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WELCOME 
 
Dear Service Unit Fall Product Chair, 
 
Your product sales manager will add you as a user to Trophy Nut Ordering System/eNuts+ (or 
TNOS/eNuts+ for short). You will receive an email with a link to set up your user account. From the 
troop fall product chair list you provide your product sales manager, troop fall product chairs will be 
imported; you will be able to add any additional troop users after October 2. (Note: girls registered as 
of September 21 will be uploaded into TNOS/eNuts+ by the product sale department the morning of 
October 2).  
 
For both TNOS/eNuts+ and QSP Online, the troop fall product chair will send an email to each parent 
in their troop that includes the links to each website. Girls/parents will follow the links to set up 
personalized avatars, import or enter email contacts, and participate in the online portions of the Fall 
Product Program. Girls whose membership registration occured after September 21 were not part of 
our girl upload; they can be added by the parent as part of the girl account set up process (see the 
troop manual for more information). 
 
This guide will take you through what you as a service unit fall product chair will see and do in both 
TNOS and eNuts+. 
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TNOS/eNuts+ - eNuts+ 
 
Log In/Password Creation  
 
Once you have been added to the TNOS/eNuts+ system by 
your product sales manager (PSM), you will receive an email 
from Girl Scouts of Greater Los Angeles like the one at right. 
It contains a link to eNuts+ where you will create a 
password, and after logged in, create your avatar and be 
able to monitor your nut and candy sales throughout the 
Fall Product Program.  
 
eNuts+ is where your troop fall product chairs (TFPCs) will 
manage their troop’s nut and chocolate sales and where you 
as service unit fall product chair (SUFPC) will monitor certain 
aspects of the sale; other aspects will be managed through 
TNOS.  
 
Upon clicking the link in the email, you will see the Set Your 
Password screen as shown below. Enter your email address and create a password. Bookmark the 
page – www.gsnutsandchocolates.com/admin - as you will use the same link to log in to eNuts+/TNOS 
each time (as the two systems are linked, you will only need one login*).  

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Once you have created your password, 
you are ready to log in. Enter your email 
address and your newly created 
password.  
 
 
 
 
 
*as a parent, you will set up a separate account, but other than setting up your Girl Scout’s avatar and sending emails, you 
will be able to manage her sales as the troop fall product chair. 
 
 
 

http://www.gsnutsandchocolates.com/admin
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Next you’ll be asked to update your user 
profile. Selecting a gender is asked because 
you – yes YOU! – will be able to create your 
own avatar. The fun is not just for the girls and 
troops. And, if your service unit reaches the 
service unit goal ($1.00 in sales!), then you will 
be sent a patch that features your avatar. And 
so, naturally, your shipping information is also 
required. That patch will be sent to you 
directly. When you are finished, click Update. 
 
 
 
 
 
 
 

 
Dashboard 
 
The Dashboard is what you will see first each 
time you log in. It is from the dashboard you’ll 
be able to get to TNOS. Before we discuss 
TNOS, let’s explore this dashboard a bit.  
 
Just like your troop fall product chairs and the 
girls in their troops, you will be able to create 
your own personalized avatar! You see the Edit 
Me2 link on the left side of the screen, beneath 
a default avatar image; that’s where you’ll go to 
create your avatar (we’ll cover how to do that 
on page 6). 
 
Below that is an email link labelled Messages. 
From here you can send an email to all the 
participating troops in your service unit. It 

doesn’t not let you select particular recipients, so use it when you need to send a message to all of the 
troops – like a deadline reminder (there is a similar feature in TNOS that we’ll cover on page 13). 
 
Below Messages is Profile. Need to change something about your profile? Your name, your address, 
your password. That’s where you’ll make the change. Don’t change your gender as it will delete any 
avatar you have created. The form is the same as what you completed when creating your account. 
 
On the upper right part of your Dashboard, you see your service unit, a drop down to select “current 
campaign” (default), “last month” or “last week,” depending on how you want to filter the data that 
shows on the middle portion of the Dashboard, your stats. 
 
