Troops - M20OS Quick Tips

Reviewthe Family M20S Quick Tips Guide in addition to this guide. Some of what you will need to know about the troop role overlaps with what
familieswillalsoneedtoknow. Ifyou areina Service Unitrole, please also review the Service Unit Guide.

Before the Sale

e Click onthe account registration link sent to your email to set up your account
1. Ifyoudidnotreceivethisemail,contact
your Service Unit Fall Product Manager
2. Note: Theseinstructions are for setting up your Troop
account! Be sure to click the JEIIEE] button when
logging inas atroop volunteer. You will need to access
your girl's account separately, either through
logginginorregisteringunder Girlsand
Parents/Guardians.
e Watch training video as you login
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3 o You will be prompted to do this when registering your account
® S— o Oryou can click Edit Avatar on your dashboard
o Thegirlsinyourtroop will be able to see your avatar when they check out their troop’s
E s group photo in their avatar's Room!
0 o Allcurrently registered girls in your troop will be uploaded in the system. If a girl is not listed, remind
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e  Checkthatall girls currently in your troop are in M20S by video nstructions R vansge Admin users Reu A pihes
clicking Manage Troops & Girl Scouts [1]. You have two rinancials S Reporting o o ? "
options (either will work, and you do not need to complete 5 o @ personataed paches
both):
Parent and Guardian Email Blast
o Youcansend aregistration email to the girl's parent/guardian from sy O
M20S by clickingthe Parentand Guardian Email Blasticon toce:| 20000+
[2] either when you are first setting up your campaign or later from VKLU A cortacts |
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During the Sale

e ChangingRoles: Ifyou have multipletroops and needto changethetroopyou are 2o and NegRciis Prop ||
viewing, click the drop-down arrow next to the troop number

e Monitoring the Sale: Check out the Stats bar at the top of your dashboard or view
specifics by clicking the reports icon
L
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Tosearchthroughalonglistquickly, clickon_ R
Search Tools (youwill see this option appearon 2 S e Card
multiple pages of M20S)

- Lt All Sales : C tc ig
You can also sort the girl's sale by type of sale by Troop Repart:. 20000

changingthe tab above the Reports screen Range: o
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Tolook at sales details for specific girls, click the plus
sign nextto their name (when you see these plus
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Click rows to drill down report.

signs, they are a signal that there are more options [ [ vesmnes| | |
available for thatitem) fnﬂ_mmmmm
Foreachreport, you are giventhe option atthe I:G:msm "o s o s000 s000
bottom of the screen to Print, Download PDF, 3

Export to Excel, or Email the Report as either a Excel or PDF
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e Selling: In person nut/candy card sales will needto be entered in M20S atthe end of the sale by the family or troop. On-line
orders and Online Girl Delivered are automatically populated intoM20S

e Promotingthe Sale: Here are some optionalactivities for girls/troops whowanttotake theirpromoskillsupanotch!

Tip: Try using an email subject Ik this "W Need Mormarion 1o Create your parch

@)
@)
O
& Emails
Type:. Participants Missing Patch Azton =
Subject:
Message

Encourage girls in your troop to create an avatar and make a recording .
explaining their goals, so that their customers can hear a personalized message from Campaign Setup
their favorite Girl Scout

Make sure girls know about the options to make business cards and fliers on their ! _
. . . . B Default Storefront Video
family account (see family guide for more info!)

Create a troop video that girls can upload to their Personalized Storefront 189 video mstructions
explainingwhyyourtroopissellingandwhattheirgoalsare! Thedefaultvideoandinstructionsoncreatinga
video can be found by clicking the icons on your dashboard

B Parent and Guardian Email Blast

e Messaging: You can click the Send Messages icon to contact Girl Scouts and
volunteers in your troop who have an accountin M20S
o Youcan use the email type choices to get sample text for emails you
mightwanttosend, oryoucansendacompletely unique email to
the entire troop
= Byselectingaspecificemailtype, youwillonly be
sending the message to participants that fallinto that
category
o Youcanalsowritein Girl Scout’s virtual notebooks and sethow long
g themessagewillstayvisible. Thisisgreatforthingslike deadline

Notebook reminders or patch requirements
NS *  Messagestothe notebook will appear atthe topright- hand
Posted Notes Dates Delete T .

