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Snap

Troop User Guide

A Troop’s Guide to Using Snap",
ABC Bakers’ Online Cookie Sale Management Application

Getting Started
Snap is an online software application designed to manage your annual Girl Scout Cookie sale. The address
for Snap is http://www.abcsnap.com.

Your Service Unit Manager will provide you with a user name and password to Snap. If you are a new troop,
please contact Carol Weis at 800-955-6032, ext. 238 or cweis@gslakesandpines.org to receive a user name

or password.

Benefits
- Convenience

- Ease of use
- Real-time data collection

Minimum Requirements

- A PC with a broadband (cable or DSL)
connection to the Internet (can be wireless or
wired connection. A wireless connection may
reduce the speed depending on the speed of
the connection.)

- Screen resolution of at least 800 x 600

- Screen display of at least 256 colors

- Windows: Google Chrome 1.0, Microsoft
Internet Explorer 7.0, Mozilla Firefox 3.0

- Mac: Safari 3

- Adobe Acrobat Reader 6.0 (to view Reports in
PDF format)*

- Centralized database of year-to-year cookie
sale information

- Comprehensive Reporting

- Online help

Recommended Requirements

- A PC with broadband (cable or DSL)
connection to the Internet (wired connection
preferred)

- Screen resolution of 1024 x 768 or higher

- Screen display of 32,000 colors or more

- Windows: Google Chrome 2.0, Microsoft
Internet Explorer 8.0, Mozilla Firefox 3.0

- Mac: Safari 4

- Adobe Acrobat Reader 7.0 (to view Reports in
PDF format)*

- Microsoft Excel 2000 or higher (to view Reports
in .xls format)**

- Microsoft Excel 2000 (to view Reports in .xlIs
format)**

*Can be downloaded for free from the Internet at http://www.adobe.com/products/acrobat/readstep.html

Note: To maintain security, your session will time out after 20 minutes of inactivity.

Note: DO NOT use the BACK button on your browser at any time. Using the BACK button will log you off

of Snap and your changes will not be saved.




TologlIn
To log into Snap, go to http://www.abcsnap.com and enter your email address and your password.
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Welcome to Snap!
Please enter your user name and password and press the
Login button to begin working.
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Forgot Password?

Note: Your password should be at least six characters long. If you exceed the maximum number of tries at
the login, you will be locked out and must contact the Council to have your password reset.
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When you log in to Snap for the first time, you will log in using your Cookie Works Iptxxxx@abcsnap.com and
your Cookie Works password from last year. You will be prompted to provide a new password. You will need
to change your user name to your email address by selecting Edit My Profile in the upper right corner of the
page and entering the correct information in the email field. By entering your email address into the system,
the Forgot Password functionality on the login screen will work in case you do forget your password.

To use the Forgot Password feature, enter a valid email address in Snap. Click on Forgot Password, enter
your email address and click on Reset Password. You will receive an email address with your new password.

Each page features a log off button at the top right. The log off button will let you exit the application.

If you are set up as a contact for more than one Troop, you will be presented with a drop-down list of Troops to
choose which Troop you would like to work with. If you need to log in as a different Troop user, you will need
to log off and select the different Troop number when you log back in.

Similarly, if you have multiple user roles (e.g. you are a Troop contact and Service Unit contact), you will need
to log off and log in for each of the other user roles.

About Snap
The Snap menu is located along the top of the page. The menu lists all of the Snap features available to you.

The features are broken into sections — Reports, Cookies, Delivery, Recognitions & Proceeds, Finances and
Help. Click on a feature name within the section (ex. Manage Orders) to view its contents.



To leave a feature, you can click on any other icon. You can also click on the Snapshot logo to return to the
home page at any time.

