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DIGITAL COOKIE digital
Digital Cookie is the new online platform that Girl Scouts and their families will use to CE-_"":’k

manage the Girl Scout Cookie Program. You’ll be able to use the Digital Cookie app to
sell cookies wherever you go! The app makes it easy to set your sales goal, share your
cookie story, email customers, take payments and track your progress!

.
le.

Registration and Set Up

REGISTRATION

1. Watch for your registration email* from Girl Scout Cookies (email@email. [
girlscouts.org) with the subject “It’s time to register your Girl Scout for giﬂscoubs.
Digital Cookie!”. You should receive this email on January 17. Search your
Promotions/Clutter/Spam folder too. *If you did not receive a registration
ematil, find more information on page 3.*

2. Click the Register Now button in the email to take you to the Digital Cookie
registration site. (For best results, use the most up-to-date version of your
web browser.)

Dear Emily,

3. Once you click the link you’ll be on the Digital Cookie platform. Create a
password.

4. Use your new password to log in. Remember to use the same email address

e
REGISTER NOW

where you received your registration email (it’s the one GSGI has on file for | i
you). : : -

5. When you first log in, you will have the Safe Selling for Smart Cookies Create Your Digital Cookie Password
safety video pop-up to watch and review with your Girl Scout(s). You inenyou create your pssuor. confrmation emai il be s

Password

cannot proceed any further until the full video has been viewed. ‘

Passwords must be 8-16 characters, include 1

6. Read and accept the Terms and Conditions agreement. NOTE: Ifyou are
a volunteer, you will first see an additional Terms and Conditions for
Volunteers. ‘

7. Next, the Girl Scout Safety Pledge will appear. Be sure to read it to/with
your Girl Scout(s). Then check the box for accept and click continue.

FOLLOWING STEPS APPLY TO PARENTS/GUARDIANS OF GIRL :
SCOUTS 12 AND UNDER (CONTINUE TO NEXT PAGE FOR GS 13+) » —

1. You will then be taken to a screen to activate your Girl Scout(s) for the
Digital Cookie Platform and update their preferred name if desired.

If the Girl Scout you are activating is 13+, you can enter their
email address and they can complete their own registration
process. (See Site Registration-Girl Scout 13+ section on page e — —

3.) Girl Scouts 12 and under will login with their parent/
guardian and do not need a separate email address.

After activating all your Girl Scouts (if you have multiple),
you will click the Access Site button to be taken to the first
Girl Scout’s home page.

2. Once you have registered, watch your inbox for a registration
confirmation email.

[




FOLLOWING STEPS APPLY TO PARENTS/GUARDIANS OF GIRL SCOUTS 13+

1. After agreeing to Terms and Conditions, you will be prompted
to register all Girl Scouts associated with your email address.
Enter their preferred first names.

If your Girl Scout is 13+, you can enter their email address so
they can manage most of their Digital Cookie site. Girl Scouts
13+ still need an adult to approve the Girl Scout’s site and
orders throughout the season.

If your Girl Scout (13+) doesn’t have their own email addreSS, m

they can work with you and use your login to set up their site.

Victoria Roy

2. The Girl Scout will then need to check their email inbox for preferred FreName® [ Vo
an email from Girl Scout Cookies. Girl Scouts should be sure
to add email@email.girlscouts.org to their safe senders list so e

that this email goes to their inboxes and not to junk/spam/
promotions email folders.

When they get the email, they need to click Register Now to go to the Digital giriscouts"
Cookie registration site and set their password.

If they don’t get the registration email within 15 minutes of you adding their
email address, Girl Scouts can follow the steps on the No Registration Email
Received section below.

Register for Digital Cookie®

3. The Girl Scout will need to complete the same steps to set up a password as
all other users. Once they set their password, they will be taken to the Safe
Selling for Smart Cookies video. Girl Scouts can’t proceed further until the
full video has been viewed.

4. Then, read the “Girl Scout Safety Pledge.” After they’ve read the pledge, they
can click the box to accept it and then click Continue be taken to the home _ _
page of their site to set it up. S

NO REGISTRATION EMAIL RECEIVED

In order to receive a Digital Cookie registration, a Girl Scout must be registered for the current membership year
and GSGI will need to have the correct email address on file for their parent/guardian. If you have opted-out of
receiving emails from GSGI, skip to Step 4.

1. Check your junk/spam/promotions inbox one more time for an email from Girl Scout Cookies (email@email.
girlscouts.org) with the subject “It’s time to register your Girl Scout for Digital Cookie!”. If you do not see the
email, follow these steps to get registered for Digital Cookie.

2. Go to digitalcookie.girlscouts.org/login and click the Need help to log in link. (For best results, use the most
up-to-date web browser.) You will get a screen of steps you can use to try and get registered for Digital Cookie.


https://digitalcookie.girlscouts.org/login

3. Start by clicking on the Request a Registration Email and enter the email address that you used to register
your Girl Scout.

Request a Digital Cookie Registration Email

Enter the email address you have on file at Girl Scouts and we'll send you a Digital Cookie
registration email. It can take up to 15 minutes to receive the email.

Your reset email should be delivered within 15
minutes, but some email providers may take a few
hours. If you have checked your spam folder and still
don't have your email, Contact customer support

Email

4. If your email is in the system, you will get a message letting you know that you
have been sent a registration email and you will receive it within 15 minutes.

Email

GirlScout@girlscouts.org

If you get this error message (shown to the right) and you think your Girl SCout | fn e e =00 oo

Parents, check the email address that's on file

is a registered GSGI Girl Scout member, you can choose check the email address | 2% e onon
that’s on file for you.

5. You will select your Girl Scout Council: Girl Scouts of Greater Iowa

6. Then enter your Girl Scout’s first name, last name, and troop number. If your Girl Scout’s information is not

in the system or not in the system the way you entered it, you will need to contact GSGI (email: info@gsiowa.
org or call: 800-342-8389).

Verify your Digital Cookie Information

Look up the parent contact information that's on file for your Girl Scout. If you don't know
the troop number, please contact your Troop Leader or council for assistance.

The information you entered could not be matched in the Council's Digital Cookie records. Please check the data

What counil is your Girl . and try again.

Louisiana East
Scout's troop assigned to:
Girl Scout First Name Joanne If the problem continues, contact your council, Troop Leader or customer support for assistance.
Girl Scout Last Name Smith
Girl Scout Troop Number | 12352| x
[ ]

7. If your information is loaded into the Digital Cookie system, you will

Verify your Digital Cookie Information

need to verify that it is correct. Here's the Digital Cookie contac nformation thats on file for your Gi Scout.

. . . . . . Girl Scout First Name: Joanne
If the information is correct, you can send yourself a registration email o et neme
knowing what email address you should use to look for the email. Gir ot Troop 12352

Parent First Name: Crystal

If the parent/guardian information is incorrect, click on the Update ParentiastName:  smith
Details button. NOTE: If you are also a cookie volunteer you will need porentEmal: deresmusore
to update your email address in Smart Cookies.




8. To update your information, you will need to enter your Girl Scout’s

Update Your Digital Cookie Information

Date of Birth as a security measure, then you can update your name sy s g st i ey cunc ity s Your
and/or emall address' Clle Submlt. registration email will also be sent.

Girl Scout First Name: Isabel
You will get a success message once you submit your changes. GSGI S

will then review the updates and approve or reject the updates. You GinscoutDateofirtn | 071172011

will receive an email notification when they have completed that step. pareneFrstame fesse
Parent Last Name Garcia
Parent Email dctests12-1@girlscouts.org X

9. If the Girl Scout is imported but their parent/guardian information is
not on file, you can add the parent/guardian information. [ suemic |

Contact Customer Support

As in Step 8, the information will need to be reviewed by GSGI before
your Digital Cookie account is activated. Once approved, you will Vour Ut v e s 0 counl and il b e 5 ety 5,

Youll receive an email confirming the status of your update and if you changed your email, a registration email will

receive a registration email and can begin accessing Digital Cookie. | aseesr

FORGOT PASSWORD/RESET PASSWORD

1. Go to digitalcookie.girlscouts.org/login and click the Forgot password link.
2. Enter the email address associated with your Girl Scout’s Digital Cookie registration.

3. You will be sent an email with the subject: “Your Digital Cookie password reset request” from Girl Scout
Cookies (email@email.girlscouts.org) in about 15 minutes. Check your junk/spam/promotions folders if you
do not receive it and be sure to add email@email.girlscouts.org to your safe sender list.

Click on the most recent email you received if you have requested multiples.