What are those statistics? Total Sales, Nut Commerce, Nut Promise, and Nut Card. Online 
Magazines won’t show until the end of the sale, since that information will get imported from QSP. 
 
Nut Commerce refers to those online orders that the customer requested to have shipped to 
them directly. Nut Promise refers to online orders for which the customer requested girl delivery. 
Finally, Nut Card means orders that were entered from girls’ nut order cards. Now, we recommend 
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that troops enter their orders as Initial Booth Order in TNOS, not as individual girl orders in eNuts+, 
but some may choose to. We’ll talk about this more on page 8. 
 
If you look under Campaign Administration, you see two links. View Reports (covered on page 8) 
and Nut Tally System (TNOS) (covered on page 10).  While not shown in this example, you will have 
a third called Paper Order Entry (covered on page 8). 
 
And lastly, Council Administration, where you see one option – Manage Accounts. Need to add 
another user to the service unit, such as the rewards chair, delivery chair, or the service unit manager? 
You can – we’ll cover how on page 7, but know here that each person you add will have their own userid 
(their email address) and password. Further, you can add troop leaders. The troop will have to exist in 
TNOS/eNuts+, so you’ll need to let your PSM know you have a new troop to add, but otherwise, for an 
existing troop, you can add additional users. Or delete users, if the need arises where the person who 
was the TFPC steps down and someone else steps in.  
 
Setting Up Your Avatar 
 
Setting up your avatar is easy and fun! Click on 
the Edit Me2 link on your Dashboard to open a 
page where you can set all sorts of options for 
your avatar – skin tone, hair style and color, eye 
shape, eye color, etc. Scroll left or right through 
each option and when your avatar is finished, 
click Save. (You can go back and edit at any 
time). Our sample screen shot is for a female 
SUFPC, but if you’re a male, you will see a male 
with male-appropriate options. 
 
 
 
 
 
 

Messages 
 
As we said on page 6, you can send a general 
email to all the troops in your service unit.  
 
Enter a subject – it is a good idea to include 
reference to the Fall Product Program in that 
subject header, so your troops know 
immediately that is an important message. A 
single word “hello” or “deadlines” might get 
missed, but “2015 Fall Product Program – 
deadlines” will be more noticeable. And will 
make it easy to organize correspondence.  
 
Next enter the text of your message. Be clear 
and concise. For longer messages and those 
that require attachments, you will need to 
use your regular email program. 
 
Once you are ready to send it, click Send. 
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Manage Accounts 
 
As mentioned on page 6, you will probably 
need to add troop fall chairs who were not 
part of our September 30 upload, or add 
other users to the service unit. Either is easy 
to do. Click Manage Accounts on the 
Dashboard to open this screen (at right).  
 
You will be able to see all users you’ve added 
to your service unit (Service Unit tab, 
default), and, by clicking the Troop Leaders 
tab, view, manage and add troop users. To 
add a service unit user, click +Add Service 
Unit Member; to add a troop fall chair, select 
the tab and click +Add Troop Leader. 
 
Each will open a form to add the email address of the user, and, then a form to add basic info, 
including gender (so their avatar is correct).  The forms/screens are below – adding a service unit 
user is on the left; adding a troop user is on the right. 

 
 
 
 
 
 
 
 

 
 
When adding a service e unit user, you will include the service unit. When adding a troop user, you 
will select the troop from the drop down (as displayed above) – and if the user has more than one 
troop, you can select another troop. Then, for either, click +Add. An email will then go out to the user 
so they can set up their account. 
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View Reports 
 
There are two reports you can see in the 
eNuts+ portion of TNOS/eNuts+ - Magazine 
Sales and Nut Sales. We’ll focus on the Nut 
Sales report, as you won’t see magazine sales 
data until the end of the sale, but both reports 
are structured basically the same way.  
 
On the Nut Sales report, you will see each of 
your troops and their total Nut Commerce, 
Nut Promise and Nut Card sales. If you have 
a large number of troops, you can enter a 
troop number to filter down to that troop.  
 