Menu Overview

Cookies Recognitions MyTroop

Initial Create Recognition Order Add/Edit/Delete Troop Girls
Transfer Order View all Recognition Orders Edit Troop Information
Manage Orders Delivery

Booth Scheduler

Reports Finances Help

Reports Getting Started

Archive Reports Frequently Asked Questions
Favorite Reports Contact Us

Navigating Snap
Throughout Snap, there are many helpful features for efficient and optimal use. Among them are:
- Tool Tip rollovers give you simple instructions and explanations for icons used in Snap

Grid views allow you to see large amounts of data in manageable sections and to sort the data by
clicking on a column heading
Pop up screens for fast and convenient data entry
Filtering gives you the ability to search or sort data based on the desired criteria
Categorized view of orders by order types that allows you to expand and contract the list by clicking the
up/down arrow on the right side of the bar
Auto-fill automatically enters today’s dates into the date fields for orders and financial transactions
Preview It feature on reports gives you the ability to see a preview of the information contained within a
particular report, but not your specific data
Quick Search allows you to enter the first number or beginning letter in the Search fields for ease of
selection.
Icons for faster access to each feature
Breadcrumbs at the bottom of each screen identify where you are in the application

Recommended Setup

It is recommended that you review and set up the following sections in Snap early in the process — before any
orders are entered.




Edit My Profile

Click on the Edit My Profile link at the top of the page to make changes to your Snap profile. You can
change your email address (which is used to log in to Snap), password, and enter your contact
information if you choose.

MyTroop
Modify Troop Information

To edit Troop information, select Modify Troop Information located under the MyTroop menu.

Edit Troop Information

To edit your Troop level, delivery station, Proceed and Recognition Plan. Please list the Troop Cookie
Manager as contact #1 and the Troop Leader as contact #2. You will need to enter the first and last name for
both and an email address is required.

Manage Troop Girls
To manage Troop Girls, choose the Add/Edit/Delete Troop Girls feature located on the MyTroop menu.

Add/Edit/Delete Troop Girls
To add a girl, click on Add New Girl. Enter her FIRST and LAST name and complete this process for each girl
that you wish to add.

To edit a girl, double click on her name in the Girl grid and update the appropriate information. Complete this
process for each girl that you wish to edit. Click the Edit Girl button to save changes.

To delete a girl, click the delete icon.



Note: A girl with orders may not be deleted but can be made
inactive by removing the check from the Active box.

Snapshot
The Snapshot home page is the first screen you will see once you successfully log in to Snap. The home page
presents a summary view of your Messages, Tasks, Important Dates, Favorite Reports, Charts and Graphs.
Clicking the Snapshot icon at the top left of any page will return you to your home page at any time.
Message System
Snap’s messaging system:
allows your Council, District or Service Unit managers to send you messages
lists messages, with newest message showing first, on your Snapshot page
displays messages by clicking the envelope under Messages
Task Manager
Snap’s Task Manager:
allows your Council managers to set Tasks for all Troop volunteers at the same time
gives the ability for tasks to be tied to important dates
Calendar
Snap’s Calendar:
shows important dates that have been set by the Council
shows your booth schedule dates
shows your delivery station pick-up time if applicable
Favorite Reports
Snap’s Favorite Reports:
shows up to 10 favorite reports that you can choose using the Reports feature
reports can be added or removed from this view throughout the season



Cookies

Initial Order

The Initial Order page allows you to place your Troop’s Initial Order. The Initial Order feature is located under
the Cookies menu. Your Troop may only place one initial cookie order. The initial order must be placed by
girl.

Creating the Initial Order for Each Girl

To create an Initial Order by girl, the girl names added under Add/Edit/Delete Troop Girls will appear on the
order grid. To create the order for each girl, use the Tab key on your keyboard to move through each field and
enter the quantity of each variety next to each girl's name. An optional order reference field is provided. Your
Council may give you instructions as to how they want you to use this field.

Cookies for booth sales or Troop extras can be entered in the Booths/Extras row or you can distribute to the
girls right away to receive credit towards earned incentives. Cookie Share cookies should be added directly to
a girl’s order.

The Extra packages for even cases row displays the packages required to fill the case. For initial orders that
are entered in packages, the order grid will also display a row showing the total number of cases, by variety, at
the bottom.

Note: Please enter girl orders by variety in packages, NOT CASES.

After entering the quantities, you can choose to Save the order. These choices are explained below:
Save — This allows you to save the information that you have entered. You can still make changes to
saved orders. To view or change an order that was saved, use the Manage Orders feature to display
and edit the order.



Commit — To commit an order means that the order is complete. Once you click the Commit button, a
pop-up box will appear confirming that you want to commit the order.