Open the email and click on the Reset Password link.

Log in to Digital Cookie
Forgot your Password?

Email
Enter the email address for your Digital Cookie
account and you'll receive an email with a link to
create a new password. Dear Kaktin,
. Did yo Gookic® password? If s, you may tesct it
Password Email " * et

[ | |

Forgot password Need help to log in

. Reset your New Digital Cookie Password Forgot yvour Password?
4. You will be taken to a page to reset your Vinenyou sy s, cofrmasn il e BN
Enter the email address for your Digital Cookie
create a new password.

paSSWOrd Password account and you'll receive an email with a link to

Email
Your password must be at least eight characters and

5. If you do not receive an email to reset your e e o e ‘
password in 15 minutes, return to the login

include the special characters |, %, or $.
Confirm Password )
page in step 1 again, click Forgot password |

Haven't received the email, you've checked your spam

and this time select contact customer SRt S e S

support to be taken to a customer service
oty B uorias

form.
6. Select Password Reset then complete the :
. Account Management FAQs to Get Started \fﬂ‘h
online form for customer support. e S Digital Cookie

* Locked account /| Password reset

;- |Learn About

« Incorrect account information Additional Topics -
= Cookie Orders
* eBudde™ wEl
Cookie Page Setup « System errors e 4
* Cookie page setup « Other questions or issues How to Use Your [
Troop Dashboard /(ﬁ
My Cookie Customers How are we doing? - e h
« Customer list 00 e = I
Share ideas
« Marketing emails
5 M & feedback
My Cookie Orders

« Order details

* Order issues

« Mobile app



https://digitalcookie.girlscouts.org/login

UNLOCK ACCOUNT

1. If you have attempted multiple times to login at digitalcookie.girlscouts.org/login and did not successfully
input your password, you may find yourself locked out. You can contact Digital Cookie customer support to
unlock your account.

Log in to Digital Cookie . .
) o Unlock Your Digital Cookie Account

-
2. If you click the unlock your account link, you will be asked to validate the girl scouts®

email address you use for Digital Cookie, then click the Send Email button.

3. You will be sent an email with the subject: Your requested pin number from
Girl Scout Cookies (email@email.girlscouts.org). Check your junk/spam/
promotions folders if you don’t receive it and be sure to add email@email. S
girlscouts.org to your safe sender list. ST CAN et s S AT e )

You will have a pin number in the email.

4. Enter the pin code back in Digital Cookie on the unlock screen, then click Unlock Your Digital Cookie Account
on Verify. T D ————

5. You will be taken back to the Digital Cookie login screen with your
account unlocked and ready for you to attempt to login again. If you are
unsuccessful logging in, consider resetting your password using the Forgot
password link.

Otherwise, log in and get started with your Digital Cookie experience.

PHOTO/VIDEO UPLOAD

Want to double or triple your Girl Scout’s sales? Let their customers see them!

1. Parent/guardians and Girl Scouts can go
to the Site Setup tab in their navigation
bar. If they have already set up the site and
published it, they will need to click on the
Edit button at the top of the page.

Shop  MyAccount LogOut

girl SCOUtS You are viewing as:

Parent of Test1001 G. Troop 12394 v

Customers Orders MyRewards My Cookies Cheers

Home Badges Learning

2. From there, scroll down to Step 2: Write My Cookie Story. In the bottom half of that section, Make your
cookie story even better, Girl Scouts can show their cookie colors to their customers by uploading a photo
or video.

Add a picture to your Digital Cookie site.
Click on the picture you like the best!



https://digitalcookie.girlscouts.org/login

TO CHOOSE A PHOTO

3. Girl Scouts can choose to use a photo from the gallery already Make your cookie story even better
in Digital Cookie by clicking on Choose from the photo gallery. SPeess SRS STEE )
Clicking on that gives them some images they can use or e (@] e ‘
they can click Upload your own photo and search their own o O

-or-  Usethe Girl Scouts

computer files for the photo they want to upload. b

4. The photo will appear in the preview pane. You can choose to N e
either Save and use it on your site, or Delete and start over
with a new upload.

TO UPLOAD VIDEO

5. Girl Scouts can use the Cookie Boss video already in Digital O D S e BT
Cookie (click Use the Girl Scouts video: Cookie Boss) or they SO AL
can upload their own video by clicking the Upload your own E® e o e E T

. . Save to update your site.
video link.

-or-  Usethe Girl Scouts
video: Cookie Boss

Clicking the link will take them to their computer files to
browse for the video they want to upload. A spinner will R powomaesour o

appear while the video uploads. Ea

When it uploads, they will see a Watch My Video icon.
Users can also click the graphic to see a preview of the video
in a pop-up video window. Make your cookie story even better

Choose a photo or video (optional)

6. When Girl Scouts are satisfied with the video, they can click E@ o
Save. If they don’t like it, they can click Delete which will oo e
remove it; they will need to re-upload using the Upload your B ™ e o
own video link again.

@ How to make your video
Once Girl Scouts have saved their video, they can click the
green Download button to see it in a full-page format.

. . . . REVIEW YOUR DIGITAL COOKIE PAGE AND PUBLISH  ReQUIRED
7. When Girl Scouts 12 and under are satisfied with the photo
or video, parent/guardians will click See your site and e b o e o s st s o
have customers order cookies online.

publish.

When Girl Scouts 13+ are satisfied with the
photo or video, they can click the See your

cookie page and submit for approval 1 Em 2 Dickal Cookie Sibe Frovicn
bUtton ° ng;g&g{%&‘aﬁe page updates that were submitted for your approval on
. . . 'APPROVE AND PUBLISH
8. If Girl Scouts want to see the video again, B
they can click on it in their site preview. Lear abouepprovas
Emily's site status: Published https://DigitalCookie.GirlScouts.org/scout/emily379909

Digital Storefront: OPEN | CLOSE ONLINE STORE

.

‘of colorado

Emily's Digital Cookie® Store

438 Packages Left To Go!
My Cookie Story

Help me reach my goal. Thanks for your support.

Test Happy Testing Tearm!




Site Use

GIRL SCOUT AND CAREGIVER DASHBOARD

Your Digital Cookie Dashboard has information that helps you support your Girl Scout in their Digital Cookie
sales.

You will see multiple tabs at the top of your dashboard.

‘ Shop  MyAccount  Log Out

girlscouts

Home Badges Learning Site Setup Customers Orders MyRewards My Cookies Cheers

The dashboard itself has six sections.
1. Cookie Sales Progress and Cheers
2. My Cookie Site
3. Orders to Deliver In Person
4. Learning
5. From your Council
6. Online Sales and Marketing
COOKIE SALES PROGRESS AND CHEERS

Track your cookie sales and how your troop is doing towards their goal. You can update your goal and enter
offline sales all from your dashboard.

You will also be notified from your dashboard if you have a new Cheer or easily send a Cheer to another Girl Scout
in your troop right from your dashboard.

Juliette’s Digital Cookie® Platform

Welcome J u I iette| COOKIE SALES PROGRESS (D

I Offline Sales

N . Il Online Sales
Digital Cookie can help boost your sales, COOKIE SALES END IN

sharpen y.our entrepreneurial skills, and 88 9 53 20
power unique adventures for you and your DAYS  HRS MIN sec
troop year-round!

You don't have any new cheers. 0 packages credited by troop volunteer

But you can still inspire your troop members! -0 e Sales last updated 8/4/23 2:00 PM CDT
‘ZCD/» My Sales Goal Packages Sold Packages to Sell
50 packages 0 50 My Troop
UPDATE UPDATE SEE DATA

Our goal: coming soon



MY COOKIE SITE

Once your site is set up, you can copy your site’s URL or download a QR code to share with customers.

My Cookie Site: Open for Business
QR codes can be
Sam's cookie site url: added to business

https://DigitalCookie.GirlScouts.org/scout

/laeaaladd34999965 cards and door
hangers found
on The Bridge!
Site setup approved: 08/09/2023 01:20 AM CDT (gsgibridge.com/
Site Setup Video cookieprogram)

Site Setup Quick Tip Sheet

ORDERS TO DELIVER IN PERSON

In this section you can see if you have orders to be approved or delivered. This is an overview of the elements of
your dashboard. Pages 18-20 will go into more detail about approving and delivering your In Person Deliveries.

@ Orders to Deliver In Person
Approve for delivery: 1 Order(s)
« You have 5 days from the order date to
approve.

Orders to deliver: 0 Order(s)

LEARNING

This section will let you know when you have completed a cookie pin or badge. Once you have completed the
steps on the Badges page, the pin or badge you have completed will be colored in, as shown below.