You can print, export as PDF or Excel and you 
can email the report. 
 

 
Paper Orders Entry 
 
Paper Orders Entry refers to 
order card orders. Although 
ideally your troops have 
entered their initial orders as 
Initial Booth Orders, some 
may chose not to and instead 
will enter them per girl. This is 
ok; they just need to know that 
entering them per girl will mean 
there can be no changes 
(which includes not being able 
to rebalance product among 
girls for rewards, or transfer 
product to another troop). 
Entered as Initial Booth Order 
leaves the can unassigned until 
they allocate to girls at the end 
of the sale. We cover paper 
order entries so you know what 
you will see and how to make 
adjustments (prior to your 
deadline and the product being 
sent to Trophy). We will also 
cover the Initial Booth Order 
entry in TNOS in the next section (on page 10). 
 
When you click Paper Orders Entry, you will see initially the girls in the first troop in your list. To 
select a different troop, click on the drop down; a list of all your troops will display, in numeric order. 
Select the troop and the girls in that troop will display. To edit an order, click on the girl’s name and 
the screen on the next page will display. 
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Here you will be able to add or remove product from 
a girl’s Initial Order (only during the Initial Order 
period, remember; once the order is sent off to 
Trophy, the order can’t be changed).  
 
Just as a troop can, you can also zero out the order. 
There are rare circumstances when you would need 
to do so -- suppose the parent entered the order, 
even thought the troop is going to order as Initial 
Booth Order. But, the troop has been locked out 
from making changes. You could zero this order out, 
and add the product to the Initial Booth Order (if it 
hadn’t already been). Or the troop or parent entered 
what was a “promise” order (which doesn’t need to 
be entered) and the troop noticed after they were 
locked out… you could go in an adjust or zero out the 
entry. 

 
After making whatever changes you need to make, click Update to save the order. 
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TNOS/eNuts+ - TNOS 
 
The last link we mentioned when discussing the eNuts+ Dashboard was Nut Tally System (TNOS). 
You will be in TNOS more than you will be in eNuts+, so we cover that in this section all by itself. 
 
Add/Update Contact Information 
 
Clicking on Nut Tally System (TNOS) from your eNuts+ Dashboard will launch TNOS in a second 
browser window (tab). You don’t need to log in again, it just opens to your Home page. You can move 
back and forth between the two by clicking on the tabs in your browser (usually at the top). 

 
 
When you first access TNOS, you will want to make sure your contact information is correct. As shown 
on the screenshot above, your information may be blank, so you will need to enter the missing 
information. Click Edit, in the Service Unit Details section and enter data in the fields as applicable 
and then click Update.  
 
Next you may want to update the Product Delivery Address information, if your product sales 
manager has asked you to. Just as with Service Unit Details, click Edit then Update when finished. 
The Recognition Delivery Address works the same way. For both, if the address is the same as 
what you put in Service Unit Details you can click the check box next to Use Service Unit Information 
(as shown above).  (Forms Delivery Address would have been completed by your Product Sales 
Manager, so you can disregard that section.) 
 
Views – Service Unit, Troops, Orders, Payments 
 
Let’s explore a bit more of the Home page. There 
are, across the top of your Home page (and all 
pages), four links in the Views menu – Service 
Unit, Troops, Orders and Payments. 
 
Service Unit takes you back to your Home page.  
 
Troop takes you to where you can view the troops in your service unit. 

 
Orders takes you to a view of each girl’s order, an overview of items not applied (Initial Booth Order, 
product transferred to/from another troop), troops’ Initial Booth orders, troops’ eNuts+ orders. We 
will cover this more on page 12. 
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Payments takes you to where you can view payments recorded by your troops and council-
entered ACH debits. See page 18 of the TNOS & QSP Troop Manual for how payments are entered. 
 
Editing A Troop 

 
While you cannot add or delete troops, you can 
edit their contact information, if you need to. 
From the Views menu, click Troops, you will 
then see a screen like that shown to the left, 
which by default displays the first troop 
numerically. You can use the drop down to 
select the troop you need to make changes for.  
 
