-Delivery orders only) the order and update the
contact’s information (if needed)

Note: Once the customer has paid, you can set the paid status to “Yes” and the
delivery status to “Delivered” (the customer will receive a confirmation email as
well). The system will save these automatically and update the “Action Needed” box
appropriately.

There is also an option to take new Direct Ship and Girl-Delivery orders from this page,
instead of navigating through the menu ribbon to select the options. Whichever is
selected, the system will redirect to the appropriate pages:

Search

2 Girl Orders n

Print Report New Direct Ship I

New Girl Delivery

Customer - Order Date Amount Paid Payment Method
Travis Sammons November 8, 2019 Keyed Girl Delivery Delivered 512,00 Yes Cash
Travis Sammons November 8, 2019 Keyed Girl Delivery Ordered 512,00 Mo - ]

Also, you can print a report of all of your orders from this page by clicking the “Print

Report” link at the top-left of the ord_
Print Report N/lhlewmred Ship l I New Girl Delivery ]

Customer - Order Date Payment Method Actions

Travis Sammaons November 8, 2019 Keyed Girl Delivery Delivered $12.00 ACH Cash

Travis Sammans November 8, 2019 Keyed Girl Delivery Ordered $12.00 No - & E

The page reformats to a printer-friendly page:
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Close Report

Service Unit: Abington | Troop: 11111 | Travis Sammons | Date Rerffed: November 14, 2022

ORDER REPORT

COOKIE TYPES Cshare: Cookie Share ADV: Adventurefuls TY: Toast-Yay LEM: Lemonades TRE: Trefoil TM: Thin Mints PBR~P€anut Butter Patties

CD: Caramel deLites PBS: Peanut Butter Sandwich GFC: Caramel Chocolate Chip RR: Raspberry Rall

ORDER ID FULL NAME PAID CONTACT INFO Cshare ADV  TY LEM TRE TM cp PBS  GFC RR TOTAL
TYPE STATUS
PAY
METHOD
CC TRANS
#
143 Abbot Street
3649 ) No Andover, MA 01845 5
g 0 0 0 0 0 5 0 0 0 0 0
Girl Delivery RS SEIIERS Ordered Twsammons@hotmail.com $25.00
(978) 269-6660
TOTAL 0 0 0 0 0 5 0 0 0 0 0 5
$0  $0  $0 0 0§25 0 0 o $o S0 $25.00

Click the “Close Report” button at the top-right to return to the previous page.

Girl-Delivery Approval

Caregivers have the ability to approve Girl-Delivery orders collected by the Girl Scout. The
caregiver should receive an email when this type of order is received, if not, a new one can
be triggered by going to the “Manage My Orders” screen, finding the order in the table and
scrolling over to the far-right to click the three stacked boxes to give you the option to do
so.

In the email, there is a link where the caregiver can see the details of the order and click
on an interactive map to show where the cookies need to be delivered. Once the caregiver
views the details of the order and sees where it is going, they can choose to Approve or
Cancel the order:

Cookie Packages

Order Details

Paid:
Pending

. Trefoll Order Number- Date Ordered
350223 Aug 11,2020
Lemonades - _
Source: ype:
Social Girl Delivery
. Smares
Status: Payment Method:
e $1200 g Pending Approval Credit Card

Selected for Donation if Undeliverable:

No

If the order has been approved, the customer will receive an email letting them know the
order will be delivered and the credit card is charged at that time. If the order is canceled
and therefore not able to be delivered, and if the donation option was selected, the
contents of the order will be added to the Cookies for a Cause pool and the credit card
charged.

Note: If the credit card information provided is invalid, the caregiver will receive an
on-screen notification letting them know of the failure and the order is then
canceled. The customer will be notified of the cancellation and can re-enter their
order with another credit card.
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Order Refunding

If a Girl-Delivery order needs to be refunded, there is a function for troop-level (and
above) users to do so. When a credit card payment is successfully processed on a Girl-
Delivery order, a financial transaction is created for both the troop and the Girl Scout.

To issue a refund, a troop (or SU/District/Council) user will mimic the affected Girl Scout,
locate the order on their “Manage My Orders” page, and select the “Refund Order” option
by clicking the three stacked boxes to the far-right:

v Order Date Source 5 Amount Payment Method Actions

Cindy Schafer August 10, 2020 Social Girf Delivery Ordered $8.00 Yes Credit Card

Cindy Schafer August 10,2020 Social Girl Delivery Delvered $1200 Yes. Credit Card

Cindy Schafer August 10, 2020 Social Girf Delivery Cancelled $1200 No Credit Card

Cindy Schafer August 10,2020 e-card Girf Delivery Ordered §4.00 No

A window will then appear showing the details of the order:

Are you sure you want to refund this order?

