
 

Troop Cookie Volunteer eBudde Instructions  

Goal Getter and Booth Sale Period 

 
These instructions will guide you through the Goal Getter and 
booth sale period of the cookie program.  
 

These instructions will cover: 

• Choosing a troop proceeds option  

• Assigning Goal Getter and booth sale cookies to girls 

• Entering a booth site for approval and signing up for council booth sites  

• Checking the Transaction tab  

• Filling out the final rewards order  

 Reviewing the Troop Sales Report 

 

Choose a troop proceeds option 

Junior level and older troops can choose to take additional proceeds (10 cents more per 
package) instead of individual girl rewards. Daisy and Brownie troops must take the girl reward 
option, which is the default. All troops should check to ensure the correct proceed option is 
selected.  

To select the additional proceeds options, troops must do the following:  

From the troop dashboard, select Settings 

Click the Edit button in the upper right hand corner of the page. 

Check the box Opt out of rewards for add. Proceeds located under the Global ID box. Once done 
it should now say You will receive additional proceeds. Click the Save button in the upper right 
hand corner of the page. Note -you must click the Save button, or the selection will not be saved. 

 

Girl Orders Tab 

 The Girl Orders tab is where the majority of steps need to be taken during the goal 
getters/booth sales portion of the program. The Girl Orders tab is where the troop can:  

• Allocate Goal Getter packages, booth sale packages AND Cookies for Heroes (CFH) packages to 
individual girls.  



• View the total number of packages, including packages sold on the Initial Order AND online 
via Digital Cookie that each girl has sold.  

• View the total amount due from each girl/family. There are two views within the Girl Orders 
tab – the Girls Order Summary view and the Girl Detail view. The system defaults to the Girls 
Order Summary view. The Girl Detail view can be accessed by double clicking on the  girls name.  

 

Troops can view total sales for each Girl Scout from the Girls Order Summary view. Cookie 
orders are listed in columns by variety.  

CFH- These cookies were sold by girls in support of the council’s Cookies for Heroes Program. 
These are ‘virtual’ packages that the troop does not handle; they are distributed by council. Only 
donated packages for the Cookies for Heroes Program are recorded under this column. The CFH 
column includes Cookies for Heroes packages that were sold as part of the Initial Order AND is 
also where any Cookies for Heroes packages sold during Goal Getters/booth sales are recorded. 
Any CFH packages sold via Digital Cookie are automatically added to this column.  

Cookie Varieties -The number of packages in the columns for each variety and the total 
includes: 

 all orders entered on a girl’s Initial Order paper order card,  
 those Digital Cookie orders for girl delivery during the Initial Order Taking Period 

(excluding Cookies for Heroes packages),  
 Digital Cookie direct shipped orders during the Initial Order or post-Initial Order Taking 

Period, AND  
 any cookies allocated to a girl for goal getters and booth sale cookies (other than Cookies 

for Heroes packages – they are found under the CFH heading) and those packages 
ordered for girl delivery through Digital Cookie after the Initial Order was submitted. 

The following are the types of Digital Cookie orders that will be recorded automatically on 
eBudde and credited both to the troop and the Girl Scout who sold them. No further action is 
needed by the troop: 

 sold through Digital Cookie for direct ship (during both the Initial Order Taking Period 
and post-Initial Order); 



 sold through Digital Cookie for donation (during both Initial Order Taking Period and 
post-Initial Order); and 

 sold through Digital Cookie for girl delivery during the Initial Order Taking Period. 

Cookies sold through Digital Cookie for girl delivery during the post-Initial Order Taking Period 
do not automatically record on the Girl Orders tab; however, the money paid by the customer 
is credited to both the Girl Scout and the troop. Cookies sold for girl delivery during the post-
Initial Order period need to be obtained at a cupboard or from the troop’s inventory and need to 
be allocated to the Girl Scouts who sold them.  

Total– The total number of packages sold by the girl through the Initial Order, Goal Getter 
sales, booth sales, and Digital Cookie.  

Total Due– This amount is calculated by taking the total cookie packages sold and multiplying 
by $6.00. NOTE: Only girl/family payments to the troop are calculated on this tab. Troop 
proceeds and amounts due to council can be viewed on the Sales Report tab.  