Learning Learning
» Cookie Pin & % Cgok’\e Pin &
) oE
L Badges Ba gg’
» Cookie Planning . Cool\‘\e Planning
¢ » Cookie Sales
» Cookie Sales

FROM YOUR COUNCIL

Notes of encouragement from GSGI that you can read here.

From Your Council

Own Your Magic!

ONLINE SALES AND MARKETING

Monitor your cookie business by viewing your total sales as well as a
breakdown of sales by cookies and delivery options. You can also see
how many marketing emails you have sent to customers.




MY ACCOUNT TAB

Use this tab to update your email address or password, or girl information.

Shop ( My Account ) LogOut

@

girl SCOUtS You are viewing as:

Parent of Juliette Low Troop 1912 v

Home Badges Learning SiteSetup Customers Orders MyRewards My Cookies Cheers

1. While logged into Digital Cookie, click on My Account at the top of the page.
2. Make sure you are in the Settings tab.

3. Clicking on Change email will give you a screen to update your email address. If you are also a troop or
service unit volunteer, you cannot change your email address here. You will need to update your email address in
Smart Cookies instead.

4. Clicking on Change password will give you the opportunity to update your password.

5. Clicking on the Girl Account(s) tab will allow you to update the preferred first name and email address if
the Girl Scout is 13+.

NOTE: Updating your email in Digital Cookie does not mean it will be updated on file with GSGI. Please login to
MyGS to update your email there as well or email the change to info@gsiowa.org.

My Account Settings

Change Your Email
If you have questions about the Digital Cookie experience for girls 12 or young and girls 13+, click here for more information.
For Security reasons, when you change your email address you must also change your Digital Cookie password.

Settings ‘ Girl Account(s) New Email:
| L |

Current Password:

Manage your email and password. New Password:

Email: juliette@cookies.org Change email Your password must be at least eight characters and include at least one

uppercase letter, one lowercase letter, and one number. Optionally, you

A— . : )
Password: Change password may also include the special characters |, #, or $.

Re-enter New Password:

Cancel “

If you have questions about the Digital Cookie experience for girls 12 or younger and girls 13+, click here for more information.
‘ Girl Account(s)

Girls 13 and older can add their own email address. This allows them to manage details for their cookie site.

Digital Cookie Preferred First  Girl Email

Status Girl Scout Date of Birth GSUSA ID Troop Name* Address Action
) Alicia - )
Registered . 07/01/2006 9999998985 12362 Alicia - Edit
Martinez



mailto:info@gsiowa.org

BADGES

This page displays the Cookie Entrepreneur Family Pins, and the Cookie Business badges appropriate to your Girl
Scout’s level.

Shop  MyAccount LogOut

@

girl SCOUtS You are viewing as:

Parent of Juliette Low Troop 1912 v

My Cookies Cheers

Learning Site Setup Customers Orders My Rewards

COOKIE ENTREPRENEUR PINS/BADGES

1. While you are logged in to Digital Cookie, click the link for Badges to be taken to the Cookie Entrepreneur
Family Pins and Cookie Business badges that your Girl Scout can view and complete.

2. You’'ll be taken to a page that displays the Cookie Entrepreneur Family Pins
and the Cookie Business badges appropriate to your Girl Scout’s level.

For the badges, Girl Scouts can read an overview of the steps. For
full details, check with the troop volunteer or purchase the online
requirements using the GSGI shop link.

For the Cookie Entrepreneur Family Pins, Girl Scouts can click on the
instructions for each step. (Shown to the right.)

3. The instructions for that step of the pin will pop up. They can click on the
link to complete any activities in Digital Cookie, and once completed the
Girl Scout will click the box next to each step.

4. When the box for the last step in earning that pin is checked, a pop-up
will appear asking to confirm the Girl Scout completed the last step.
Once confirmed, they can’t go back. Girl Scouts can mark the steps as
completed even if they finished the badge earlier. l@

e

The Girl Scout can repeat the steps if they want—these are all great tools
for their cookie sale. When they have completed all the steps, a star will
appear at the end of their progress bar, and they’ll receive a message of
congratulations!

5. Once the Girl Scout has completed the badge or pin, it will display

in color on their home page. Hooray! You are about to complete your
award.

Learning
This is the last step needed in order to earn:
srgnss Entrepreneur Pin
» Cookie Pin &
- Once you check "l did it" you won't be able to undo this step.
) @ Badgef" 5 Your award completion date will be set.
5 » Cookie Planning

= 2 Did you complete the last step?

» Cookie Sales y P P

No, not done yet
Get full badge requirements
LEARNING B
Congratulations!
. . . . Great job! You've earned your My Cookie Customers
This page has games, videos, and other cookie program exercises ecgel e socge e

tailored to the Girl Scout’s age level.

1



SITE SETUP - GIRL SCOUT 12 AND UNDER

1. To help your Girl Scout set up her business for customers, log in to digitalcookie.girlscouts.org/login and click
on the Set up your Digital Cookie site link in the My Cookie Site section, or the Site Setup at the top.

Shop  MyAccount LogOut

@

gil’l SCOU':S You are viewing as:

Parent of Juliette Low Troop 1912 v

Home Badges Learning @ Customers Orders MyRewards My Cookies Cheers

2. There are several different sections to their home page.
Click on the headings to be taken to the instructions for Welcome, Juliette!
that section.

~ Goal Setting: Set My Sales Target
~ My Cookie Story

~ Photo/Video Upload

~ Preview and Publish Your Site

GOAL SETTING: SET MY SALES TARGET

1. Girl Scouts enter how many packages of -
. . . STEP 1 SET MY SALES TARGET RreqQuirReD
cookies they are working to sell this year
through online and offline sales.
2. Whel’l the Il’lfOI‘matlon iS entered, the Emily wants to sell packageswh\ch=about to help her Troop and others. m
calculator will show how much money the ﬁ.?\
tl‘OOp Will get from thelr hard Work Don,t The money you earn stays local, funding amazing experiences for you and your troop. REWARDS. Learn more

Jforget to save your goal before moving on.

*When you sell cookies, it goes to your troop budget. Together, you can accomplish big things!

3. Clicking on Rewards will take you to

: Emily's Total Sale P
GSGI’S rewards tab tO see What rewards SO FAR EMILY HAS SOLD 7m|ys otal Sale Progress
the Girl Scout might want to work towards. B[ o] otminesates B Snese
| 0 Online Sales

4. Girl Scouts can enter any offline packages
they have sold so their customers will see 0 Total Boxes sold
their total sales, not just their digital sales.

MY COOKIE STORY

1. Girl Scouts tell their customers
about their troop goal and why

WRITE MY COOKIE STORY  ReQUIRED

lt ,S imp Ort ant . Tell your customers what you and your troop plan to do with Tell your customers what you learned from selling cookies.
the money you earn from selling cookies.
2' Girl Scouts Share What they,ve My Girl Scout Troop will be doing a service project for the I love to ask people to buy cookies when they say yes. | like
learned from the co Okie program food bank going ice skating camping and to a water park. to sell cookies at a store and sell them to people.\
3. Save their story. They can make equired Required 87 characters
edits to it at any time. Ea

Customers want to hear how you're using cookie money — the more you tell them, the more inspired they'll be to
support your cookie sales efforts!

12


https://digitalcookie.girlscouts.org/login

PHOTO/VIDEO UPLOAD Make your cookie story even better
Choose a photo or video (optional)

1. Girl Scouts can upload a photo or use a picture o — A

from the gallery. cunenere sl )

¢ Ygur Digital ‘C00kie site

2. Or Girl Scouts can upload a video or use the @4 Urosayour -or-  sethe Girscous will show this photo.

COOkie BOSS Video own video video: Cookie Boss
3. Bonus! Girl Scouts can get tips on how to make a @ Eloatomake youvides

great video.
SEE YOUR COOKIE SITE AND PUBLISH
Psst...if you're a Girl Scout 13+, jump to the next section (Site Setup - Girl Scout 13+)

1. Almost there! Click Save your site and publish to see how the site appears to customers and publish.
NOTE: If your button only says see your site you may be missing some required fields or didn’t make any
changes. Go back and check that everything has been completed.

STEP 3 REVIEW YOUR DIGITAL COOKIE PAGE AND PUBLISH  RreQuIReD

PARENT OR GUARDIAN: Your girl's Digital Cookie page ; ,
must be published if she wants to send marketing emails or See your site and publish
have customers order cookies online.