 
 
 
 
 
 
 

Once selected, click Edit next to the troop number and 
update any information you need to.  Then click 
Update (see screen at right). You may want to include 
how many girls the troop has registered if this field is 
blank. 
 
If a troop has not entered their banking information, you will be able to enter it for them. See page 10 
of the Troop TNOS/eNuts+ & QSP Guide. 
 
Entering The Initial Order/Service Unit Roundup 
 
Orders is important, as it is where we recommend troops enter their Initial Order -- and where you 
will enter your “round up” –- using the Initial Booth Order option. As we mentioned, a troop entering 
their initial order as Initial Booth Order gives them flexibility with their product. 
 
We recommend first reading the Reports section (page 15), as we describe how to run the 
Products Ordered By Service Unit report that you will use to determine what your “round up” 
order needs to be. With that data in hand, you will take the following steps to place that order.  
 
Click Orders as shown in the Views menu. A summary page will display, which is discussed more on 
pages 11 and 12. To add your Initial Booth Order, select your “round up” troop from the dropdown list 
(99xxx, where xxx would be the three digits of your service unit cod; e.g., 99200). Click Add, to open 
the order entry form, as shown on the next page.  
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Select the Initial Booth Order radio button. 
Enter how many cans of each variety you need. 
Once you have entered your order, click Add. 
How easy is that!? Your troops will do the same 
thing for their initial order. Or, if they missed their 
deadline and you are entering their initial order, 
you would do it same way, having selected their 
troop from the drop down list, naturally. 
 
It’s important to mention here that troops will 
take the same action when allocating (assigning) 
product to their girls – whether it is from their 
initial order or from product transferred to them 
by another troop (including “round up” product 
you have transferred to them). They would click 
the Assign Booth/Cupboard Orders to Girls 
option instead. We cover this in the Troop 
TNOS/eNuts+ & QSP Guide on page 15. 
 
Orders/Reviewing Initial Orders 
 
Since we have been talking about orders, let’s 
revisit the Orders screen again, as shown below.  
 
Orders  
 
You can see that the Orders screen is segmented into four sections. The top section, which is not 
labeled, is a summary of all the orders placed by each girl in the service unit. For this sample we have 
filtered it down to just one troop – and you can do that, especially if you are looking to see the data 
for a particular troop. If you have a large service unit, the default view can be rather long. OrderIDs 
prefaced with an “I” are initial orders (order card orders entered through eNuts+), OrderIDs 
prefaced with an “P” are “promise” orders (online orders that the customer has requested girl 
delivery) and orders with an “M” are magazine orders.  You won’t see magazine orders until the end 
of the sale. Not shown here, but one other type of order you will see is prefaced with a “C” – these 
are allocations. To view details of any order, you can click on the OrderID (see next page). 
 
The next section is 
Overview of Units 
Not Applied – these 
are the units 
(cans/boxes/tins) that 
have not yet been 
assigned (allocated) to 
a girl. It shows the 
different ways the 
product was acquired 
by the troop (Initial 
Booth Inventory, 
Total Units 
Received) and what 
product they 
relinquished (Total 
Units Transferred).  
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Initial Booth Orders is the next section. 
You should see only one row per troop – 
troops should not be making an entry here 
per girl. This is a lump-sum entry only.  
 
Lastly, you will see any online orders 
(those the shipping option selected) in the 
Online Nut and Candy Orders section. 
 
At left is what you would see if you clicked on 
a girl order (initial, promise, or allocation). 
You can’t edit from here, only from eNuts+, 
and in that, only initial orders. And after the 
initial order period has ended and your 
reviewing deadline has past, you won’t be 
able to edit the initial order in eNuts+ either.  
 
You will need to review what your troops 
have entered to make sure they’ve not 
entered more product than they intended, 
didn’t enter anything at all, or just to confirm 
that everything they intended to order is 
correct. You can check them here or by 

running the Products Ordered By Service Unit report (see page 15).  
 