Order Details
First Name Cindy
Last Name Schafer
Email Address ncschafers{@gmail.com
Order Number: 550209
Date Ordered: August 10, 2020
Type: Girl Delivery
Payment Method: Credit Card
Status: Ordered
Transaction Number: 1331615617
Paid: Yes
Amount: 58
No Yes

By clicking the “Yes” button, the order will then be refunded to the customer and an email
will be sent to them letting them know the order was refunded.

The order status, on the “Manage My Orders” page, will now show the order as refunded
and the troop and girl financial transactions will be zeroed-out. The transactions will
remain to provide a paper trail for this refund.
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View e-cards Sent

Once e-cards have been sent to customers, you can check the progress on whether they
were viewed, ordered from, or if there has been no response at all. The page has four
boxes:

View e-card Sent

INVITATION SENT 'ORDERED NO RESPONSE

250%

([ vew ]

Search

Date Sent Email Address

July 19, 2018 Travis Sammons tsammons@gsema.org Ordered

July 17, 2018 Travis Sammons tsammons@gsema.org Viewed

e Invitation Sent - shows the number of total e-cards sent to customers

e Viewed - shows the percentage of customers who have looked at the e-card

e Ordered - shows the percentage of customers who have ordered from an e-card
¢ No Response - shows the number of e-cards that have not yet been viewed

Below these boxes, you will see a table showing their status as well. By clicking the three
stacked boxes next to each e-card sent, you can view the customized e-card that was sent
to that customer.

My Contacts

As referenced on page 10, there is an additional way to add contacts and you would do
that by going to “My Orders” -> “My Contacts”.

The existing list of contacts will appear and you can either add new ones manually, or add
them by clicking the “Import Contacts” button and uploading a spreadsheet with the
contacts. Importing contacts should only be done for a larger amount of contacts (20+), as
doing them manually takes virtually no time at all.

To add contacts manually:

¢ Click “Add Contact” button; the following window will appear:
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Add a new contact

Required fields indicated by *

Contact Info

First Name * Home Address

Last Name * Suite/Apt. # City

Email * State Zip Code
Phone Number Language *

[ ] @ English O Spanish

‘ Cancel ‘ Save

e Enter the required information: First Name, Last Name, Email, and Language
(English or Spanish)
e Click “Save” when done and the contact will be added to the table list:

Name w Email Address Language Action
Test Person test@hotmail.com English :
Travis Sammons tsammons@gsema.org English :

To import contacts:

e Click “Import Contacts” button; the following window will appear:

Contact File Upload

File Layout must include the following in this order: first name, last name,
email address. Do not use column headers. File type .csv is required.

Select a file from your computer... | Browse... | No file selected.

‘ Cancel ‘ Upload

e Open Excel and following the instructions:
o The columns must be (in order): first name, last name, email address
o Do not use column headers
o Save astype.csv

e (Click “Browse...” button to find the file and Open

e Click “Upload” to complete the process and you will receive a prompt confirming
the upload has been successful; click “Close”

2022-23 Smart Cookies Caregiver/Girl Scout Database Guide
November 2022
20



Note: Uploads set the default e-card language to “English”. If you need to change to
Spanish, click the three stacked boxes in the “Action” column next to the person’s
name and click “Edit Contact”. Once in the edit contact window, click “Spanish” for
the language and click “Save” to finish.

Deleting a Contact (if applicable)

In the contact table, you will see your list of current contacts. If you need to clean this list
up from year-to-year, you can delete out-of-date contacts.

To delete a contact:

¢ Inthe contact table, under the “Action” column, click on the three stacked boxes
next to a person’s name:

w Email Address Language Action

jane doe jdoe@gmail.com English

jim doe jim_doe@gmail.com English
larry o'shea loshea@gmail.com English Edﬁ% Delete
Test Persan test@hotmail.com Spanish

Travis Sammons tsammons@gsema.org English

e Options will appear for editing or deleting, click “Delete”

e A prompt will appear asking if you want to “Delete Forever” or “Go Back”; click
“Delete Forever” and the contact will instantaneously disappear from the contact
list

My Troop

The “My Troop” page basically reiterates what was shown on the Girl Dashboard (refer to
pages 7-8). The only addition to this page is now you can see the cheers received from
other Girl Scouts/troop leader/etc.

These appear below the troop goal tracker in the “Your Cheers & Messages” section:

Travis,

Your troop has completed 13.00% of the Troop's goal.