Digital Cookie site update history
Site Setup resubmitted on Wed Oct 05 00:15:41 EDT 2016.
Updated site saved on Wed Sep 28 14:05:37 EDT 2016. You must resubmit these changes for approval.

Site submitted for approval on Wed Oct 05 00:15:41 EDT 2016.

2. You will see what the customer will see. Some things to check:
~ Is the spelling and grammar correct and does it tell a story?
~ Make sure the photo or video are displaying correctly.
~ Are the goals accurate?

3. If you need to change anything, click Edit and make changes.

4. If it looks good, click Approve and publish.

Your Girl Scout’s cookie store now has its own website! If GSGI’s cookie season hasn’t started, the link will
become active February 1.

- s —_ * e LA E XL — " ~g e AN

¢ Lucy's Digital Cookie Site Preview L]
L] Lucy mad Digital Cookie page updates that were submitted for your approval on
09/06/2022 01:15 PM CDT.
'~
Learn about approvals
Lucy's site status: Published https://DigitalCookie.GirlScouts.org/scout/lucy287930 {

Digital Storefront: OPEN | CLOSE ONLINE STORE
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SITE SETUP - GIRL SCOUT 13+

Psst...Girl Scouts 13+ should follow the Site Setup directions on page 13 until reaching “See your Cookie Site and

Publish”.

1. Almost there! Click See your site and publish to see how the site appears to customers and publish. NOTE:
If your button only says see your site you may be missing some required fields or didn’t make any changes.

' REVIEW YOUR DIGITAL COOKIE PAGE AND PUBLISH  REQUIRED

PARENT OR GUARDIAN: Your girl's Digital Cookie page
must be published if she wants to send marketing emails or
have customers order cookies online.

Digital Cookie site update history
Updated site saved on 11/05/2019 03:58 PM CST. You must resubmit these changes for approval.

Site submitted for approval on 11/05/2019 03:49 PM CST.

' A

See your site and submit for approval

2. A preview of the site will display and you can either make additional edits (click Keep editing) or submit it

for parent/guardian approval (Click Submit for approval).

— o S ——

Sage's Digital Cookie Site Preview

] You have completed the required information.
Now you can submit your Digital Cookie page for your
parent or guardian to approve.

LEGag il SUBMIT FOR APPROVAL

—

i

1

Learn about approvals

Sage's site status: Published https://DigitalCookie.GirlScouts.org/scout/sage8178

girl scouts
of north-central

EELEEY

Sage's Cookie World

53 Packages Left To Go!
My Cookie Story

My Troop is working to earn money for both travel and higher Help me reach my gosl. Thanks for your suppor.

awards in sery ur community, Cookies has taught me to
Sppreciate cifferences iy Customers and to ahiays expect e [ ]
unexpected. O 10 20 30 4 5 6 70

3. Once they have submitted the site for approval, you will receive an email that
your Girl Scout’s site needs approving. When you click the pink Review Site
button in the email, you will login and be sent to your Girl Scout’s site preview.

4. From there, you can review it and either Approve and Publish to have their
site go live, or click the Edit button to make changes. If you make changes, once
completed, click Approve and Publish. Make sure to let your Girl Scout know
you made changes.

5. The Girl Scout will receive an email confirmation that their parent/guardian has
approved their site. Now she is ready to send marketing emails to customers
once the council’s Digital Cookie sale is open.

— N T |,

[ -criee
f’d o -

Sofia's Digital Cookie Site Preview ot

Sofia made Digital Cookie page updates that were

PARENT i »

_OR. submitted for your approval on 11/18/2019 12:27 PM CST. o

GUARDIAN '
s |
=
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Please review and approve her site
Dear Annabelle,

Zoe updated their Digital Cookie® site. Please take a moment to approve the
updates.

It's simple and quick! Log in to your Digital Cookie account and navigate to the
Site Setup’” tab and then revier the following:

* Make sure your Girl Scout's theirlast hool
h , email add: orany ntifiabl
information. This applies to your Grl Scout's cookie video as well.

* Review any ph your Girl

make sure you are comfortable with the content

* Reviex your Girl Scout's cookie story to ensure they share their plans for their
cookie proceeds. Research shows ifs 2 key driver for customers as they decide
to puschase.

« Ifyou need to change something, you can edit the information. Be sure to tel
your Girl Scout if you made changes.

I everything looks good, simply approve the site, and it will be ready for her to
reach out to customers.




CUSTOMERS

A Digital Cookie site isn’t any good without customers! Learn how to enter customer information and send
marketing emails using the Customers tab.

@

gil’l SCOU':S You are viewing as:

Shop  MyAccount LogOut

Parent of Juliette Low Troop 1912 v

Home Badges Learning Site Setup @ Orders MyRewards My Cookies Cheers

The Customers page is broken into two sections:

~ My Cookie Customers, for managing customers

A~ Connect with Customers, to learn more about marketing to customers
MY COOKIE CUSTOMERS

1. Girl Scouts can add or import customers they want to send marketing emails to—and keep all their
customers in Digital Cookie for referencing in future cookie seasons.

2. Clicking on a customer’s name brings up more information about the customer, including details about
any orders.

My Cookie Customers |

<Back to customer list

Custorner List

o Customer: Jasmine garcia Contact Source: Website
¢ markeling emails, keep customer information up-lo-date, and track orders. Q T Emall: dccestS12-10@giriscouts.org Notes:
Address: 1602 Kepr\erDr
[[] setectan Add Customer More. Show 10 ltems. Phone: 792.057.2097
NA-me Email Address Last Emailed Email Title Total Orders Total Pkgs W _
m Jasmine Garcia Yes 11/18/2019 Open 0 0
O« e o o Season2022  Orders:1  Packages added to sales goal: 6
] seme ves 111812019 Open 0 0 I
DETAILS ‘COOKIES 'ORDER SUMMARY
z:::;x’:k . ::2%717111&43 P Gl trefois, 1 pkg Cookie Packages: 6 $36.00
OrderStatus:  Delivered Sl S:jg;‘i;“jl:egkg Subrotal: $36.00
Deliver To: Jasmine garcia i caramel delites, 2 pkgs In-person Devery Free
e ﬁ;’gg:iss'.(: OB i s, 2 phos OrverTowk $36.00
Order Type: In-Person Delivery Added to sales goal: 6 pkgs
Send Marketing Emails A COEERIECUErOREE
1. To send emails to customers, check the box in front of all the CUSOMET LS vt s st 0 roe s
customers you want to reach, then click Send Marketing Emails.
Select All Send Marketing Email Add Customer More. Show 10 ltems
° . . Email Address Last Emailed Email Title Total Orders. Total Pkgs.
2. Next, select which of the three emails you would like to send at - ;
this time: Open for business, There’s still time to order cookies, 0 0
or Thanks for your support. ’ ’
Yes 1 4

To find out more about each of those emails and see a preview,

go to the Connect with Customers section on page 17.

You can select different customers and send different emails to them or
send the same email to all your customers at the same time.

When you have made your selection, check the box next to the email you
are going to send and then click Send Email at the bottom of the screen.
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Add Customer

1. To add customers manually (instead of importing), click the Add Customers button and you will get a
screen for entering information.

2. The only required field is name. However, to maximize your marketing, you should complete as many of the
fields as possible. If you enter data in the Nickname field, the customer will receive their email addressed to

the nickname instead of their first name.

3. When you are finished entering information, click Add Customer. The customer information will be stored.

4. If a you attempt to add a customer that already has an email address in their customer list, the system
will alert you that it is a potential duplicate and ask what information should be maintained between the
two records.

My Cookie Customers

Customer List
SetectAl 3 cus Show 10 ke

Name Email Address  LastEmailed  EmailTie  TowlOrders  Total Phgs

5. You can also add customers who have made a purchase and aren’t on your customer list.
Delete Customer

We recommend keeping customer lists from year to year, but there may be times when you will need to
delete one or more.

My Cookie Customers

Delete Customer
Customer List
You want to delete 1 name from your customer list.
s — Show 19 kems If deleted, this cannot be undone.

Name. EmailAddress  LastEmalled  EmailTwle  TowlOrders  Totel Phgs

. : o | — M - |

1. To do that, select the box in front of the customer(s) you want to delete, then click on the More dropdown
menu and select Delete Customer.

2. You will get a pop-up warning that deletion is permanent and confirming how many customers you are
attempting to delete. To continue with deletion, click yes.