Note: Review the order for accuracy. If you need to make changes, you may edit the order. As a troop,
just USE THE SAVE BUTTON and DON'T COMMIT ANY ORDERS. If you do commit an order, you will
not be able to make any changes to the order; you will have to contact your Service Unit to make any
revisions for you.

Damage Order
Troops may not use the Damage Order feature. However, if you come across a damaged package of cookies,
please go to your local cookie cupboard to have the package replaced.

Transfer Order
The Transfer Order feature allows you to create transfers orders for your Troop. Transfers are used to move
guantities from one entity to another. The Transfer Order feature is located under Cookies on the menu.

To create a Transfer Order, select the Transfer Order feature from the menu and select the type of transfer to
continue.

Note: All transfer of packages to girls must happen prior to Recognition Order entry on March 14, 2010.

Types of Transfer Orders (only cupboard managers will do Troop to Cupboard and Cupboard to Troop)
The types of transfer orders available are controlled by permissions. Your list may include:

Girl to Girl - Troop to Cupboard
Girl to Troop - Cupboard to Troop
Troop to Girl

Girl to Girl Transfer Order

Select Girl to Girl Transfer from the transfer type drop-down box. The girl names added under Add/Edit/Delete
Troop Girls feature will appear in the From Girl box. The amount of product that a girl has already received
credit for will appear next to her name.

Select the girl in the From Girl box that you are transferring product from and select the Girl in the To Girl box
that is receiving the cookies. Click Save to save the Order. A pop-up message will confirm that the transfer
was successful.

Note: You CANNOT transfer more packages than what is showing available.

Girl to Troop Transfer Orders

Select Girl to Troop Transfer from the transfer type drop-down box. The girl names added under
Add/Edit/Delete Troop Girls feature will appear in the From Girl transfer box. The amount of product that a girl
has already received credit for will appear next to her name. The amount of product allocated to the troop will
appear next to the troop number.

Select the girl in the From Girl box that you are transferring product from and select the troop in To Troop box
that is receiving the cookies. Click Save to save the Order. A pop-up message will confirm that the transfer
was successful.

Troop to Girl Transfer Order

Select Troop to Girl Transfer from the transfer type drop-down box. Select the troop in the From Troop box
that you are transferring product from and select the girl in the To Girl box that is receiving the cookies. The
amount of product available to transfer will appear next to the troop number. The amount of product that a girl
has already received credit for will appear next to her name. Click Save to save the Order. A pop-up message
will confirm that the transfer was successful.



Troop to Troop Transfer Orders  (Council only permission) Contact the Product Sales Staff for assistance.
Send an email or fax indicating the quantity of each variety transferred between the troops along with the TO
and FROM troop numbers. Staff will need to make these transfers so each troop will have the correct
averages, total packages and balance due.

Troop to Cupboard Transfer Orders  (Cupboard permission)

Select Troop to Cupboard Transfer from the transfer type drop-down box. Select the Troop in the From Troop
box that you are transferring from and select the Cupboard in the To Cupboard box that is receiving the
cookies. The amount of product available to transfer will appear next to the transferring troop’s number. Click
Save to save the Order. A pop-up message will confirm that the transfer was successful.

Cupboard to Troop Transfer Orders  (Cupboard permission)

Select Cupboard to Troop Transfer from the transfer type drop-down box. Select the Cupboard in the From
Cupboard box that you are transferring from and select the Troop in the To Troop box that is receiving the
cookies. The amount of product allocated to the Troop receiving the product will appear next to the Troop’s
number. Click Save to save the Order. A pop-up message will confirm that the transfer was successful.

Manage Orders

The Manage Orders
feature allows you to make
revisions to pending
orders. The Manage Order
feature is located on the
Cookies menu.

Click on Manage Orders, a
page will appear displaying
the orders categorized by
order types. Use the green
down/up arrow key on the
far right of the blue bar to
expand/contract the list of
orders within each order
type. A list of the orders
will display with the status
of each order. When the
orders are displayed, you
can roll your mouse over
the order number to view a
sampling of the data
contained within that order.

Note: To protect the integrity of your data, orders in Snap cannot be
deleted. If you have an order that should not be placed, you will need to
zero out the quantities before saving the final order. Orders that are
saved can be edited at any level. Orders that are committed can only be
edited by the level above.