Your Cheers & Messages

b Travis Sammons
Sent 7/19/181:52 pm

Good job! Keep it up!
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My Skills

As mentioned earlier (refer to page 8), the “My SKkills” page allows you to earn Virtual
Patches based on activities that you, or your troop, sets. Smart Cookies includes some
default activities, with their associated skill, for you to choose from, such as “Use Smart
Cookies to set your goals for the cookie sale.” (associated with the Goal Setting skill):

Manage My Activity Plans

Activities Skills

Use Smart Cookies to set your goals for the cookie sale. Goal Setting

Write a mission statement — why you are selling cookies. Goal Setting

Ask your customers what they like best about the cookies they've selected. Keep a list; share the results with your People Skills
troop leader.

Find out why customers buy cookies! Because they love the cookies, because they were a Girl Scout, etc. Keep a list. People Skills

Decide on what activities your cookie sales will support. Decision Making

ﬁ

Work with your troop/group to brainstorm ideas for places to sell and/or selling methods. Decision Making

ﬁ

You can go through each of these individually, or as a troop, to decide what activities you
would like to do, which may help your selling.

Note: Click on the checkbox next to the activity to add it to your plan, or you can
make your own custom activity.

Important! Once a checkbox has been clicked, the Troop Cookie Manager in

Smart Cookies can then see what activities were chosen by the Girl Scout(s) and
designate whether they have completed this activity, so the Girl Scout(s) can then
receive the appropriate Virtual Patch for that skill.

To make a Custom Activity:

e Scroll down to bottom of “My Skills” page and click “Add Custom Activity” button
e Inthe window that appears, select the skill type (Goal Setting, People SKkills, etc.)
and enter a description of the activity:
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Add My Activity Plan

Select the Skill Type
| [

Enter the Activity Description

e Click “Save” and you will be returned to the previous page

Note: Custom Activities will be added to the existing list of activities, but will show
a pencil icon for editing and a trash icon for deletion:

. Decide how many boxes of cookies you'd like to sei. Decision Making

Ga,

. Take part in activity to increase decision making skill Decision Making

. Think of ideas on how to spend your troop money and choose one or two. Decision Making

ﬁ

Make sure you know the safety rules for selling — talk about safety with your parents. Business Ethics

If the Troop Cookie Manager has gone into their dashboard and designated the Girl
Scout has completed their activity, you will see the Virtual Patch tied to the skill at the
very top of the “My Skills” page:

My Virtual Patches

My Virtual Patches

@

+" Goal Setting + Decision Making
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They will also be designated as “Achieved” when the Girl Scout logs into their dashboard;

My Vll'tua| PatCheS Manage My Activity Plans =

What are the activities ziid skills that you can gain through the Girl Scouts cookie sale?

', chieved '%f Achieved

Goal Setting People Skills Decision Making Business Ethics Money Management

.;;B Q

Booth
Take Booth Credit Card Payment

The ability to accept credit card payments via Smart Cookies at booth sales is only
available once the troop enters their booth sale into Smart Cookies, and is only available
on the day of the booth sale. Credit Card payment via Smart Cookies is available in both
the Troop Cookie Coordinator and Girl roles.

The two options in the “Booth” section are:

1. Take Booth Credit Card Payment; and,
2. View Booth Credit Card Payment - allows you to see all previous payments made
at booths

i “ Dashboard My Troop  Diders Rewards Finances  Reports Cookies Tips & Tools Resources Help

= — Schedule Booths

ly Reservations

Troop Secured Booths

Take Booth Credit Card Payment

View Booth Credit Card Payments

Troop Achievement Troop Package Goal

To record a Credit Card payment at a Troop’s booth:

1. Click “Take Booth Credit Card Payment”; a list of the booths assigned to the troop
will appear

2. Click on the circle next to the appropriate booth sale

3. Click “Apply” and the order page will appear:

2022-23 Smart Cookies Caregiver/Girl Scout Database Guide
November 2022
24



Selected Booth :Louies Bakery, 530 4th ST SW, Hickory, NC,
28602 at 04:00 PM

Enter your cookie details

Clear Order

PACKAGES

Coakie Share
$0.00

Adventurefuls )
$0.00

Lemonades )
$0.00

Trefoil

Totals

Peanut Butter Patties

0

$0.00
Caramel delLites (.
$4.00
Peanut Butter Sandwich E
$4.00
Caramel Chocolate Chip ¢
$15,00

$23.00 5

I would like to receive an
electronic receipt

[ jbrown@girlscout

w__J

Toast-Yay (
$0.00

$0.00

Back

[

RIEHRHE]SHE

Thin Mints €2
$0.00

4. Enter the packages sold, by variety

Note: Customers can receive an email receipt (optional) by providing their address

to the troop.