Import

My Cookie Customers

1. Clicking on the More drop-down menu gives you the option to omertse o
import a customer list. The screen has instructions on how to

import contacts. It also includes the template that you will need for

importing. The template is on the second tab in the spreadsheet, O o
titled Import Customer. e o

2. When the list is prepared and saved, use the Choose File nport a List of Castomer Names
bUtton to SeleCt your flle from Where you Saved it' Then CliCk You can take a copy of information you have in one program and use it in another program. Wnen you do this, you are
. . importing a file from one place to another.
the green Import File button at the bottom. When it has o
successfully been imported you can send marketing emails to 1. Downioad aur CookieCustomers Tempiae, There arehelpfl insructons i th e
2. Type the names of customers who would like cookies into the file. Include their email addresses so you can send them a
those CuStOmerS. cookie marketing email. Remember to save the file.
3. When you have finished putting in the names of your customers, select "Import file.
o)
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Export

1. The More drop-down menu also gives you the option to export your
customer list. When you choose Export a screen will pop up with
instructions on how to export your customer list and save it to your

computer.

will be asked where you
your computer.

Simply click the green Export File button and you

want to save the file on

My Cookie Customers

Customer List
rheting emails, keep customer information

[ setecean As

Email Address

Last Emailed

Email Tie

Total Orders

Qe

Show 10 lems.

Total Pgs

1nenots Ope:

1182019

0o|a

Open

o

o

o

Export Your Customer List

Saving a copy of your customer list is easy. When you select the "Export file” button,  file will download to your computer

with the name "DigitalCookieCustomers”. You can rename the file, if you wish, and save it on your computer.

Cancel .@.

CONNECT WITH CUSTOMERS

Learning about marketing to your cookie customers is a great skill

that can increase cookie sales.

1. In this section you can see the three different emails to send to
your customers—and get suggestions for when to use them.

Connect with Customers

Running a business means knowing how to keep your customers up-to-date with
information! This timeline shows you when your customers will receive an automatic
email from the Digital Cookie system—like when their cookies are shipped—and
when you can send a message of your own. Click on a circle to see the emails your
customers are getting.

your home page.

Customers who purchase directly from a link won’t be reflected

You can also send customers a link to your Digital Cookie
website OR generate a QR code for them to use directly from

sA
eanLs You @
i
oo
Ot
sssssssss
My Cookie
Season
Timeline

EMAILS SENT
AUTOMATICALLY

S m

I * Your Digital Cookie site is published, 50 you can send emais.

Order Order
Placed shipped | OR

\ Delivery*

as an email sent in your totals. But their orders are treated the
same no matter how they reach your website.

®

girl scouts

My Cookie Site: Open for Business

Juliette’s cookie site url:
https://DigitalCookie.GirlScouts.org/scout
/inaaa34999965

Copy Link [l View QR Code

Juliette’s Digital Cookie Platform

H COOKIE SALES PROGRESS ()
Welcome, Juliette!
M Offline Sales
M Online Sales
Digital Cookie can help boost your sales, COOKIE SALES END IN
sharpen y.our entrepreneurial skills, and 132 9 32 55
power unique adventures for you and your oas  Wes MmN sec 155 25
troop year-round!
0 0 100 150 200 250+
1
You have 1 new cheer to look at! 170 pach dited by troop ®
VIEW YOUR RECENT CHEERS Sales last updated 8/25/23 3:15 PM CDT
@ My Sales Goal Packages Sold Packages to Sell
250 packages 180 70 My Troop
UPDATE UPDATE SEE DATA

Our goal: coming soon

@ Orders to Deliver In Person
Approve for delivery: 1 Order(s)
 You have 5 days from the order date to
approve.

Orders to deliver: 5 Order(s)

Visit my Digital Cookie® site
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ORDERS

IN-PERSON DELIVERY ORDERS

Congratulations! Your Girl Scout received an order and the customer requested they deliver the cookies in-person.
Below we will walk you through the steps that need to be taken prior to delivering the cookies.

1. If you receive an In-Person Delivery order that you need to approve and you have not approved the order by
midnight on the day the customer made the order, you will receive an email from email@email.girlscouts.org
with the subject “Action required: you have an in-person delivery request!” letting you know your Girl Scout
has received an order for delivery. If you have already approved the In-Person Delivery order the same day it
was submitted by the customer, you will not receive a reminder email.

2. If you received an email, click the Log In Now button in the email. That will take you to Digital Cookie where
you can log in. You can also go to digitalcookie.girlscouts.org/login and log in.

girl scouts.

Tos v

You have an order waiting to be approved for
delivery!

Dear By,

ending spprovalfo i persor

LOG IN NOW

3. Click on the Orders tab and see what orders are pending your approval.

Shop  MyAccount  Log Out

®

.
girl scouts Youare viewingas:

Parent of Juliette Low Troop 1912 v
Home Badges Learning Site Setup Customers My Rewards My Cookies  Cheers

4. You will see a list of all orders needing approval, including the customer order number, number of packages
in each order, the customer’s address, when the customer placed the order, and the number of days you have
to approve it until it reverts to the customer’s second choice option.

Digital Cookie Orders to Deliver

Running a Good Business
Keep track of what's been ordered, when it's approved, and when it's delivered.

2 Orders to approve for delivery in person
Click on a name to see all the details about the order. Then "Approve" or "Decline” the order.

[ seteccan Show 5 ltems
in view
Order# Cookie Pkgs Paid by Deliverto  Delivery Address Order Date Days left to Approve
-
[ os073s68 6 Jane-Anne Cathcart Jane-Anne Cathcare 22 Main St Hanc 1o, 2010 4
ack, MA
14280 SE Fisher
[] oso73s570 5 Joseph Matimora  Joseph Matimora  Way, Apt 10D, cin 12/02/2019 4
cinati, OH
PRO TIPS:
.

The customer’s second choice could be Cancel or Donate. Don’t risk a lost sale
and a disappointed customer—approve or decline orders within five days.

Be sure to approve the order before delivering it to make sure the customer’s payment is accepted.
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5. When determining whether to approve or decline the order, consider:

~ Is the customer a known and trusted individual?

~ Are you willing and able to get the cookies to the customer’s location before the end of the program?

AND

~ Do you have or will you have the inventory available?

If so, Approve Order.

If you are unable or unwilling to fulfill the customer’s order, click Decline Order and the order will default to
whatever second option the customer has selected: Cancel or Donate.

6. There are multiple ways to approve and decline orders for delivery.

~ Check the boxes in front of the orders you want to approve or decline (or check the box in front of Select
all in view to select multiple orders) then click Approve Order or Decline Order.

[|3electall (| Approve Order || Decline Order Show 5 lems
in view
Order# CookiePkgs  Paidby Deliverto  Delivery Address Order Date Days left to Approve
A
[ hso73s68 6 Catheart Jane-Anne Catheare |2 Main SEHENC 1o 000519 4
ock, MA
14280 SE Fisher
05073570 6 oseph Matimora  Joseph Matimora  Way, Apt 10D, cin 12/02/2019 4
cinati, OH

~ You will get a pop-up message confirming your choice. Shown below, the left example confirms approval
of all orders selected and you can deliver them to the customer. The right example confirms that you want
to decline all of the orders selected and understand that the orders are being cancelled or donated.

Decline Delivery for Cookie Orders

~ Click on the individual customer to bring up that person’s order details and click Approve Order or

Decline Order at the bottom.

Selectall
in view

Approve Order || Decline Order

Show 5 ltems

Order # Cookie Pkgs Paid by Deliver to Delivery Address Order Date Days left to Approve
A
V]oszses 6 (fan cardJane-Anne Cathcars |22 e S5 HENE 1570010010 4
= ock, MA
14280 SE Fisher
05073570 6 mora  Joseph Matimora  Way, Apt 10D, cin 12/02/2019 4
cinati, OH
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Digital Cookie Order

<8ck to cookie order st

heck your

Order Detail

Order Number: 05729183

DeliverTo: Cookie Monster Order Type: In-Person Deiivery

Delivery Address: 1231 Upas St Order Date: 91112023757 P COT
San i

ego, Calforna 521025127
Delivery Phone: 619-867.5309 Secondary Delivery Option: Cancel Order
Ordered From: My Cooiie Websita Approved to Daliver: Pending Decision
Order Paid By: Cooiie Monscer Order Delivered:
Billing Emall: mgtags228gmai.com

Billing Phone: §19-867.5309

Cookies Selected

M, v, 20k

Order summary

Purchased Packages:6  $30.00
@B rovencuretis”. 2pkes

e Subtora 5000

oy Terois”, 2 ke in-person Delvery: Free

Order Tot 3000

‘Added to sales goal: 6 pkes




7. If you have approved the order, it will move down to the section Orders to Deliver, below the Approve section.
When you approve the order, the customer will be charged. Make sure the Girl Scout follows through and
delivers the cookies.