To check via the Orders screen: If they followed our recommendation, you’re only checking the 
Initial Booth Orders section, but don’t overlook the summary either. The troop should have 
checked to make sure their order didn’t include promises. Those are automatically assigned to the 
girl and automatically added to a troop’s initial order. An Initial Booth Order should only contain a 
grand total of all girls’ order card orders plus any extras the troop may order for walkabouts and 
“lemonade stands.” Make sure your troops don’t go overboard, however, on that extra product. 
 
Navigating TNOS 
 

We want to give you a quick overview of the links along the left side of your 
Dashboard and other pages; they are important to getting to other parts of 
TNOS, especially Delivery Sites (page 14 and Appendix A), Reports (page 
15) and Delivery Tickets (page 14). 
 
Delivery Sites – add a Delivery location and schedule (if your PSM permits). 
 
Online Forms –GSGLA has posted forms you will need throughout the sale (many 
of these are also posted at our council website in our Fall Product Program section). 
 
Online Training – Any training components we share with troops will be posted 
here (and on our website). 
 
Reports – Access a variety reports to help you manage your sale. We will 
cover these on page 15. 
 
Delivery Tickets – you can print a delivery ticket for the whole SU (your 

initial delivery), by troop and by troop by girl. 
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Quick Search – search for a troop, girl or order within your SU. 
 
Messages – you can send a message to council and to troops in your Service Unit. However, if 
you have an urgent question, we recommend using regular email, especially when contacting 
your Product Sales Manager or Council. 
 

Delivery Sites 
 
Adding delivery sites is covered in Appendix A because not every product sales manager will permit 
their service unit fall product chairs to add locations; some may permit only the creation of the 
schedule and the assigning of troops (although the service unit fall chair can permit troops to select 
their own time slot). 
 
Delivery Tickets 
 
You can print different types of 
Delivery Tickets for products, 
for recognitions and, if you 
want, blank tickets you can fill 
out by hand. You may want to 
run the By Troop delivery 
ticket to have your troops sign 
on delivery day (though some 
use the circle sheets, others 
have made up their own. It’s 
optional, but running it from 
the system avoids errors 
because it pulls the data 
exactly how it was 
stored/ordered. 
 
Messages  
 
When you select Messages, you will see a screen similar to that below. Any messages sent to or by 
you will be displayed. Click on MessageID to open the message. Messages with multiple responses 
will be grouped and be listed as Show Details.  

 
To send a message, click Compose; that will open the screen 
shown at right.  If you are sending a message to or including the 
Council, you would select the Council from the drop down 
(only Greater Los Angeles will display). If you are sending it to a 
troop or troops, select the troop(s) or All from the Troops 
dropdown. Include a subject, and then type the body of your 
message. When finished, click Send. 
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Reports 
 
By clicking the Reports link, you will see a page with two columns – Service Unit and Troop – each 
showing list of reports that you can run within TNOS. The Troop reports are also available to the 
Troop. We covered several of the troop reports in the troop guide, but we’ll touch upon a few here 
that you will want to access. 

 
Troop Reports 
 
Products Ordered By Troop 

The Products Ordered by Troop report will give you a breakdown of what each troop has 
ordered, by girl, along with a total. This is the report you will want to use when determining 
whether you will need to make any adjustments to the order if something looks off.  
 
There are reporting options available: Initial Order, Initial Booth, Cupboard, 
Unassigned, Assigned and Combined. In this example we selected Combined, as this will 
also give us the Unassigned Products (Initial Booth Order) so we can see exactly what the 
troop has ordered, especially if they only entered the Initial Booth Order. This report will only 
show the nut product, not magazines, since they are not a deliverable product like the nuts. 
And only eNuts+ "promise" orders will be included here, not those where the customer 
requested direct shipping. 
 
