Assigning Troop Link Packages in eBudde

Keeping track of your orders that come through your Troop Link is critical not only from a customer service
perspective - your customers want their cookies - but also for your troop’s finances (see also the Digital
Cookie - Troop Links tip sheet).

The first question you may be asking yourself is: What is the Troop Link?

The Troop Link is a specialized web address that your troop can use to accept credit card payments from
customers at, for example, a booth sale. It works like a Girl Scout’s Digital Cookie link; however, instead of
an individual Girl Scout getting credit, the sale goes to the troop. Later, the packages and associated dollars
should be assigned (credited) to the Girl Scouts that were selling at the booth. As we cover in this document,
eBudde has a feature that will enable you to assign these packages easily, evenly, and fairly.

The Troop Link can also be used in any approved troop social media posts - maybe you are doing a virtual
booth sale. Customers will have the option to have their cookies delivered by a Girl Scout, have them shipped
directly to their home, or instead choose the Cookies for the Community donation option.

Your Troop Link also appears on GSUSA’s Cookie Finder, whereby customers can order cookies from a
troop and have their order shipped to them directly - the only options a customer has via the Cookie Finder
are shipped or donated. See the Cookie Finder tip sheet for more information on how the Cookie Finder
works (although the troop need do nothing to take advantage of the Cookie Finder).

Keep in mind what the Troop Link is not: it is not a means by which you should be accepting payments from
parents who owe the troop monies from their Girl Scouts’ sales. Troops are permitted to use Zelle, Venmo
and other payment apps to accept payments from parents in the troop when not accepting the cash or
checks received from that Girl Scout’s customer.

In Digital Cookie and eBudde, orders that are placed to the Troop Link will show both the product ordered
and payment received from the Customer - the exception is for Girl Delivery orders, which will only show
payment (we will discuss those further below).

Here are some steps you should take with these orders:

1. Determine which Girl Scouts will receive credit.
2. Log into eBudde.
3. Select the Girl Orders tab.

One of the names listed on the Girl Orders tab will be “Troop Site.” If you have a large troop, you may need
to scroll through the names, which are listed alphabetically by first name.

Select this “gir]” and you will see the orders that have come to the Troop Link. It is these orders you'll need to
assign to one or more of the Girl Scouts in your troop.
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Troop Site
Cancel +DOC Payment  ~ +Distribution
: o v
Switch to Girl: RG] (O show Doc Orders
00G  Commante Imvo Bhe CGOCY Rasps  Adifo  Lmupe  Treo D50  Same  Tagee  TMinte  SMre  Toffe  T.00Ce  Totlo  TotsiDua Paid Bal. Duee
B v zshopesomes v [ z 0 0 0 z 0 z z [ ] 5 $40.00 540.00 $0.00
a /1 Delivered Qroer v [} 0 0 ] ] ] [} ¢ 0 o 0 0 $20.00 $20.00 0.00
Tetals ] ] ] ] ] ] 2 0 2 2 ] ] 8 56000 56000 3000
[

If you have something to distribute, you will see the +Distribution button in the upper right (it will

not appear if there is nothing to distribute/allocate).

In the sample below, there are 2 Shipped orders and 1 Girl Delivered order to allocate; click the

+Distribution button, which opens a screen where you can indicate which Girl Scout(s) is/are to

receive packages.

quantity.

All packages from this distribution will be listed at the top of the page in variety order and by

TroopSite Distribute

=

TroopSite:

Rasp:2 Advi:0 LmUp:0 Tre:0 D-83-D:0 Sam:2

€ Goc:n T GOC: 0

Pkgs Sold: 8 [De)select All Girls

© Jadec. i © Quincis.
© JuliaB. @ © Suzieh
© KelseyJ. = © Toric.
@ Laylac. ‘=

Tags:0 TMint 2 SMr: 2

Toff; 0

TroopSite Distribute
TroopSite:
Coskie: 1 Spee:1 ©_GOE:D T GOG:0
Phgs Solt 4 [ (Dejselect All Girls
B
| © ElonaR. 2@
) savannans. 2@
=

4. All Girl Scouts will be selected by default. eBudde will assign packages evenly (as near as possible if
the amount sold is an odd number) based on the number of Girl Scouts selected. You can see the
number of packages distributed to individual Girl Scouts next to their check boxes.