Paid– This column will display all payments made via credit card for cookies ordered through 
Digital Cookie and any in-person order payments that you have received and recorded in 
eBudde. Troop cookie managers must enter payments for any in-person orders that are accepted 
by parents and given to the troop volunteer for this calculation to be correct. Any credit card 
payments received through Digital Cookie are included in the calculation of the amount due and 
do not need to be added manually by the troop cookie manager.  

Bal Due– This is the balance that is due from the girl/family. NOTE: For this calculation to be 
correct, all packages needed to fill girl orders MUST be added to her record, including packages 
needed for Digital Cookie girl delivery orders that were placed AFTER the Initial Order Taking 
Period. If a Girl Scout has orders for girl delivery that were placed after the Initial Order was 
submitted and the cookies have not yet been allocated to the Girl Scout by the troop, the balance 
due will be lower than the amount she actually owes. This is because the online payments for girl 
delivery orders were credited to the Girl Scout, but the packages are NOT automatically 
recorded for orders received AFTER the Initial Order Taking Period. Once the packages needed 
for the additional girl delivery orders have been added, the balance due will match up with the 
number of packages sold and payments received.  

Troop volunteers can see if there are any girl delivery orders that have not been added to the 
Initial Order by going to the Reports tab and running the report titled “Girl Delivery – 
Varieties only – By Girl”. You will select the Order Detail tab and then look under the “IO 
Added” column. If the value in that column is “no”, then the order was not added to the Initial 
Order and the cookies will have to be manually allocated to the Girl Scout’s record on the Girl 
Orders tab. The Girl Scout’s caregiver will also have that information on her/his Girl Scout’s 
Digital Cookie site. 

 

Allocating Cookies to Girls 

The troop volunteer uses the Girl Orders tab to allocate the following types of cookies to Girl 
Scouts in her/his troop: 

 cookies sold at a booth sale (both Cookies for Heroes and physical packages), 



 cookies sold in person as goal getter orders (both Cookies for Heroes and physical 
packages), and  

 cookies sold on Digital Cookie for girl delivery after the Initial Order was placed (NOT 
Cookies for Heroes or cookies shipped directly to the customer). Note: Girl Scouts can 
continue to use their Digital Cookie sites through April 13 for girl delivery and April 27 
for shipped/donated orders! 

The troop needs to provide cookies to girls who sell goal getter packages or have orders on 
Digital Cookie for girl delivery that came in after the Initial Order was submitted. This can be 
done through: 

 cookies that the troop received as “extras” on the Initial Order, 
 cookies ordered on the Initial Order on the booth sale line 
 cookies picked up for a goal getter or booth sale order from a cookie cupboard 

The troop volunteer can look at the Difference line in the Troop Summary view of the Girl 
Orders tab to determine whether the troop has the cookies required in its inventory, or if they 
need to be obtained at a cookie cupboard. 

 

If the troop does not have sufficient inventory and needs to pick up additional cookies from a 
cookie cupboard, the troop volunteer will need to wait until after the cookies are picked up and 
the cupboard manager has entered the transaction moving the cookies into the troop’s eBudde 
record BEFORE attempting to allocate packages to a Girl Scout. Once the transaction has been 
entered by the cupboard manager, the troop volunteer can assign needed packages to girls. 
Cupboard transactions can be viewed on the troop’s Transactions tab as well as on the Troop 
Sales Report. The inventory picked up from the cupboard will be added to the troop’s 
inventory on the Difference line in the Girl Orders tab.  

Once the cookies are in the troop’s inventory, follow the steps below to add packages to a Girl 
Scout’s record. The packages assigned to a Girl Scout on the Girl Orders tab is the number 
used to calculate her rewards, so it is imperative that ALL the packages the Girl Scout sold are 
allocated to her in eBudde.  

 From the Girls Order view, click on the name of the girl to whom you want to add 
packages. This will bring up her Girl Detail view.  



 From her Girl Detail view, click the +Order button.  

 

 

 A form where you can add the transaction will pop up.  

 

 The row above the entry for the various varieties includes an area for comments. You can 
add whatever you think would identify the transaction, such as “goal getters, 4/1”. 