You vt posted sy notes yet why ot ost o0e now? corner of the girl's home screen inthe green box

125 Char

Message.
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After the Sale

e Entering paper orders:
o Familieswhoare usingthe online systemwillneedto entertheir Girl Scout’s nut/candy card salesinto M20S before the
family deadline of Oct. 151
o Troops can enter or adjust paper orders collected as needed before the troop deadline of Oct. 17t
=  Only INPERSON nut/candyorder card sales need to be recorded. All online orders, including girl delivery and
shipped orderswillbe placed automatically. You will notbe able to enter orders after the troop deadline

o To add and review orders:

Campalgn Sctup Manage System Users Product Management
=  Click the Paper OrderEntry icon B 8 e ressaes

H

on the Dashboard [1] s o : Rewards & patches
=  Locateandselectthe name of the B B i
Girl Scoutwhose order you need to s
add or review[2] I Troop Surmmary / Amouns Due Repor
= Enter or adjust the quantity for Paper Orders
each item as needed (these Manage paper orders for this campaign.

Troop 20000

numbers arethe cumulative totals for

Click rows to edit paper orders.

that girl s SnaCk Order Card Sales ) e ===
o Late orders cannot be honored Scout | Gsusamumber [ Emal | aw | [ sales |
Callas, Tia (T) 11000000 (4] 50,00 50.00
cher, sonny 99991570004 1 o s0.00 s0.00
e Rewards:

o Afterfamilies have had the chance toreview the rewards earned by their girl scout, they may be required to selectone
oftwoitems. Whentheyarefinished, reviewthese selectionstomake suretheyare correct

1. Under Rewards and Patches selectRewards
2. Select the Girl Scout whose rewards you need to review

3. Make changes as needed and click update to save changes _

o Youmay wantto review the status of each girl’s progress for earning the Tiffany Hathaway (Troop 20000)
Personalized Patch o r e e e

your selection and click update. You will then be able to make the additional choice,

1. Under Rewards and Patches select Personalized Patches —

Reward Options

2. Selectthe Girl Scoutwhose patch status you e
need to review
[ concel | update |
3. Make anychanges orupdatestothe patchor
shipment address that are needed and click
save

Finances

e Deposit all money collected into your troop bank account
e You can also track girl payments from the Banking and
Payments screen
0 The Payments Due Troop column will update
based on snack order card sales entered for
each girl
o Click on the plus sign to the left of a girl's name to add a payment to her record

Girl Scout Payments

View Girl Scout payments for this troop.

Search Tools Add Girl Scout Payment

Click rows to view Girl Scout payments, Click the "+' menu to access additional features,

ichele Jones

50,00 50,00 50,00

+ suzy Jones 50.00 50.00 50.00



Delivery Site Ticket Clear Lake Area Community Center (SU Amery)
Service Unit Amery

Troop Delivery Tickets
e Onthe M20S dashboard, go to Delivery Tickets. (The e

Delivery Ticketsiconwillappear afterthe ordershave - ot e .
been submitted to the vendor) ‘_

o Under Troop Tickets, the troop should s T s e . .

automatically appear. Ifyoumanage multiple — : '

troops, you will need to arrow down to choose — 5 .

another troop B f :

o Click on Create Ticket. This will generate a PDF to ET—— . )

print for your entire troop totals B : -

o Toprintindividualgirldeliverytickets, lookfor the e 0 ,

Girl Scout Tickets section. To printall the girl snack o

orders, keep the selection at “All” under the Girl s siss 0 m

Scout : .

Total

o Click on Create Ticket to generate a PDF you can
printand useto sortthe snack orders by girl.
e  Girl reward delivery tickets can be found under Delivery Tickets
o Under Reward Delivery Tickets, look for the Girl Scout Tickets section
o To printindividual girl reward tickets, keep the selection “All”
o Click on Create Ticketto generate a PDF you can print and use to sort the rewards by girl

Reports

ClickontheReportsicononyourdashboardtoviewthe variousreports availabletoyou: AllSales, Magazine Sales, Direct Ship Nuts, Nut Order
Card, Online Nuts Girl Delivered, Special Reports, and Summary Report:

Show Quick Dashboard Links ~

Reports

View financial

special reports for this campaign.

& Online

. t Total
Lt All sales : Current Campaign . . aty
Online Magazines 7 5203.00
Troop Report - 54754 Direct Ship Nuts 7 56200
Nut Order Card 0 $0.00
Online Nuts Girl Delivered 29 $219.00
Total Sales 43 $484.00
Troop:
54754 v Search Tools v

Note: Sales data is updated every 15-30 minutes.

Click rows to drill down report.

Whenusingthe Special Reports option, you canexportmany usefulreportsto Excel. Explorethe manyreportoptionsavailableto assistyouin
reviewing girl orders for both snacks & magazine items as well as rewards. The Girl Scout Summary Reportis very helpful to determine the
amount each family owes for the girl’s sales.

Need help? Contact Your SU Fall Product Manager first!
OR
M2 Customer Service 1-800-372-8520
question@gsnutsandmags.com
M-F 8am-8pm EST, Sat. 9-3pm EST
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