Cookie Manager

Submitting the SU Initial
Cookie & Reward Orders

Review of the Service Unit’s Initial Order:
All troops must submit their Initial Order (I0) by January 11. As the SU CM, you have until 11:59pm CST
January 15 to review and make any necessary changes before submitting. Things to think about prior
to submitting:
e Do any troops have a large, out of the ordinary number? Could they have mistyped an amount?
e Was there a troop that didn’t place an Initial Order? Did they miss the deadline?
» Did they place the cookies behind each girl’s name to qualify for the Initial Order Reward?
e Do you have any IRGs that want to place an Initial Order?

Submitting your SerVice Unit CookieS: Dashboard ‘ Contacts Jelivery ‘ Transactions Txn Pickuy
. Click on “Council” Column (columns on left) conet <
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1 Toop Infc 2 slow.
2. Click on the “Init. Order” Tab (across top) Ploase Sulgifcrceronly Oncel
. ° ‘naicates [roops wno nave not submitte elr oraer.
3. Click on the green “Submit Order” button . o o e . oo
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Reward Submission and Shipping Address: - : . : . '
1. Click on the “Rewards” Tab (across top) o 0 o | - ¢
2. Under Order Type click “Initial” button ez . e : e ‘
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3. Click Review Rewards Order. (This will initiate o . . . . |
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5. Click “Update Shipping Address” e e ’ ! ! ! ‘
6. Click “Submit Rewards Order” when you are

finished. This will lock you out.
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2) MAKE CHANGES as needed by editing the individual troop address now: Cth the Flnal bUtton’
reward pages. For reference, you may leave the reward order 1
report open in Excel while making your changes. (DO NOT edit the Complete Steps four and flve'

open Excel file; changing numbers in Excel will have no effect.)

Then return here and, if you wish, run the report again to freshen Don’t do Step 6 until the end!

its totals and confirm your changes.

4 3[) VERIFY the shipping address and use the button at right update -
A — If you have troops who lock
Name: [ | 5 themselves out before completing
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Address [ | IO through the Troops tab.
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Troop 0138 state || contact Member Services for help.
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o e 4) SUBMIT your rewards order, when you are certain that your i 6 help@gsdakotahorizons.org
reward totals are correct, by using the Submit button at right.