 Next to the Comment field, there is a check box marked BTH. The BTH box can be 
checked if the cookies are allocated to a girl from a booth sale. This will make it easier to 
see at a glance, when looking at a girl’s record, which cookies were sold at booths. 
 

 Enter in the correct column the number of packages for each type of cookie that need to 
be allocated. Be sure to click the Save button. Packages sold for the council’s Cookies for 



Heroes Program in-person (NOT through Digital Cookie) after the Initial Order Taking 
Period should be recorded in the “CFH” box.  

 Payments: If adding packages for Digital Cookie girl delivery orders, DO NOT add 
payment in the Paid field since payment has already been recorded in the original 
transaction that flowed over from Digital Cookie. If payment is due from the Girl Scout’s 
family and has already been received, enter the amount in the Paid field. If the troop is 
assigning booth sale cookies to girls, be sure to include the amount received for the 
number of packages assigned in the Paid field. If the payment is received without cookies 
to be assigned, use the +Pay button from the Troop Summary view to add that payment 
into the girl’s record. 

 Click the Save button to save the entry.  
 Repeat for each girl that needs packages allocated. To switch girls, use the drop down 

option labeled Switch To Girl: .  
 To edit an entry, click on the girl’s name, select the entry and make the needed changes.  
 Click Save.  

 

Moving packages from the troop link to Girl Scouts in the troop 

If the troop has sales that have accrued to the troop’s Digital Cookie link, the troop volunteer 
will want to move these cookies to Girl Scouts in the troop. Moving the cookies from the troop 
girl will help girls earn more rewards.  

 Find the Troop Site on your troop’s Girl Orders tab and click on it.  

 

 

 Click on the “+Distribution” button. 



 

The system will automatically distribute the packages to the girls in the troop. You can override 
the suggested distribution by unclicking the boxes and putting in your own numbers. When you 
are satisfied with your distribution, click on the “Distribute” button. 

 

The Girl Order tab at the end of the Cookie Program 

 

 

Girl totals—These are the total packages sold by each girl. All packages sold, regardless of if 
they were sold online, in-person, at a booth sale, as Goal Getters, during the Initial Order Taking 
Period, or for Cookies for Heroes, are included in this total. This is the total that will be used to 
calculate girl rewards. At the end of the Cookie Program, the Girl Totals and the Troop Order 



totals at the bottom of the page should be the same.  When this is the case, all packages received 
by the troop have been allocated to girls. 

Troop Order—These are the total packages assigned to the troop and include ALL packages 
the troop is financially responsible for, including all packages ordered for girl Initial Orders, 
surplus packages from the troop’s Initial Order, Cookies for Heroes packages, packages 
transferred from another troop, packages picked up (but not returned) from a cookie cupboard; 
all direct ship Digital Cookie packages, including those sold via the troop’s Digital Cookie link. 
This number will match the total packages listed on the Troop Sales Report.  

Difference line—A negative number means these packages are part of the troop’s inventory 
but have not been sold and/or assigned to a girl. Usually, these are surplus packages from the 
Initial Order or packages picked up at a cupboard. To check for cupboard transactions, go to the 
Transactions tab. Please contact the cupboard manager where you picked up the cookies to 
report missing or incorrect transactions. The goal is to sell all the packages, assign them to the 
girls in your troop, and have a zero in the Difference line. NOTE: All cookies and payments must 
be assigned to the girls by May 2, 2025 at 11:59 pm. See the video- Understanding the 
Difference Line found at gsofct.org under Cookie Resources for Volunteers. 

 

 

 

Booth Sites  

Booth sites need to be added to eBudde. Adding the booth site to eBudde serves as the Troop’s 
Trip Application and ensures the troop’s booth sale is listed in the GSUSA Cookie Finder. Once 
entered into eBudde on the Booth Sites tab, the service unit will need to approve the booth sale.  

Council Sales- The council offers some  booth sale sites that are managed by the Product Sales 
Team. Troops can choose a council booth site by clicking the town the booth is in and selecting 
the available date. The booths in green are available, while the ones in blue are already taken. 

