
Girl Scouts of Rhode Island 

Service Unit Instructions  

 

 

1. Log on to www.abcsnap.com with your email address and password _________________________ 

 

2. Go to My Council, Service Unit Information.  Please make sure all of the information is correct, the Girl 

recognitions at the end of the sale will be shipped to this address. 

 

 

3. Add any Troops that do not already exist in Snap. Go to My Council, Manage My Council, and Troops - 

then click Add New Troop. 

 
 

4. Enter the troop number.  Select the Girl Scout Grade Level (Daisy, Brownie, etc.). Select Delivery 

Station if it is not already indicated and select TROOP PROCEEDS for the Proceed Plan if not already 

indicated.  Any extra Older Girl Proceeds that are earned will be distributed by the council at the end of 

the sale. For Recognition Plan select Girl Recognitions, Older Troops or Service Units may change this 

http://www.abcsnap.com/


field if they want only patches and more proceeds.  Insure all required fields are filled and click ADD 

TROOP at the bottom of the page.  . 

 
 

5. A Dialogue box will appear asking if you want to create a troop user for this troop, click yes. 

 

6. Select a Position, and enter the password cookies twice and then click Add User. 

 

 



7. If a troop already exists but there is not a User for that troop, you will need to add one so they will have 

access to Snap.  Go to My Council, User Management and click Add New User. 

 

  
 

8. Fill in the required fields using the password cookies and click Add User 

             

 

9. Manage your Delivery Station, only for Order Taking deliveries in February.  Go to the Truck icon, 

select Manage Delivery Stations.  Double click on your delivery station line and fill out all of the 

information for where your Initial Cookie Order is to be delivered.  Your council will do this process for 

you for Early Direct Sale deliveries.  Then click SAVE at the bottom of the page 



 

 

 

 

10.  You will have extra cookies delivered to your Service Unit because Snap will round to full cases for 

your Service Unit Delivery.  Troops do not round up. The most you will have will be 88 packages, or 11 

of 8 varieties.  You may also place a Cupboard Order for your Service Unit.  This will be in full cases. 

Go to the Cookies icon and select Initial Order, then select your Cupboard and order your cookies in 

cases.  If you want to make changes, SAVE your order, if not COMMIT. 

Cupboard Reorders will be placed the same way, but still need approved by Ginger Lallo to make 

arrangements with the delivery agent.  You will also need to transfer cookies from your Cupboards to 

your troops so Ginger can see your inventory decreasing before getting more cookies. 



 

 
 

 

11. Transfers ï Cupboard to Troop and Cupboard to Cupboard Transfer will be in CASES. From the 

Cookies icon click Transfer Order, then click Add a Row. 

 

 
 

 



Select Cupboard to Cupboard or Cupboard to Troop.  Enter the varieties to transfer in cases and click 

Save. 

 

 
 

Because the Unit of Measure for a Cupboard to Troop Transfer is cases, we have a second option if 

you wish to transfer in packages from your Cupboard. Your Council has created a ñfake troopò in your 

Service Unit.  The Troop has a four digit Troop number beginning with 80 _ _. Transfer full cases from 

your Cupboard to your ñfakeò 8 0 _ _ Troop, and then you may do a Troop to Troop Transfer in 

packages. 

 

12. Troop to Troop Transfers. Hover over the Cookie Icon and Click Transfer Order, then Add a Row 

 
 

Then choose Troop to Troop.  Select you SU and the troop from, the Select you SU and the troop To.  

Enter the number of packages and select Save. 



 
 

13. You will also be posting Troop Deposits and Payment in Snap.  Go to the Calculator icon and click on 

Financial Transactions, and then Add New Troop Transaction.  

 

 
 

Enter all the required fields and click Save 

 