2 Orders to deliver

Click on a name to mark when the cookies were delivered. (i)

T Select all W
Ordi # Cookie Pkgs Deliver to Delivery Address Order Date

‘ l 05073376 4 Jasmin Winter PO Box 2347, New York, NY 11/18/2019

D 05073568 6 Jane-Anne Cathcart 135 Main St, Hancock, MA 12/02/2019

8. Once you have delivered the cookies, log back into Digital Cookie and mark those orders delivered.

A~ Check the box in front of any orders you have delivered, and then click Order Delivered. If you have
delivered all orders in the list, check the Select All box to select all of the orders on the page then click
Order Delivered.

When they are marked as delivered, they will move down into the third section on the page as a completed
order.

2 Orders to deliver
Click on a name to mark when the cookies were delivered. l

u Select all Show 5 ltems
Ord: # Cookie Pkgs Deliver to Delivery Address Order Date

m 05073376 4 Jasmin \ PO Box 2347, New York, NY 11/18/2019

D 05073568 6 Jane-Anne Cathcart 135 Main St, Hancock, MA 12/02/2019

9. If the customer is not in their Digital Cookie contact list, your Girl Scout can check the box in front of the
customer’s name and click Add to Customers tab. Then, the customer will be in their records for sending
thank you emails this year and marketing emails next year for repeat business.

Digital Cookie Online Orders
3 Completed Digital Cookie Online Orders
[ Select all Add to Customer List Export Show 10 Items
Paid by Order#  Cookie pkgs Order Date @Order Type In Customer List

v Nina Smith 00112249 10 6/26/2023 Shipped

Jasmin Winter 00112247 7 6126/2023 In Person v

Jane-Ame Catheart 00112245 5 6/26/2023 Shipped v
* Grow your customer list! Select checkboxes for the names you want to add. Need Help?

10.The Troop Product Manager will see the financial transaction as a credit to your Girl Scout in Smart Cookies
after you have approved delivering the order.
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SHIPPED/DONATION ORDERS

Congratulations! Your Girl Scout received an order that is being shipped directly to the customer and/or donated.
There isn’t anything you need to do (except remind your Girl Scout to send a thank you email), but here are things
you will want to know.

1. Once you are in the Digital Cookie site, click the Orders tab to see what orders you received.

Shop  MyAccount  Log Out

®

.

girl scouts Youare viewingas:

Parent of Juliette Low Troop 1912 v
Home Badges Learning Site Setup Customers My Rewards My Cookies  Cheers

2. On the cookie orders page, you can see all of the orders that have been received. You can see who purchased
the cookies, how many, when, and if they had them shipped or donated.

Digital Cookie Online Orders

3 Completed Digital Cookie Online Orders

[ selectall Add to Customer List Export Show 10 Items
Paid by Order#  Cookie pkgs Order Date (i)Order Type In Customer List
v

Nina Smith 00112249 10 6/26/2023 Shipped
Jasmin Winter 00112247 7 6/26/2023 In Person v

Jane-Anne Cathcart 00112245 5 6/26/2023 Shipped (4

* Grow your customer list! Select checkboxes for the names you want to add. Need Help?

3. Clicking on the customer’s name for any of the orders will bring up details about what that customer

ordered, including any donated boxes. Don’t forget to have your Girl Scout send thank you messages to
make sure the customer becomes a repeat customer!

Digital Cookie Order

< Back to cookie order list
Order Detail

P — orderstats: shipmentpecig Your troop volunteer has
N S instructions on how these sales
Shipping Phone: :Z::g-:‘a:mmgm“m shipped Date: get Credited to the Glrl SCOUt’S
ordered rom: vy osi st kg’ account automatically. But
Order Paid By: Cookie Monster . . .
gt meegzz0gmatm rest assured it is an automatic
wiingron: 6155575305 process and she gets credit for
digital sales the same as any
Cookies Selected Order Summary .
M, hin Mints®, 2 pkes Purchased Packages: 6 $36.00 Other COOkIe Sale'
G noventurehus®, 2phes Subtotal: $36.00 \ /‘
(il Trefoils®, 2 pkes Shipping & Handling: $12.99
Order Total: $48.99
Added to sales goal: 6 pkgs

4. If the customer is not in their Digital Cookie contact list, your Girl Scout can check the box in front of the
customer’s name and click Add to Customer List. Then, the customer will be in their records for sending
thank you emails this year and marketing emails next year for repeat business.

Digital Cookie Online Orders

3 Completed Digital Cookie Online Orders

[ selectall { Add to Customer List Export Show 10 Items.
Paid by Order#  Cookiepkgs Order Date (7)Order Type ~In Customer List
vl Nina Smith 00112249 10 6/26/2023 Shipped
Jasmin Winter 00112247 7 6/26/2023 In Person V
JaneAnne Cathcart 00112245 3 6/26/2023 Shipped v
* Grow your customer list! Select checkboxes for the names you want to add. Need Help?
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MY REWARDS

Girl Scouts can see the rewards they can earn for selling cookie packages, get more details about each reward,
and select which ones they want when they unlock a new reward level through sales.

1. To access the information and see what rewards are available, click the My Rewards tab in Digital Cookie.

Shop  MyAccount Log Out

girl scouts

Home Badges Learning SiteSetup Customers Orders ( MyRewards) My Cookies Cheers

Girl Scouts can see what rewards are available at various packages sold levels and also see where their cookie
goal is in relation to the rewards! (The purple star indicates their goal.)

Girl Scouts can see all the rewards they can earn by clicking on the down arrow on the right side. It may still
be locked, which means the Girl Scout hasn’t yet sold enough packages to earn the reward, but they can still
see the rewards and get more details by clicking on them.

150+ Packages

Once this level is unlocked, you can select one reward/group (if there are more than one) from the list of options. You may
adjust your option at any time before the deadline.

Reward 1 Reward 2 Reward 3

Item 1 Item 2 Item 3

2. As Girl Scouts earn a reward, they will see a message on their My Rewards tab letting them know they
earned another reward.

The data for what rewards the Girl Scout has earned comes from the number of cookies the TPM has in their
records for the Girl Scout. Check with the TPM if you believe the information is incorrect.

You've earned another rewards level!

Congratulations! Click on the reward level to see what reward(s) are
now available to you.

View Level

3. When Girl Scouts earn a new reward, they can select if there is more than one Once this level is unlocked, you can select ¢
adjust your option at any time before the deac

choice at that level. They can also indicate the size they want if the item has .
size options.

Reward 1

shirt
To change a reward selection, the Girl Scout just needs to check the box for their @ Selectsize o
new selection prior to the rewards due date. That date can be found at the top of
the screen.

Your earned rewards have been changed.
4. If the TPM needs to adjust the record of sales, it could impact Trao sales recondilistions can causs reward levels £ change.
the Girl Scout’s rewards. Should that happen, the Girl Scout Please contact your troop volunteer for more information.
would see a message letting them know that rewards have

changed. “

After the rewards due date, Girl Scouts can still see the rewards that they earned but can’t make any more
selections. The TPM will have pulled the rewards selections from Digital Cookie and placed the order for
them, so they can’t be changed.
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MY COOKIES

This page has four different sections depending on each council’s type of sale and selections.

Shop  MyAccount LogOut

girl scouts

Home Badges Learning SiteSetup Customers Orders My Rewards @

INITIAL ORDER
Not applicable for GSGI.
COOKIE INVENTORY

Digital Cookie can help you make sure that you have enough cookies for your orders, track your progress on
delivering/selling offline orders AND/OR make sure that your record of cookies received agrees with what your
troop cookie volunteer has given your Girl Scout.

To learn more, go to your My Cookies tab.

NOTE: The top part of your dashboard shows the total number of packages that have been allocated to your Girl Scout
Jfrom the TPM. It could include booth sales or troop sales. It is not the same as the number of cookies you are financially
responsible for.

The inventory section gives you a quick view of how many cookies you should still have undelivered and how
many you may need to fill your in-person orders. There are three sections that calculate your inventory: My
Offline Sales, Current Invetory, and Inventory Needed.

My Offline Sales

1. The first thing to note is My Offline Sales. This is something that needs to be updated by the Girl Scout/her
parent/guardian when she delivers cookies and receives a cash or check payment for them. If they are not
entered in this section, they will not be removed from their inventory and this section will not be correct.

