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1. Click the “Transactions” Tab 

2. Click on the “+Add” box. This will open a new window titled ‘Add Transaction’  

3. In the Time & Place box, select “Normal” and then “Troop”. 

4. Enter the troop number that you are transferring to/from. Ensure you are entering the correct troop number.   

5. Edit the “Contact Info” box to enter detailed notes for the transaction.  

6. In the “Cookie Order” box, you have two options:  Add Product or Remove Product. 

 •  If cookies are being added to your troop, click “Add Product”. 

 •  If cookies are being removed from your troop, click “Remove Product”.  

7. Enter the cookies. 

8. Click “Save” button.  



1. Click the “Girl Orders” Tab. 

2. Click on the Girls Name you wish to move cookies to (this will open a new window). 

3. Click on the “+Order” box, which will open a new window. 

4. Add any notes for the transfer in the “Comment” box. 

5. Add the number of packages to be moved TO the girl.   

6. Optional: You may also add payments from the girl instead of doing a separate entry on the “+Pay” button. 

7. Complete the transaction by clicking the “Save” button. 