Viewing Individual Orders
Clicking an order number link will display that specific order in the order screen.

Editing Orders

Highlight the order you are editing and double-click. When the order is displayed, type the new quantities.
Use the Tab key on your keyboard to move through the fields. When finished, click on the Save or Commit
button.



Committing Orders ** Council Note: we have eliminated this permission -

Click on the order number you want to commit. When the order is displayed, review the order for accuracy.
This is your last chance to edit the order. If you notice an error, make the necessary adjustments. If the order
is correct, click the Commit button. Once you click the Commit button, a pop-up will appear confirming that you
want to commit the order.

Recoagnitions
Create Recognitions Order

To create your Troop’s recognition order, select Create Recognitions Order located under the Recognitions
menu. You will need to choose whether you are creating an Early or Main Plan order. If your Council has set
up an early recognition plan and your Troop meets the qualifications, you will be able to create an Early Plan
Order. You can only create one early order per troop.

Early Recognition Order

To create an Early Order, select Create Recognition Order located under Recognitions on the menu and then
select “Early”. The automated recognition feature will only work if girls are displayed on the recognition order
grid. If auto recognition is enabled, the quantities for each girl will be populated based on the criteria
designated in the plan assigned to the Troop. If auto recognition is not enabled, you will need to enter the
guantity earned for each item.

Main Recognition Order

To create a Main Order, select Create Recognition Order located under Recognitions on the menu and then
select “Main”. The automated recognition feature will only work if girls are displayed on the recognition order
grid. If auto recognition is enabled, the quantities for each girl will be populated based on the criteria
designated in the plan assigned to the Troop.

Council Notes: To give each girl credit for the Co  okie Dough earned enter the dollar value from the
chart on page 17 of the Troop Cookie Manager bookle t — do not include the optional dollars for the
items choice, they will add to the total as they ar e selected.

Once the recognitions order is complete, click Save to complete the order. Click Cancel to reset the selections
without making changes.

View All Recognitions Orders

To manage recognition Orders, click on View All Recognitions Orders located under Recognitions on the
menu. The Manage Orders page will appear displaying the different order types. Use the green down/up
arrow key on the far right of the blue bar to expand/contract the list of orders within each order type. A list of
the orders will display with the status of each order. When the orders are displayed, you can roll your mouse
over the order number to view a sampling of the data contained within that order.

To edit an order in this screen, move your mouse over the order number and a pop-up screen will appear
revealing a preview of order details. Click the order number to view the entire order. Use the tab key to go tab
through the order and to change quantities. Click Save the order. Click cancel to reset the selections without
making changes.

Once changes are complete, you can Save or Commit the order. Click Cancel to reset selections without
making changes.

Booth Scheduler
Snap gives Troop users the ability to find and request booth sales that have been set up by your Council office.
Additionally, Troop users have the ability to submit requests for new booth sales.

Find and Schedule a Booth Sale

To sign up for a booth sale, go to the MyTroop menu, highlight Booth Scheduler and then choose Find and
Schedule Booth Sale from the sub-menu. On the Find and Schedule Booth Sale page, you will be able to
request up to two booth sales. If additional time slots are available after February 19, 2010, you may request
more time slots.



To find and request a Booth Sale time and location, use the Search box to enter the desired chain name, city
or zip to identify matching sale locations. If you know you'd like to stay within a certain area in a neighborhood,
you can also enter a ZIP code for that area and the number of miles to search within. Click the Search bar and
you will be presented with a Result Set, which can be sorted, by any of the columns.

To choose the one you would like, double click on the desired location. A pop-up calendar will appear showing
all available dates for that location. By moving the cursor over the Available date on the calendar, you will be
presented with a calendar showing available times on that date. Click on the Available date that you would like
to schedule, and then choose a time.

Your selected location(s), date(s) and time(s) will be displayed on the Find and Schedule Booth Sale page.
Repeat this process for all of your requested Booth Sales.

Note: The Booth Scheduler feature will first be run on a random assignment basis on a date specified by
your Council. You may want to request more Booth Sales than you will need since you may not receive all
your requests. You will have the ability, after the random assignment is complete, to deselect and/or select
a different Booth Sale(s).