2. To enter offline sales, click the down arrow by the number of packages on the left side and open a screen to
enter those sales.

3. When those are entered, click Save Updates.

Isabel's Cookies Inventory (Packages) o

Girls should enter the cookies they sold/delivered to customers that were not paid for in digital cookie.

My Offline Sales ov

Need help? View Tutorials

Current Inventory 49v  Pending Delivery,/To Approve 0V Inventory Needed 297

4. Once you click Save Updates, you will be asked to confirm you want to update the inventory.

Inventory Update Saved

Now that you've updated your Inventory, would you like to add 2 packages to your Offline Packages Sold?

Current Progress Bar Offline Sales # 0
Offline Inventory you just entered 2

Your new Progress Bar Offline Sales # 2

o T
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Current Inventory

1. Clicking the arrow next to the total number of packages will show you your current
inventory information by variety.

2. Click the arrow next to any of the varieties, to see more detail on how that number
was calculated.

3. The Received numbers come from the information the TPM has of how many
cookies you have received and signed for. If you believe there is an error in this,
please contact your TPM.

4. The Delivered section will reflect the Offline Sales the Girl Scout has entered above,

Current Inventory

NOTE: Num

RECEIVED:
Initial Order
Additional Inventary

DELIVERED:
OfMine
*In Har

Deliver e Sales

CURRENT INVENTORY

80

any sales the Girl Scout made on their Mobile app using the Give Cookies to Customer Now feature and any
in-person delivery orders that have been delivered and marked delivered to their customer on the orders tab.

Inventory Needed

This section will show how many cookies you need to fill in-person delivery orders you
have approved and in-person delivery orders that you have yet to approve.

1. The Pending Delivery/To Approve section will show how many cookies you need to
fill in-person delivery orders you have approved and in-person delivery orders that
you have yet to approve. Expanding each variety will show you how many orders are
approved and how many are needing to be approved with how much inventory you
need for each of those categories.

2. Expanding each variety will show you how many orders are approved and how
many are needing to be approved with how much inventory you need for each of
those categories.

3. Expanding any of the sections that show a number will show you how many you
need and why. If you see a number for a variety in this column, be sure you can get
the cookies you need before approving an order for a customer.

Pending Delivery/To Approve
Variety
Il Thin Mints®
M refoils®
Adventurefuls®

Il TotAL

194
Pending
10v
av
5v

19V

Inventory Needed

Variety

M Peanut Butter
Patties®

Adventurefuls®

M caramel Chocolate
Chip

Il Thin Mints®

Il Caramel delLites®

25A

Available

6V

2v

If you have questions about any of the numbers of received orders listed in your Current Inventory, ask your TPM
for more information. Remember, it may take the volunteer a few days to enter transactions, so be patient if you

have received cookies from the troop that need to be entered.

FINANCIALS

The Financials section is a valuable tool to help you understand the amount due for the cookie sale and how the
troop is calculating the amount. To access the financials section, click on the My Cookies tab.

Using the at a glance view is a great way to see the overall amounts paid and due. If you need more detail, you can

expand any of the sections to find out more.

Juliette’s Financials e

Reflects cookies and payments entered by the troop cookie volunteer. 09/26/23 12:00 AM CDT

Initial Cookies (Order Card) 28y payments $18.00¥

Additional Cookies Received 6V Total Balance Due $186.007

There are four sections to your financials that you can expand to get details: Initial Cookies (Order Card),

Additional Cookies Received, Payments, and Total Balance Due).

Initial Cookies (Order Card): This section does not apply for GSGI.

Additional Cookies Received: The categories reflect packages Additional Cookies Received
transferred to you from the troop. For any questions about this or if Cookie Packages (56.00)
this figure does not reflect the packages you picked up, please contact pRcKGEs

6A

your TPM.
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Payments

Online Paid: This reflects any online payments you received for
In-Person Delivery or Donation orders.

Payments $18.00A
Online Paid $18.00
Offline Paid $0.00
TOTAL PAID $18.00

Offline Paid: This amount is any payments for cookies received offline, generally
cash or check, that you have given to your troop volunteer that they have entered.

If this does not match your records, contact the TPM to help understand the differences.

Total Balance Due

Total Money Owed: The amount you owed for the cookies received at
initial pickup and additional cookies received.

Total Money Paid: The total from the Payments section.

Total Balance Due $186.00 A
Total Money Owed $204.00
Total Money Paid $18.00
TOTAL BALANCE DUE $186.00

Total Balance Due: The difference between the amount owed and the amount paid.

If you think any of the figures in this section are incorrect, contact your TPM to compare the information they

have on file for you from what you think this should be.
DELIVERY SETTINGS

The Delivery Settings function gives you the opportunity to turn off
In-Person Delivery and off varieties of cookies. This might be useful

if you run out of a specific cookie variety and can’t get any more to fill
customer orders or are entirely out of cookies for delivering to customers

or otherwise are unable to deliver cookies to customers.

If you are worried about your inventory, always check with your TPM

first to see if you can get more cookies before turning off a variety.

Turning it off means a customer doesn’t have the option to purchase it
for delivery so you don’t have to decline their order and disappoint them

if they can’t get the variety they ordered.

1. When you know you need to turn off delivery or a variety/varieties

go to the bottom of your My Cookies tab and find the Girl Scout
Delivery Settings section.

2. When you select inactive to turn off the Girl Scout delivery option
for your customers, you will get a warning message. If you want to

turn delivery off, click Update delivery settings.

Once you have turned it to inactive, the varieties section will be removed and is superseded by the active/
inactive setting. You do not need to turn off each of the varieties individually if you set it to inactive. Should
you wish to turn delivery back on, simply click active and your customers will see delivery as an option

again. Make sure you click Update delivery settings.

3. If you wish to offer delivery but are out of a cookie variety and
can’t get more inventory, you can turn off just that variety of
cookie for delivery and customers can only purchase those for
shipping and not delivery.

To do that, toggle the slider to off then click the Update delivery

settings button, and it will remove that variety from the In-
Person Delivery option. If you are able to offer that to customers
again, return to this section and toggle the slider to on and click
Update delivery settings to turn that variety back on.
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CHEERS

Send words of encouragement to other Girl Scouts in your troop and view any Cheers you may have received from
customers, your troop volunteer, or other Girl Scouts from your troop.

Girl Scouts can be even more excited about their Digital Cookie experience when they give a Cheer to another Girl
Scout in their troop or receive one from a troop member, troop volunteer, or even a customer.

Shop  MyAccount LogOut
irl -
giri scouts
Home Badges Learning SiteSetup Customers Orders MyRewards My Cookies @

1. Girl Scouts can see if they have any cheers on their

dashboard. If they don’t, encourage them to send some Juliette’s Digital Cookie Platform

from the Send a Cheer button on their homepage or the Welcome, Juliette! COOKIE SALES PROGRESS
Cheers tab. Digtal Cokiecan help bocstyour s,

sharpen your entrepreneurial skills, and 1 9 16 58
power unique adventures for you and your C
troop year-round!

2. In the Cheers module, Girl Scouts can see the other
members of their troop and the percentage of sales &\ You don't have any new cheers o packape e by sroepvluntosr @
towards them reaching their goal. Butyou can sl nspireyour roop mervers: ({EEETYERY

Your troop reached the goal!

. © My Sales Goal Packages Sold Packages to Sell
They can select the Pick a cheer to send drop-down @ o ° ° 50}

Our goal 20 packages

next to the name of the Girl Scout they wish to cheer.

3. Girl Scouts will see a choice of .gif images and short Send a Cheer to Girl Scouts in your Troop

messages they can send. As they select the message Cheer on the members of Troop 418!
and image they Wlll see a preview Of the Cheer and Your fellow Girl Scouts are working hard this cookie season. Send your troop members some words of encouragement.
then can click Send this Cheer. Queesrchforatroop Member:
l |
4. When Girl Scouts have cheers that have been sent to oo snmees
them, they can see how many cheers on their dashboard. Qo o ey
They can click VIEW YOUR RECENT CHEERS to view @ oo pickacheer tsend v
their cheers.
If the cheer is from another Girl Scout in their troop they © -~ . o
can Cheer Back, which will take them to a quick screen Choose a Message Choose a Pcure preview your Cheer
to return the cheer. B oiz2lalalala . \
PSSO ®0 ‘ \ et
If they do not see Cheer Back as an option, the cheer is ‘ [ send s cheer |
from a troop volunteer or customer and they can’t send a
cheer back to those supporters.
5. When they are viewing cheers on their dashboard, they can Welcome, Juliette!

also choose to View All Cheers which will take them to the
Cheers tab. From there, they can view all cheers and dismiss
old ones if they wish.

from Beth from Suzie
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CLOSING YOUR SITE (IN SEASON)

If you aren’t promoting your site, you won’t get sales, but if you need to be sure that no one can access your store
and purchase cookies, you can turn the site off to customers.