TroopSite Distribute

TroopSite:

Rasp:2 Advi:0 LmUp:0 Tre:0 D-8D:0 Sam:2
C_GOC: 0 T_GOC: 0
Pkgs Sold: 8

Tags:0 TMint 2 SMr:2

E (DejselectAll Girls

© Jadec. 17 © Quinci s

© JuliaB. = © Suzieh B @ Elena k. :[@
Savannah 5. :[7

& Kelsey J. © Teric. @ @

@ Layac. =

Toff; 0

TroopSite Distribute

TroopSite:
Cookie: 3 Spec:1 ©_GOC:0 T.GOG: 0
Phys Soid: 4 (Delselect All Girls

5. If you want to manually edit individual distribution to Girl Scouts, you can uncheck the (De)select
All Girls box. Then select each Girl Scout for this distribution by checking the box beside their name.
Select the drop-down menu for each Girl Scout you are allocating to and add the package varieties

you want to give each Girl Scout.

TreopSite Distribute

2
i)
@
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TIP: You may need to select the “(De)select All Girls” option more than once to clear values. If
you have several girls and the number of packages sold hasn’t assigned at least one, the
“(De)select” may fail to completely deselect.

6. Once all selections have been made you click Save at the top and the packages will be distributed to
the Girl Scouts in the quantities selected. Package quantity may not exceed the packages sold
amount.

TroopSite Distribute

Tags:0 TMint 2 SMr:2

TroopSite Distribute

TroopSite:

Rasp:2 Advi:0 LmUp:0 Tre:0 D-8-D:0 Sam:2
€ GOC:0 T GOC:0
Pkgs Sold: 8

Toff: 0

TroopSite:
Cookie: 3 Spec:1 ©_GOC:D T.GOC: 0

[De)select All Girls

Phgs Sold: 4 G (Dejselect All Girls
© dadec. @ © Cuincis. @ At el
© JuliaB. ‘B @ suziea @ B EL B
© Savannahs. :[3
© KelseyJ. = © Toric. i[#
© Laylac. @

7. Once Save has been selected, eBudde will create an EDITABLE row for the distribution so you can
see that the distribution was completed. You will also see that the +Distribution button disappeared.
That is because you do not have any more packages to distribute. If you get more DOC Shipped

Orders, you will need to do another distribution.

Troop Site
+DOC Payment v
ooc Iwo Btho C.G0Co Raspe  Adéo  LmUpe  Teo  DSDo  Same  Tagse  TMinto S0 Tofe  T.60Co  Tatslo Total Due paid Bl Dueo
a v v ] 2 0 o 0 o 2 o 2 2 o o 8 $40.00 $40.00 $0.00
a ' Y 0 0] 0 o] 0 0 0] 0 o] 0 0 o] (0] $20.00 $20.00 $0.00
l v VBth Dist 2 Ordrs v 0 -2 0 0 0 o -2 0 -2 2 0 0 -0 $-40.00 $-40.00 $0.00
Totats o ] o o o o o o o o o f} o swa0 s20.00 000
Jade C.
00 Commento Ino Bhe CGOCe Rsspo  Addo  Lmpo  Teo  DSDo  Same  Tagso  TMine  SWo  Toffo  T.GO0Co  Totle Total Due Paid Bal Dueo
Init. Order
“Locked" 1 o 8 5 9 4 10 8 25 8 2 o 80 $400.00 $0.00 $400.00
—
Virt Bth Distr 0 1 0 0 0 0 0 0 0 0 0 0 1 $5.00 $5.00 $0.00
Becky's Pizza

a Parlour, 08/16 @ v o o 2 1 1 1 1 1 1 2 1 o 1 $55.00 $55.00 $0.00

10:00am
—

a Virt Bth Distr 0 0 0 0 1 0 0 0 0 0 0 1 $5.00 $5.00 $0.00
Virt Bth Pymteymt 0 0 [ 0 0 [ 0 0 0 0 0 0 [ $0.00 $10.00  $-10.00
commentPy™t o o [ o o [ o o o o o o [ $0.00 $1.00 $-1.00