Once you have selected which data you would like to view, click Run Report. Once run and 
displayed (as above), you can select either Download Report or Printable Report. The 
downloaded version can be saved and opened/edited in Excel. If you make changes to the 
report (resize a column, color code it, etc.), you will need to save it as an Excel file (.xls or 
.xlsx) as the "native format" will not preserve any design/layout alterations.  
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To return to Reports, click the Go Back button, or click Reports again from the menu. 
 

Proceeds – NEW! 
 
A new report available is the Proceeds report. Click Run Report and data like that shownbelow will 
display. You will not be able to select all troops, so they must be run one at a time. 
 

There are columns to show Nut Promise Proceeds (online orders, girl delivery), Nut & Candy 
Proceeds (nut order card orders/allocations), Online Ordering Proceeds (online orders, 
shipped), Web Magazine Proceeds (online magazines sold through QSP; data will appear after the 
end of the sale), and Combined Proceeds. The bottom line total is… on the bottom line, so you and 
your troops can see at a glance what their proceeds are. Great for when completing the January 
Troop Finance Report. 
 
Balance Due 

 
The Balance Due report will show you for each troop their sales, proceeds, how much of 
what they sold is due to council, how much is due the troop from the girls, and how much 
they owe in total. Options include selecting Troops instead of Service Unit, which will allow 
you to run the report for a single troop, which then includes each girl's order and the initial 
booth (unassigned products). With Service Unit selected and Summary, you will get a 
simplified report with Total Due, Payments and Amount Outstanding. 
 
As the troop records Payments (see page 18 of the TNOS/enUts+ & QSP Troop Manual), you 
will see that reflected in the Payments column and the Amount Outstanding will update 
accordingly.  
 
As with other reports, you can choose Download Report or Printable Report. You can 
also Download Raw Data Report, which will give you the data for each troop in a single row 
in an Excel format.  
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Magazine Summary 

 
As the counterpart to the Products Ordered by Troop report, there is the Magazine 
Summary. Here you will see a summary of what your troops sold via QSP’s Online Program 
(here Web Magazines), the dollars, and then total proceeds.  
 

Important Tip: Council will be uploading this information after the end of the sale. 
Troops should run this report and compare the Girl Online Sa les Report they 

received from each of their girls (and/or themselves; see the Troop TNOS/eNuts+ & 
QSP Guide for more information). 
 
Should you want more detail, you can choose the Troops option and run a report for each 
troop, which breaks the data down by girl. 
 

Troop Information 

 
While you probably keep a roster of your troop fall product chairs, you can run this report to 
get an at-a-glance view of who the primary users are for each troop. It will not show you any 
additional users the troop fall chairs have added (or that you may have added on their 
behalf). 
 

Troop ACH 

 
It's important that the troops have entered their ACH information. But who wants to check it 
troop by troop? We don't, so we know you don't. This report will allow you to make a quick 
check of which troops have entered their ACH information. We did not "roll it over" from the 
previous season, so each troop needs to enter their data fresh.  
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You will only see the last 4 digits of their account number, so there is data security. You can 
choose to view ALL troops, only those who have data (Yes) or those who do not (No). The 
default is No. 
 
You will also be able to view the last time the data was updated. That may happen if we, in our 
proofing of the data, notice something amiss and rekey data. Or in the event a troop changes 
bank accounts mid-stream (that should be strongly discouraged unless it's the result of their 
account being compromised or their bank ceases to exist; otherwise, they should wait and 
change it after their fall debit clears and before the ACH form for cookies has been 
collected). 

 
Recognitions (Rewards) Earned by Troop 

 
When it comes time to distribute rewards (recognitions) to your troops, you can run this 
report to know what each troop receives so they can distribute it to their girls. It is, as you can 
see above, listed down to the girl. But, as you can click Download Report to get an Excel 
editable version of the data, you can filter the report down to just troop totals if you would 
like. 
 
Complete reward data will appear after the magazine data has been uploaded after the sale. 
 

