Girl Scouts of Rhode Island

Quick Start Troop Instructions
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1. Log on to www.abcsnap.com with your email address and password

2. Go to My Troop, Edit Troop Information. Please make sure all of the information is correct. If you are
an older troop wanting only patches and extra proceeds, you must change the Main recognition Plan
from Girl Recognitions to OLDER GIRL3*. Once everything is correct, click SAVE at the bottom of the
page
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3. Troops wanting to participate in the Early Direct Sale will place a Planned Order in Snap. Select the
Cupboard (your SU) and Date (it will be 12/12/11 the day the order is due).
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4. Your order will be in full cases. Order by variety and then click SUBMIT and SAVE.
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5. Troops participating in the Order Taking Sale will place their order by Girl. The names of the girls in
your troop will be uploaded into Snap by your Council from Personify January 6, 2012. Enter your girl
orders in packages. You may order extra packages if you wish. Click Save if you will be making any
changes or Commit when your order is completed.
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6. To make changes to your Initial Order, go to the Cookie icon and select manage orders. Open your
Initial Order make your changes and click SAVE or Commit if you will no longer make any changes.
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7. Both Direct Sale Troops and Order Taking Troops will need to transfer troop cookies to individual girls.
Direct Troops’ Cookies will be transferred from your Planned Orders by your Council. All extra (reorder
cookies) will be transferred to your troop by your Service Unit Cookie Manager or by your Council.
Transfers are very important because girls will only receive recognitions for cookies that have been
transferred to them. Under the Cookie icon select Transfer Order. Select Troop to Girl Transfer, and

highlight your troop.
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Put in the amount of cookies you wish to transfer to a girl in the Quantity Box.

For troops wishing to use Snap to track Girl Payments, you may put amount of packages in the Booth Box only
if the Troop Leader or Troop Cookie Manager kept the $4 a package from the booth sale. No matter which box
you select, the girl will receive credit towards recognitions and the troop will still be financially responsible for

payment to the council.
Quantity = Girl still owes the troop $4.00 for each package.
Booth = Troop has already collected the $4.00 for each package.

This transfer is for girl orders and will impact the girl's balance amount.
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This box will transfer quantity from booth sales to the girl and will not impact the girl’s balance
amount. The quantity will be counted towards the gir’s total packages sold.
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Then highlight the girl you wish to transfer to, then click SAVE.
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8. Once all of your cookies have been transferred to the girls, you may then order their recognitions. Go
to the Ribbon icon, select Create Recognition Order, then Main. The Snap system will do all the work,
just make sure you select sizes for the T-Shirt and Hoodies, then click Save, or Commiit if you are sure
you will not make any changes to the girl cookie totals.
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9. Your Service Unit Cookie Manager will be doing Troop to Troop Transfers and posting of your cookie
payments in Snap. You can check all of these transactions in Snap under Reports. You may preview
reports or add 10 to your favorites. One the council will be checking often is the Troop Balance
Summary. It will show all of you cookie and financial transactions. Go to the Reports icon, select
Summary from the categories and find the Troop Balance Summary. Go to the report or add to your
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P g » B
“ ap‘“ '7:}‘ ﬁ . < ¢ P
sFarGirlScoulendu (“I) P ,q Iii ‘;f

Reports

Reports

Snap Archive Reports

Reports S —

REPORT LISTING

Girl Cookie Order Summary o Financial Transaction Surmmary
Planned Order Report o Girl Balance Sumrmary

Girl Cookie Order Detail Sumrmary
Girl Cookie Tatals Summary
Recagnition Order Sumrmnary By Girl
Recognition Order Sumrmary By Troop

Tatal Sales Summary
Troop Balance Summary

Troop Listing o

Total Troop Sales and Finances - Condensed Wiew
Troop Balance Summary

Troop Initial Grder

Troop Order Summary

Report Categories Reports

Charts/Graphs ~| |Track Cookie Share | add to Favorites

List Reports Transfer Order Sumrmar, -

Order Reports Troop Balance Summary Repaort Infa

Snap S| Troop Initial Recognition Order Sumrmary

Sum Troop On Hand Inventary Preview |t L]
Troop Order Sumrmary
Troop Proceeds Summary EJ Go To Report
Troop Recognition Reorder Summary |

et /fiuiny, besniap, com/Reparts Repart]

10. Need a life preserver, help is there!! Click on the life preserver to describe the page you are on or click
Contact Us for 24 hour Help Desk,
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If you are in need of assistance with Snap and are unable to reach

your Council or Service Unit Manager, please contact: .

Snap Help Desk
1-800-853-3730 or
abctech@interbake.com

When leaving a message or sending an email, please be sure to
include your first and last name, your Council Name, your
ServiceUnit and/or Troop Number, your phone number with area
code and brief description of your problem. That information will
allow us to serve you more effeciently.
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