Totals 1 1 10 6 10 6 1" 9 % 10 3 0 3 $465.00 $76.00 $389.00

9. Next you will need to balance the payment amount, as there is a balance (monetary entry) for

delivered orders. Click the +DOC Payment button in the “TroopXXXXX Site” “girl.”
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Troop Site

+DOGC Paymenl
switch to Gir: [l -

o Commento Ve Btho CGOCo Raspe  Advio Lmupo  Treo DsDo  samo Tagso Tt swro Toffo TGoce  Towlo Total Due. Paid Bal. Dueo
a v 2 Shipped Orders v 0 2 0 0 0 0 2 0 2 2 0 0 8 $40.00 $40.00 $0.00
—— —
a v 1 Delivered Order v 0 o o 0 0 o 0 ) o 0 o o o $20.00 $20.00 $0.00 l
v VBth Dist 2 Ordrs v 0 2 o 0 0 0 -2 0 2 2 0 0 -8 $-40.00 $-40.00 $0.00
Totals 0 0 ] 0 0 0 0 0 0 o [ 0 0 52000 52000 5000

10. You will select either booth site or Girl Scout, as applicable, to assign the payment received for this
delivered order. In this example, this allocation of money will be at a Booth site.

Troop Site

+DOC Payment v
Switch to Girl: [RIVOEIICE

DOC  Commento Invo Btho CGOCo Raspe  Adfe  Lmpo  Treo b linte~ Slire Toffe  T.60Co  Totalo Total Due Paid Bal.Dueo.

@ v 2Shipped Orders v 0 2 0 0 0 2 0 0 8 $40.00 $40.00 $0.00
@ v 1Delivered Order v 0 0 0 0 0 0 0 0 0 $20.00 $20.00 $0.00
v VBth Dist2 Ordrs v 0 2 0 0 0 2 0 0 -8 $-40.00 $-40.00 $0.00

Totas 0 0 0 0 0 0 (] 0 0 0 0 0 o an 52000 $000

11. This will take you to the booth site selection tab. Select the booth you will allocate money to. Select
Record Sale.

Booth Sales

Cookie Calc. i

Sign up for a Council Booth Add / Edit a Troop Booth

My Booth Sales

Choose the Sale that you wish to update and/or record sales.

Email Signups Find Free Slots

@ Date: 08/16/22 Time: 10:00am 11:00am
3 Cookie Lane, Louisville, KY, 40216

12. The Booth Sale Recorder page will open. Enter the value in the box labeled Digital Cookie Payment.
Click Go to Distribute.

Booth Sale Recorder
Goto Distribute:
Becky's Pizza Parlour: 2022-08-16 10:00am

Product Packages Program Packages
Adventurefuls ‘ s ‘ Glft of Caring ‘ o ‘
ity L Soo L J
Lemon-Ups ‘ s ‘ Troop GOC. ‘ o ‘
5500 sa00 (
Trefoils ‘ s ‘ T 1=
s50

: Received $360.00
Do-si-Dos (
e

Troopsite

samoas ‘ s ‘
$ Digital Cookie Payment
e Rl Seoie Pay = |
Tagalongs ‘ s ‘
i (
Thin Mints ‘ s ‘
s30 L
s'mores (
e
Toffee-tastic ‘ s ‘
90
Total 72
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TIP: When using the Booth Sale Recorder to record any booth sales, ONLY those sales taken
through the Troop Link should be recorded in the Digital Cookie Payment field, not all sales

taken.

13. Once Go To Distribute is selected you will see the below view. Distribute as appropriate and click
Save. eBudde will create a payment record on the Troop Site “girl” on the Girl Order tab.