Booth Sale Notification Process
When your Council completes the random generation process, you will be notified via email to the Troop’s
contact(s) of your Booth Sale assignments.

Booth Sale Mapping Function
By clicking on the map next to a booth location, a pop-up Google map of the location will be presented.

Create a Booth Sale

To have a booth sale approved by your Council, go to Create a Booth Sale found on the MyTroop, Booth
Schedule menu. The Create a Booth Sale page will display all booth sales that you have requested to date.
Click on the Create a Booth Sale link. Complete all information on the page by tabbing through the fields on
the screen and entering the appropriate information. When you are finished, you can click the Save button to
save your work, the Submit button to submit your request to your Council for approval or the Cancel button to
clear the information.

To edit a saved booth sale, double click on the row and edit the appropriate information. To delete a saved
booth sale, click on the delete button at the end of the row.

Note: Booth sales that have been submitted to the council cannot be edited or deleted.

Notification Process
When your Council approves your booth sale, you will be notified via email to the Troop’s contact(s).

View All Booth Sales

To view all of your Troop’s booth sales, go to the Find and Schedule Booth sale page. Your SnapShot
calendar will also display your booth sales.
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Delivery

Snap allows Troops to
schedule appointments
to pick up product from
delivery stations that
are set up to accept
appointments. Your
Council manages this
setting. Check with
your CCM to see if
this is an option for
your delivery site.

Schedule Pick Up

If the delivery station
assigned to your troop
is set up to accept
appointments, you may
schedule appointments
using the Schedule Pick
Up feature. This
feature is located under
Delivery in the MyTroop
menu.

Your troop may not
schedule an
appointment unless
your initial order has
been entered and
committed in Snap.

To schedule a pick up, click Schedule Pick Up. A calendar will come up that displays the days that are
available to be scheduled. Click Available Slots on the desired day to set up an appointment. A pop-up box
will appear with specific time slots. Click the + sign next to the desired timeslot. A message will confirm the
time selected date and time. Click Close to complete the operation.

View Pick Up Times
To quickly view or delete appointments that have already been scheduled, click on the View Pick Up Times
feature located on the MyTroop menu.

Click Add Appointment to schedule an appointment from this page as well. A calendar will come up that
displays the days that are available to be scheduled. Click Available Slots on the desired day to set up an
appointment. A pop-up box will appear with specific time slots. Click the + sign next to the desired timeslot. A
message will confirm the time selected date and time. Click Close to complete the operation.

To delete an existing appointment, click the delete icon at the end of the row.

Reports
Snap allows you to run a variety of reports to review information about your cookie sale. Reports are located

under the Reports menu and are generated in real time, which means that as soon as you enter information,
you will be able to view the current information via the reports.
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Reports are divided into the
following categories for
easier use:
Charts/Graphs
Reports allows you
to run a variety of
charts and graphs to
show a picture for
fast data analysis.
List Reports
displays information
about Troops,
delivery stations,
banks etc.
Order Reports allow
you to view orders
individually . One
order per page will
be displayed. This is
an easy way for you
to view information
about a single order
and may be a fast
way to check against
paperwork.
SnapShot Reports
are the reports that display on your SnapShot home page.
Summary Reports are the most comprehensive reports available to you. They show the most
information as possible on a page.

Favorite Reports
To make the reporting process simpler and more efficient, Snap gives you the ability to identify your favorite
reports.

To set a Favorite Report, click on Reports. Select a Report Category and a Report. Click Add to Favorites. A
pop-up will appear to confirm that you want to add the report to your favorites. Click Ok to proceed. The
selected report will now show up as a favorite. Click the delete icon to remove it from your favorites view.

Help
Online help is available in Snap. The Help files are located in the Help menu. When you click on the Help

menu, a window will pop up giving you information about the section that you are currently working in.
Additionally Frequently Asked Questions are available by clicking FAQ on the Help menu. To contact ABC,
choose the Contact Us option on the Help menu.
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Online Marketing Tools

Starting with the 2009-2010 season, Online Marketing Tools were launched to provide a secure email-based
method for girls of all ages to market their cookies to friends and family. These tools allow girls to create a
contact list of friends and family to notify them that they are conducting a cookie sale. Those contacts can then
submit an online order to the girl. Orders accepted through the email application are fulfilled in person; no
funds change hands online.