5. Click “Next”; credit card entry fields will appear

6. Scan or manually enter the customer’s credit card information into the fields:

Total $32.00

CARD NUMBER:

4122 5832 6582 0785 ‘

* Invalid Card Number

CARD EXPIRATION:

CARD CVV:

—
1 i )
Scan Credit Card Done

1 2 3
ABC DEF

4 5 6
GHI JKL MNO
7 8 9
PQRS Tuv WXYZ
&

+ % # 0

7. Click “Pay Now”; a confirmation screen will appear when completed:
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Your cookie purchase has been successfully paid!

Dor't wormy, the credit card information has not been saved tothis device.

Important! The reminder will appear letting the customer/troop know that credit
card information is NOT saved.

Safety and Training
Smart Cookies Training

Page that gives you all the informational videos (from our Baker, ABC) you would need to
navigate the functions associated with Smart Cookies (some functionality shown here
may be disabled, per Council):

Learn how to use Smart Cookies to build your cookie business, track goals, and connect with customers.

}';Gir-lﬂegistretion oot ‘} Smart Cookies-A ...
Re<SISTERING A GIRL - _ -

| 2

Smart Cookies Demo Girl Registration 2021 HOW TO: Use the Dashboard

[ [Z Watch on YouTube } [ & Download PowerPoint l [ & Download PowerPoint l

‘\9 Smart Cookies-S...

HOW TO: Manage Contacts for E-Card HOW TO: Send E-Card Invites HOW TO: View E-Card Orders

Invites

& Download PowerPaint ] [ & Download PowerPoint l [ & Download PowerPoint
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Safety

Page that provides information regarding program safety resources, including online
permission forms:

Be Web Wise and review the Online Safety Checklist, take the GSUSA's Internet Safety Pledge, and learn how to
comply with the Children's Online Privacy Protection Act

w1 Comply with Olldrer s Online Privacy Prosectin det

Internet Safety Pledge

it e rmemes Safery Mesge- for 48 G Scours

The Pl T
pstagbig

W) MY COMPLY

Volunteer Safety
stay safe out theve! el My
Girl Scout Online Safety Checklist Girl Scout Online Safety Pledge How to Comply with Children's Online
Privacy Protection Act
&' Learn More ] { &' Learn More ‘ l & Download

Don't forget to complete your permission form.

See permission forms
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Cookies
Cookie Lineup

Page detailing the cookies offered by our baker, ABC, with additional information
(nutritional facts, ingredients, etc.):

N

Cookie Lineup

We're proud to be the oldest, most experienced Girl Scout Cookie baker in the United States. Since 1937, we have
empowered and supported the nation’s largest girl-led business, helping provide girls with a program that teaches
them essential life skills and creates amazing, year-round experiences powered by cookies.

Learn more about your favorite cookies:

Adventurefuls™

The newest cookie to the Girl Scouts line-up is this
_im_iulg_ent brownie-inspired cookie with caramel
flavored créme and a hint of sea salt that will leave you
wanting more!

l Learn more about Adventurefuls™ ]

Toast-Yay!™

Each delightful, toast-shaped cookie is full of French
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Resources

This page gives you access to any print materials which may help you through your
cookie program, as well as, fun images to make your booths and external content more
visible:

Resources

Download printables, training materials, and digital art to boost your cookie sales.

Digital Art

Download Girl Scout Cookie art to decorate your booth and show off your cookie

° I spirit.
See all Digital Art

Forms, Checklists & Worksheets

Download permission slips, helpful checklists, and activity worksheets!

See All

Cookie Calculator
Use our Cookie Calculator to calculate appropriate group and individual goals for the
=
s]=]s] Seasorn.
DEID
(m]m]

l See Cookie Calculator

Allergen Flyer

Loak out for people with allergies with this all in one allergen chart.

See Allergen Flyar
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Help

The help page has contact information for technical issues directly to ABC Bakers, the
vendor for Smart Cookies, as well as, a Frequently Asked Questions page and a link to
submit an inquiry to the vendor:

Help

Need help using the Smart Cookies platform?

Call us at 1-800-853-3730 or email us at ABCSmartCookie Tech@hearthsidefoods.com

Questions about our cookies?

Check out our Cookie FAQ's or email us your questions or concerns at ABCSmartCookieBakers@hearthsidefoods.com.

Note: If you have specific questions about the program and are not sure who to
reach out to, contact customercare@gswny.org and they will make sure it gets to
the appropriate person for follow-up.
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