Online Nut and Candy Sales & Emails 
 
This report relates to the orders girls received online through Trophy Nut's online ordering 
site, eNuts+ (though you will see it as Online Nut and Candy Sales) – only those that were 
shipped directly by Trophy Nut Company. Promises do not appear here, but do on Products 
Ordered By Troop. This screen shot shows a sample of the council's view from 2013, but a 
service unit will see similar data restricted to their service unit; you can also filter the data to 
look at individual troops. 
 
Girls who send 12+ emails will automatically earn the eNuts+ charm and that will be reflected 
on the Recognitions Earned by Troop report covered above. 
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Final Report 

 
When all is said and done, orders placed have been delivered, all payments received and 
recorded, magazine data uploaded, and your ACH debit has cleared, here is the report to run 
to encapsulate your sale. It will show you, by variety, how many units sold, percent of total, 
gross sales, proceeds, etc. As with other reports, you can also select Troop and run this for a 
single troop.  

 
Sales Report – NEW!! 
 
Another new report is the 
Sales Report. If the Final 
Report gave you everything, 
the Sales Report distills it 
down to the basics – how 
many units of nut and candy 
products were sold and how 
many magazine subscriptions 
were sold. Since magazines 
count as two units, the data 
you will see will have doubled 
the actual number of orders. 
That is, if Suzy Smith sold 3 
subscriptions, it would show 
her (and elsewhere) as 6 
subscriptions.  
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There are some options that you have to filter the report. The default setting is Service Units and 
Unit Summaries, but if you switch to Troop you can run the report for a single troop. If you have 
Service Unit selected and uncheck or the Unit Summaries option, then you will get a report that 
doesn’t give you a totals row after each troop, it’s just a continuous list of each troop with each girl. 
 
Service Unit Reports 
 
PGA/Age Group 

 
At the end of the program, you can run the PGA/Age Group report to see what your PGA is 
for the service unit. Selecting different options will yield different data. Note: if you are 
determining total units, be sure to check Products, Web Magazines and E-Nuts Plus. This is 
also why it is very important that the number of Girls Registered is entered by you or the 
troop at the start of the program (and updated throughout as more girls are added to the 
troop). 
 

Products By Service Unit 
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Just as there was a Products By Troop report, as a service unit fall product chair, you also 
have the Products By Service Unit report (see previous page). This provides you with the 
same information as the Troop report, with various options. By default, it will summarize your 
entire service unit order, by variety (top example). But, you could select Service Units & 
Troops and get the data by Troop (bottom example).  
 

Recognitions (Rewards) By Service Unit 
 
Need to know how many of each recognition item you should expect for the service unit? 
This report will give you a summary.  

 

 
Transactions – Troop to Troop Transfers 
 
Now that you have your "round up" product, having picked it up at delivery, what do you do with it? 
Hopefully, one or more of your troops needs more product to fill a late-received order. And that's 
where transactions – troop to troop transfers - comes in. The actions here work for whether you are 
transferring "round up" product to a troop, or you are entering a transfer of product from troop A to 
troop B. 
 
Select Orders from the Views menu -- here you see four sections. We described these on 
preceding pages, but let's focus on that middle section. 
 

Overview of Units Not Applied summarizes the various types of activities your troops have 
engaged in – in our case, it would show their initial booth inventory (their initial order) and 
cans/boxes/tins transferred to or from another troop, including from the service unit "round up" 
troop, and what they have remaining to be allocated. 
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So, while our example only shows one troop with product (and for our purposes, this is the service 
unit's round up), we shall pretend there are orders from nearly all the troops. Let's say that troop 
6034 needs more product. We'd select 99991 from the table by clicking on the troop number. Their 
Product Availability data will show, but we're more interested in the link Add at the moment. 

 
Let's pause a moment as the Product Availability information isn't unimportant -- you can see at 
a glance whether the troop from whom product is being transferred has enough available 
(unassigned/unallocated) items to transfer. If the product being transferred is Butter Toffee 
Peanuts and none are available, the transfer cannot go through – they are trying to transfer assigned 
product, which cannot be done. It would have to be unassigned from the/a girl first. And, if that troop 
entered initial orders per girl, then product can’t be unallocated. As we’ve said, there is no flexibility 
when the initial order is entered per girl. If this was from an allocation (product assigned from the 
initial booth order), that entry can be edited, it returns to unassigned, and then the product is 
available to transfer. 
 