Shop  MyAccount Log Out

girl scouts

Home Badges Learning

Customers Orders MyRewards My Cookies Cheers

1. Navigate to the Site Setup tab.

2. Click on the Close Online Store button. A box will open asking you to confirm or cancel. Confirm that you
want to close the Girl Scout’s Digital Cookie Store.

Shop  MyAccount  LogOut

girl scouts‘ i

Are you sure you want to close her online store?
Customers will not be able to make online purchases once you

confirm,
CANCEL . CONFIRM, CLOSE STORE

CeirCe's Digital Cookie Site Preview

PARENT
-OR-

CeirCe’s site is up-to-date. |
GUARDIAN

Learn about approvals  §
I CeirCe's site status: Published htps:4DigitalCookie.GirlScouts.org/scout/mary39999960

=
Digital Storefront: OPEN rCLOSE ONLINE STORE
N A

LU

3. The site will show as closed on both the Site Setup page and the dashboard on the Home page.

Emily’s Digital Cookie Site Preview

Emily's site is up-to-date.
PARENT
SUARIMAN Note: Your store has been closed. To reactivate, please click Edit to review Emily's
site and publish.

Learn about approvals

£ffilly’s site staus Mot published

STORE IS CLOSED

4. If a customer were to arrive on the Girl Scout’s website when it is closed, they will see a message that the
Girl Scout is not currently taking orders.

Whoops! Let's try that again...

I'm currently not taking online cookie orders. Please visit girlscoutcookies.org to find
delicious Girl Scout Cookies near you.

5. If you need to reactivate the Girl Scout’s Site, simply navigate back to the Site Setup tab, and click Edit.

6. Scroll down to the bottom of the Girl Scout’s Site Setup page to click the green See your site and publish
button to review her site and publish it. It will be active for customers again in minutes.

Emily's Digital Cookie Site Preview Step 2 help v

e Emily made Digital Cookie page updates that were submitted for your approval on f o 1
-OR- 11/04/2022 07:42 PM CDT. 1
o REVIEW YOUR DIGITAL COOKIE PAGE AND PUBLISH  requiren

Learn about approvals PARENT OR GUARDIAN: Your girl's Digital Cookie page F X ) ~
Emily’s site status: Not published must be published if she wants to send marketing emails or See your site and publish
have customers order cookies online L 4

STORE IS CLOSED
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Digital Cookie App

Girl Scouts and volunteers can use the Digital Cookie Mobile App to
process and review orders placed through the Girl Scout’s individual
site as well as the troop site.

Users will start by downloading the Digital Cookie Mobile App from the
iTunes or Google Play Store. The app is free and can be found by searching for Digital
Cookie Mobile app. Users should download a latest version of the app every year.

The same email and password used to access Digital Cookie is the same to log into
the mobile app. NOTE: Parents/Guardians will need to set up and approve the
Girl Scout’s Digital Cookie site before the app will work.

Once a user is logged into the app, they see the different accounts
available. The user will select which account they want to use.
The Girl Scout view is used to take sales on behalf of a specific Girl
Scout. The Troop view is used to take sales on behalf of the troop
and not an individual, for example at a troop booth.

LOGGED IN AS GIRL SCOUT

From the home page, the user can select New Cookie Order, Visit My Site, Email
My Site, or All Orders.

VISIT MY SITE

Visit My Site is used to see the Girl Scout’s QR code. Girl Scouts can then show the
customer their phone for the customer to scan the QR code which will take them
directly to the Girl Scout’s site to make a purchase.

EMAIL MY SITE

Email My Site is used to send their cookie link to a potential customer who doesn’t
want to continue the transaction at the immediate time. The Girl Scout will ask for the
customer’s contact information, enter it in the app, and send the email. The customer
will receive an email to purchase cookies.

The customer’s information will populate into the Girl Scout’s Customer tab in Digital
Cookie under the Mobile App section. The Girl Scout will need to add the customer to
their list prior to sending additional emails or to keep the customer for future seasons.
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ALL ORDERS

All Orders is used to view all the orders visible by delivery method.

1.
2.

Click the green arrow to view all orders under that specific delivery method.

See order details. Click the green arrow next to the order, the details will appear. Users can then review the
order, see the status and depending on the type of order and status the user can approve/decline the order

or mark it as delivered.

NEW COOKIE ORDER

New Cookie Order is used to take cookie orders directly through the app.

1.

Click the New Cookie Order button to be taken to the order screen to enter which
cookies the customer wants to order by using the + and - buttons.

Once the correct number of cookies have been selected the Girl Scout will click the
CHECKOUT button.

. Select how the customer would like to receive their cookies. Options may vary based

on what the council is making available. After marking the selection, click continue.

If deliver in-person later is selected, the Girl Scout will need to ask the customer what
they would like to do if their order can’t be approved by the parent/guardian within
five days, the same as all delivery customers are asked at checkout. Once the selection
is made, she can continue with the checkout process.

. Review order and enter customer and payment details. Girl Scouts can review the

order with the customer and gather the customer’s information
including payment details.

If the order is shipped or delivered, the Girl Scout will then
complete the customer information for where the cookies
will be shipped/delivered to.

For In-Person orders (give cookies to customer now),
an address is not required, only the customer’s name,
email address, and billing ZIP code.

After completing the required info, click review or place order
depending on the order type.

Once the order is placed, the Girl Scout will receive an order
confirmation screen and a reminder to thank the customer
for the order!
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LOGGED IN AS TROOP

When users are logged in as the troop, they will see the same dashboard as if they were a
Girl Scout and have the same choices New Cookie Order, Visit My Site, Email My Site, or All
Orders. Many of the steps taken as a Girl Scout are the same as a troop. This section will
focus on the different functionality.

NEW COOKIE ORDER

When processing a new order, during the checkout steps, if the selection Give cookies

to customer now is selected the user will see additional options. If your booth has been
approved by GSGI and is findable in Cookie Finder, once a user has selected Sold at a booth
they will be able to select that specific booth. When reviewing the order users can see
which booth was selected.

1 Thin Mint $6.00
1 Caramel deLites $6.00
1 Peanut Butter Patties $6.00

$18.00

APPROVING ORDERS

All users when logged in as the troop will be able to view, approve/decline orders the same way Girl Scouts can
above. Troop volunteers should discuss with family members how they want the troop orders to be handled prior
to using the app.

30



CUSTOMER SUPPORT HELP

DIRECT SHIPPED ORDER QUESTIONS

Contact ABC Bakers directly for questions
about tracking direct shipped orders or for
quality issues.

~ QOrder Status Page

~ Customer FAQs

~ Contact Customer Support with an Order Issue

DIGITAL COOKIE WEBSITE

Use these resources for assistance with site
set up, reports, customer lists, order viewing
and mobile app issues.

~ Parent/Girl Scout FAQs

~ Contact Customer Support with a System Issue

DITIGAL COOKIE REGISTRATION AND
IN-PERSON DELIVERY INQUIRIES

Contact GSUSA’s Digital Cookie team for issues
with registration or system information.

~ Parent/Girl Scout FAQs

~ Contact Customer Support with a Registration Issue

~ Contact Customer Support with Account Information

Issue

OTHER

~ Contact Customer Support with Other Questions

~ Provide Feedback to Customer Support
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https://digitalcookie.girlscouts.org/customer-order/orders
https://digitalcookie.girlscouts.org/help/customer
https://www.girlscouts.org/en/footer/contact-us/digital-cookie-support---order-issues.html
https://digitalcookie.girlscouts.org/help/parent-girl
https://www.girlscouts.org/en/footer/contact-us/digital-cookie-support---system-issues.html
https://digitalcookie.girlscouts.org/help/parent-girl
https://www.girlscouts.org/en/footer/contact-us/digital-cookie-support---registration.html
https://www.girlscouts.org/en/footer/contact-us/digital-cookie-support---account-information.html
https://www.girlscouts.org/en/footer/contact-us/digital-cookie-support---account-information.html
https://www.girlscouts.org/en/footer/contact-us/digital-cookie-support---other-questions.html
https://www.girlscouts.org/en/footer/contact-us/digital-cookie-support---feedback.html

