Reviewing and Submitting Orders — Service Unit
On the Dashboard, under Action Items, locate the link for troops with no initial orders. Export data and contact any
troops who missed the order deadline. You can enter orders for them as instructed by your council prior to your SU

deadline

Action ltems

Troops with no Initial Order
Troops with no Early Recognition Orders

Insure all troops are assigned to a delivery station. Go to Reports> Entity>Troops with No Assigned Delivery Station. Go
to Orders>Manage orders and filter for initial orders. Select the troop order with missing delivery station and click the
dots to open the order. Scroll to the bottom and save order and the delivery station will appear. Select delivery station
and appointment day/time as needed.
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Once all troops are assigned to a delivery station, go back to Orders>Manage Orders and filter for initial orders. Under
action, select submit all and then click apply. You will receive a message that the job was submitted for processing. It
may take a few minutes to insure that all orders are submitted. The status on all troops will now say “S” —all orders are
now ready for review at the council level.

Go to the Dashboard and click the link for troops with no early recognition orders (if applicable). Export information and
create orders for any troops missing the deadline.

Once all recognition orders have been created togo Rewards >Manage Recognition orders. Filter for orders needing
review (R). Click Review All. Once all orders are reviewed, go back to Rewards>Manage orders, filter for Early orders and
select all orders (select by clicking the box on the far left) click submit all and all recognition orders will be submitted and

status will change to “S”.

Manage Recognition Orders
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