Catch Goals
To send e-cards to friends and family using Catch Goals, Troop girls must log in to Catch Goals via the ABC
Smart Cookies website at www.abcsmartcookies.com and click on the Online Cookie Marketing Tab.

My Contacts
To create a contact list, she clicks on the My Contacts tab and enters contact information, including email
address for all of her contacts.

Send an E-card

To send an e-card, she clicks on the Send An E-card tab. She will select the desired card and the friend or
family member to whom the card will be sent. She can send any number of cards and can send multiple cards
to one contact. She will be able to view all cards sent by clicking on the View E-Cards sent tab.

Once the e-card has been sent, the girl's contact (s) will receive an email with the request to buy cookies. If
he/she is going to place on order, he/she will click on the “Buy Some Now!” link and an Online Order Card will
pop-up. The order card must be completed and submitted. Once the order has been accepted by the girl, the
contact will receive another email asking for confirmation of the order. Once the order has been confirmed, it
will show as confirmed on the girl's View Orders tab and then she can update her progress in Catch Goals.
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Submitting Online Orders

When the Order Card is due, the girl will print out her online orders from Catch Goals. She clicks on the View
Orders Tab and selects Run Order Card Report. She can print the form and add it to her paper order card, or
she can turn it in directly to her Troop Leader. Note: These cookie orders are then treated the same way as
orders on the Traditional Order Card in terms of delivery and payment.

Facebook

In addition to the e-cards that are available, girls 13 and over can use Facebook to market cookies. The
Facebook application allows girls to notify Facebook friends to let them know that she is conducting a cookie
sale and allows those friends to submit an online order card. Orders accepted through Facebook are fulfilled in
person, no funds change hands online.

My Girl Scout Cookie Connector

To begin, the girl follows a link from Catch Goals to Facebook and then logs into her Facebook account. She
must accept the application, My Girl Scout Cookie Connector, and load it on to her page. Once the application
is loaded, her personal and Troop Goals are imported from Snap. The Girl has the option of adding her
progress meter (thermometer) onto her Profile page. From the My Goals tab, she can create a Sales Activity
plan, set Personal Learning Goals and describe her Advocacy.

Send Gifts

In order to send the online order request, the girl must send gifts to her friends from the My Friends tab. She
selects a gift and selects the friends to whom it will be sent. For security purposes, gifts can only be sent to a
girl's Friends or to people for whom she has a valid email address. When she clicks send, a dialogue box
opens which allows her to add a personalized message if desired. She clicks Send again and the Gift is sent.

Accepting Gifts

Once the gift has been sent, the friend will see notification on his/her page that he/she has a gift. Once the gift
is accepted, the girl's personal message, advocacy and information about her sale will appear and the friends
is directed to an online order card. The friend can add the gift to his/her Feed Wall, increasing visibility of the
sale.

Online Order

After the friend has accepted the gift and filled out the online order card, he/she will be prompted to confirm the
order before it is sent back to the girl's Catch Goals account. Confirmed orders will show up in the friend'’s
Feed Wall and the girl's Catch Goals account.

From her Catch Goals account, Girl must accept each order for it to be valid and included on her final tally. She
will see all contact information from the customer, and she can decline the order if, for example, it is from an
unknown person. Catch Goals and Facebook synchronize their progress meters, so Girl can update sale
information in either place. As she passes various milestones, new badges are unlocked in Facebook.

Submitting Online Orders

When the Order Card is due, the Girl will print out her online orders from Catch Goals. She clicks on the View
Orders Tab and selects Run Order Card Report. She can print the form and add it to her paper order card, or
she can turn it in directly to her Troop Leader. Note: These cookie orders are then treated the same way as
orders on the Traditional Order Card in terms of delivery and payment.

Safety Note: Only friends of the Girl have the ability to load the application. This prevents people unknown to
the girl from submitting orders. We have provided a link to GSUSA’s Cookie Program Activity Guide, where a
link to “411 on Internet Safety” and the “Internet Safety Pledge” can be seen. These documents facilitate girls
learning how to use online tools responsibly.
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