Troop Booth Sites - For booth sites arranged by the service unit for troops in a specific service 
unit, these sites will need to be entered into eBudde. Check with the service unit cookie manager 
to see if she/he will be entering the booth sites or if each troop is responsible for entering its 
own booth site. If the troop is responsible for entering the booth site, follow the steps below: 

 From the Booth Sales tab, click on Add/Edit a Troop Booth.  



 

Then click on “+Add” to add a booth sale. 

 

 Fill in the fields with the booth site information. Make sure you enter complete and 
accurate information. Do not abbreviate the business name as it can cause an error 
resulting in the booth to not be listed in the Cookie Finder app. 

 Click “Save”. 

 

 

Once the troop adds its booth(s), the booths will show as pending until the service unit approves 
it/them. On the troop’s dashboard, the upcoming approved booths will be listed in the Calendar 
section.  



 

 

Allocating packages to girls from booth sales 

You can allocate packages to girls on the Girl Orders tab. You can do this the same way as 
outlined in the Allocating Packages to Girls instructions.  

You can also allocate sales by using the “Record a Booth Sale” button on the Girl Orders tab. 



Click on the “Record 
Sale” button next to the booth sale for which you want to distribute the cookies.

.  

Enter in the total number of packages sold at the booth sale. 

 

 



Click on “Go to Distribute” 

 

 

Click on the “Distribute” button and it will evenly distribute the cookies to the Girl Scouts in the 
troop. 

 

You can also allocate packages using the eBudde App.  

 

Transaction tab 

The Transactions tab is where the troop can:  

 View the troop’s Initial Order, 
 View or add a pending cupboard transaction and/or transfer of cookie packages between 

troops. 



 

Rewards tab  

The Rewards tab is where the troop can:  

 Enter T-shirt sizes for those girls who earned this reward and also make a selection for 
those levels at which the girl gets a choice between two rewards, and 

 Double check and submit the rewards that each girl has earned. 

NOTE: If your troop is selecting additional proceeds in lieu of girl rewards (Junior level and 
older), make sure the Opt out of rewards for additional proceeds box is checked under 
the Settings tab before you finalize any girl rewards on the Rewards tab.  

Troops may only submit the Final Rewards Order once. This is done after you have finalized all 
orders on the Girl Orders tab. The deadline for submitting Final Rewards is May 2, 2025 at 11:59 
p.m. Submitting the troop’s final rewards 

 

To finalize individual girl reward selections: 

• Click on the Rewards tab from the troop dashboard.  
• Click Final Rewards Orders—Fill Out

 

• Click on each girl’s name to view and make any necessary reward choices. If a reward choice is 
needed, you will see (size/catalog selection needed) in red next to the girl’s name. 

Click on the girl’s name and make the selections needed. 



 

Note- the 2025 Rewards are different than the ones pictured here. eBudde will show this year’s 
reward selections. 

After you have make the selections for each girl click the Submit Rewards Order at the 
bottom of the page.  

Payments tab 

The Payments tab is where you view the payments received by council. All Digital Cookie 
payments and the ACH payments to council are recorded on the Payments tab. The Booth Sale 
bonus (if earned) is also recorded on the Payments tab. Payments made by the council for 
booth sale bonuses, credit card payments from customers for Digital Cookie orders, and 
electronic payments (ACH) made from your account into the Product Sales account will be listed 
here. Troops do not record any deposits on the Payments tab. All deposits will be uploaded by 
the Product Sales team.  

Sales Report tab 

 The Sales Report summarizes all of the information listed on the Contacts, Settings, Girl 
Orders, Transactions, and Deposits tabs. It is the SINGLE best source of information 
about the troop’s cookie sale. The Troop Sales Report is where you can see the troop’s per girl 
selling average. The per girl selling average is what determines the troop’s per package proceeds. 
For information about troop proceeds, please see the Cookie Program Troop Guide posted at 
gsofct.org under Cookie Resources for Volunteers 

  



  

 

PGA Selling is what 
is used to calculate 
the troops 
proceeds level. 

The amount that is 
owed council after 
payments. 

Troop proceeds 
level. All payments 

made as well as 
the booth bonus 
(if earned) will be 
reflected here. 

Troop proceeds 
(does not 
include booth 
bonus) 