Jade C. Add DOC Payment

14. Below is what a payment allocation will look like on the Troop Site “girl.”

Troop Site
+DOC Payment ~
Switch to Girl: SIS ~
e Commento Ivo Bthe C.GOCo Raspo  Adie  LmUpo  Teo  DSDo  Samo  Tagse  Thimo  SWo  Tofe  T.60C0  Toulo Total Due Paid Bal. Dueo.
@ v 3Shipped Orders v 0 2 0 0 0 1 2 0 2 2 0 0 9 $45.00 $45.00 $0.00
2 Delivered
a o 3Rev v 0 0 0 0 0 0 0 0 0 0 0 0 0 $30.00 $30.00 $0.00
v VBth Dist 2 Ordrs v 0 2 0 0 0 0 2 0 2 2 0 0 8 $-4000  $-40.00 $0.00
v VBth Dist 1 Ordrs v 0 0 0 0 0 El 0 0 0 0 0 0 =i $-5.00 $-5.00 $0.00
Pymts: Becky's
@ v PizaParlour v 0 0 0 0 0 0 0 0 0 0 0 0 0 $2000  $20.00 $0.00
f ,
Pymts: Jade C
E v R Ryt v 0 0 0 0 0 0 0 0 0 0 0 0 0 $1000  $-10.00 $0.00

15. You can also post directly to a Girl Scout from the Girl Scout side of the Girl Order tab. There is a
+DOC Payment button on each Girl Scout’s section of the Girl Order tab. You can also see all the
distributions made to the Girl Scout from the Troop Site Girl Distributions. Follow steps 13 above to

complete the transaction.

Jade C.
)
Commento mo Bho CGOCo Rmpo  Addo  LmUpo  Tee  DSDo  Samo  Tamo  TMme S Tofo  T.GOCe  Towle Total Due Pid Bal Dueo
Init. Order
a “Locked* 1 o 8 5 9 4 10 8 25 8 2 o 80 $400.00 $0.00 $400.00
a Virt Bth Distr 0 1 [ o o [ o o o o o o 1 $5.00 $5.00 $0.00
Becky's Pizza
a Parlour, 08/16 @ v 0 0 2 1 1 1 1 1 1 2 1 0 1 $55.00 $55.00 $0.00
a Virt Bth Distr 0 0 0 0 o 1 0 0 0 0 0 o 1 $5.00 $5.00 $0.00
— = —
Virt Bth Pymteymt 0 o [ o o [ o o o o o o [ $0.00 $10.00 $-10.00
commentPy™ 0 o [ o o [ o o o o o o [ $0.00 $1.00 $-1.00
Totals 1 1 10 6 10 6 1 9 2% 10 3 o k5] $465.00 $76.00 $389.00

16. Once all Digital Cookie orders and payments are completed in the Troop Site “girl,” the totals at the
bottom should balance out to all zeros.
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Troop Site
+DOC Payment v

w0c  Commento o Bho CGOCo Rapo  Addo  LmUpo  Teo  DSDo  Samo  Tagso  THme S Tofe  TGOCo  Towo  TowDue pad Ba Dueo
/3 Shipped Orders v 0 2 0 0 0 1 2 0 2 2 0 0 9 $4500  $45.00 $0.00
VAl 2Ccivered v 0 0 o 0 0 0 0 0 0 0 0 0 0 $3000  $30.00 $0.00
/ VBthDist2 Ordrs v 0 2 o 0 0 o 2 0 2 2 o 0 8 54000  $-40.00 $0.00
/ VBthDist 1 Ordrs v 0 0 o 0 0 - 0 0 0 0 o 0 1 8500  $500 $0.00

Pymts: Becky's

@& v PizzaParour v 0 0 0 0 0 0 0 0 0 0 0 0 0 $2000  $20.00 $0.00
08/16 @ 10:00am
Pyms: Jade C
8 v P v 0 0 0 0 0 0 0 0 0 0 0 0 0 $1000  $10.00 $0.00
{ Totals 0 0 0o 0 0 0o 0 0 0 0 0o 0 0 $0.00 $0.00 $0.00 }

For each new Digital Cookie Shipped order repeat these steps to keep the “Troop Site” girl balance to zero. All
packages and money must be allocated by the end of the sale.
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