Girl Order Tab in Variety View B

This tab allows you to enter by girl, additional cookie orders, booth sales packages sold, all by variety, Gift of Caring
pkgs and payments. You can add a comment on each row. There are two views of the girl orders. You can see a
summary troop view or each girl's detail. The system defaults to the troop summary view. Your council may limit
your girl transaction to not exceed the troop package total.

Troop Sales Summary View

The troop summary view shows a total row for each girl. This display shows varieties, Gift of Caring (if applicable)
and financials.

The system will tell you how many cookies you have ordered through the initial order, cupboard/depot pick-ups,
and/or troop transfers. It will then tell you the difference between what has been allocated to the girls. This will help
to ensure that you allocate all the cookies received to your girls.

Girl Totals — This line shows you all the cookies that have been allocated to the girls. Your goal is to match the total
number for the girl totals line to the total number for the troop order line.

Troop Order — This line shows you all the cookies the troop has received either via initial order, troop-to-troop
transactions, pick-ups from the service unit and/or cupboard. These packages are ultimately what the troop is
responsible to pay for. This line will update throughout the cookie sale.

Difference - This line is to help you know if you need to allocate more cookies to girls or if you have over

allocated. The goal is that the total column on the Difference row will be 0 by the end of the sale. As you assign
cookies to girls, the girl total line will be updated. As transactions are posted to your troop (see the transaction tab or
sales report for details), the troop order line will be updated.

Girl View

The girl view will show you the detail transactions for the girl. The first row will usually show the initial order which is
locked and cannot be changed on this screen. You will need to change these numbers on the initial order tab. If the
initial order tab is unavailable you would need to contact your appropriate council staff/volunteer.

The column labeled Bth is to designate cookies as booth cookies for reward automation if applicable in your council.

Printable — This button allows you to print a listing of all the information for the girl.

Add Trans - This button allows you to add transaction(s) to the girl. You may add as many transactions as
necessary. You can enter in cookie transactions, payment transactions or both in one transaction.
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Add Payment — This button allows you to add only a payment. You may add as many of these transactions as
necessary.

Save - This button is to save the transactions you have created. If you do not save your data, you will lose that
data. You do not have to save after every transaction but must save before you leave the screen to avoid losing your
data.

Switch to Girl — This allows you to enter transactions for another girl without having to always go back to the troop
view. Click the dropdown arrow and select a girl name.

Return to Summary View — This link allows you to return back to the troop summary view. Any transaction entered
will automatically be displayed on the summary view.

Adding Cookie Orders ®

Click the Add Trans button. The line will highlight. Double-click at the bottom of the page in the comment box

In the boxes below, key in a comment and the additional cookies using the tab key to move through the
columns. You can also enter in a payment at the time of entering in the cookies. Click the Enter key to end the data

entry OR click the OK button. The information will be displayed on the grid. Click the SAVE button to save the
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transaction(s).
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