Troops

Cookie Cupboard: Placing a
Pending Order in eBudde

Ordering More Cookies: Pending Orders
Pending Orders must be placed by any troop that plans to get more cookies from a Cookie Cupboard. This allows
Cookie Cupboards to plan ahead and move cookies to best meet demand and manage inventory.
e Pending Orders can be placed by the case, package, or a combination of both.
e They can be edited once you arrive at the cookie cupboard if you discover you need a different amount.

e Pending Orders can be submitted by the Troop Cookie Coordinator or Troop Co Leader and can be picked up by
any Cookie Pickup person (see reverse side for details).

How to place a Pending Order in eBudde:

1. Click the “Transactions” tab
2. Click on the “+Add” button, a new screen with two boxes (Time & Place and Cookie Order) will appear.
3. Ensure that “Cupboard” is selected.
3a. Complete the highlighted areas shown (and explained below the graphic).
4. Click on the “Save” button
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 Select Location: use the pull-down menu to select which Cupboard you will be picking up from.
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« Pickup: enter the date / time you wish to pickup the cookies noting the schedule of your selected cupboard.

o Contact Info: Your contact info may pre-populate but the field can be edited for any notes you may want
on the order. For example: what or who the cookies are for in your troop.

e Cookie Order: Add Product button: fill in the quantities needed. Order can be in cases or packages.
There are 12 packages in a case.



Troops

Authorizing a
Cookie Pickup Person

Picking Cookies up at a Cupboard

You’ve placed your Pending Order, now it’s time to get the cookies at the Cookie Cupboard! Who’s picking them
up? A troop helper, spouse, grandparent or neighbor?

Any individual picking up cookies must be authorized to do so through eBudde. This authorized person is called
the Cookie Pickup Person. Using an authorized Cookie Pickup Person provides protection to the troop in
controlling inventory since troops are financially responsible for all cookies picked up.

Special Notes: S ) I If you have been ‘demoted’ in

« If you are a Troop Co-leader but also a Cookie Pickup Person for a different 1 “,p,dde and not sure which
troop, the other troop MUST use a different email address for you! I troop added you—contact
Using the same email will ’demote’ you in the system. Cookie Pickup People ! GSDH
only have access to the cookie order and the “Contacts” tab. You need to be : Member Services:
removed from that troop to get your troop level access restored. I 1-800-666-2141 or

e Troops may have more than one designated pickup person. I help@gsdakotahorizons.org

o You must enter your Cookie Pickup Person in eBudde before sending themto - ——-—-—-—-—-—-—-—-—-—-—-~-
the cupboard.

» Once entered, they will receive an email with a link to eBudde. Following the link, they will login using
their email and create their own password.

= The Cookie Pickup Person should download the eBudde App and sign in prior to coming to the cookie cupboard

for quick and easy pick up.
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1. Click the “Contacts” tab
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4. Fill in information—email, first and last name
(leave GSUSA ID blank)

5. Click on “Save” button at the top of the page
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