Having clicked Add, as 
we did above, the form 
at right displays. Choose 
Troop as the Transfer 
To option. Leave the 
Source Service Unit 
as is. Since you are 
transferring from your 
"troop" to another, 
leave the Source 
Troop Number as is 
(we will cover other 
Troop to Troop 
transfers shortly). 
Select the Destination 
Service Unit, which in 
most cases will be your 
own service unit. Then 
select the Destination 
Troop Number. In our 
example, we'd select 
6034. 
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Next, enter the number of units/items being transferred in the Units Transferred column. What 
you enter cannot exceed the Available Units total.  
 
Once you have completed your entry, click 
Transfer. You will receive a message that advises 
you that, once you complete the transfer, you 
cannot change it. Click OK if you are sure 
everything was entered correctly.  
 
If you have to undo an incorrect transfer, you will 
have to select the troop that received the product 
and enter a troop to troop transfer that moves the product back to the original source. (If we had 
erred, we would have to make a transfer from 6034 back to 99991). 
 

If you are transferring product between your 
troops, it works exactly the same way. All you 
would need to change is the Source Troop 
Number to the troop that is transferring out 
the product.  
 
To view transfers made, you would go to 
Orders, scroll to Overview Of Units Not 
Applied, click on the troop and you will see 
at the bottom of the data a section like that 
at the left. In this example from last year, we 
can see this troop received several units 
from the service unit’s “round up” (99421), 
and transferred a few units to another troop 

in another service unit… Troops will see this same information and be able to ensure their transfers 
were made. 
 
Note: Do not use the option labeled Cupboard (your product sales manager will use that 
option when any remaining “round up” product is transferred from your "round up troop" to 
council). 
 
If you are transferring product between a troop in your service unit to a troop in another 
service unit, then you need to contact your product sales manager, as service units cannot 
enter transfers between service units. 
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APPENDIX A – CREATING AND ASSIGNING DELIVERY 
TIMES 
 
Depending on the choice made by you and your product sales manager, you may be able to add a 
delivery site and/or create a schedule for troops to pick up their Initial Order. If you choose to, you 
can let your troops select their own time slots, or select for them. 
 
If you have told your troops that their pick up times will be assigned by you, make sure your troops 
adhere to your rules. Similarly, if the product sales manager assigns pick up times, you must adhere 
to those rules. 
 
However, if you are allowed to create your location and set up the pick up schedule, this section will 
go through the steps.  
 
Adding A Location  
 
If you are permitted by your product sales manager to add your own location information, first 
select Delivery Sites from the navigation menu. It will display a screen like that shown below. You 
will see a list of all the locations in the Council. To edit the information for your location, click Edit in 
the last column. If your location is not listed, click Add Delivery Site.  

 
 
In option A, you will see the form at the right. Edit any of the 
information that needs to be updated – address, contact phone 
numbers, and, if known, the date of the delivery (you can also 
come back to this when you know that date), warehouse sourcing 
your delivery (and delivery can also mean pick up for those areas 
where you are having troops pick up from you right at the 
warehouse). Once all data is up-to-date, click Update. 
 
In option B, a subform will open -- not much different from option 
A, except it will be blank. Enter the details and click Add to save the 
location. If you don't know the date of your delivery (or pick up), 
you can return to this form at any time. 
 
Incidentally, this information is what shows up in TNOS when a troop selects a delivery location (if 
applicable). The same data is entered for Delivery Location on your Home screen, and that prints 
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on the delivery ticket provided to your delivery agent, so this information is entered in two different 
places. 
 
Creating The Schedule 
 
With the list of locations displayed, you will see in the 
Delivery Times column a green icon in each row. Click the 
icon that corresponds to your delivery location and it will 
open the panel as at right. Here you have two options: 
 

1. Option 1 (red): You can enter each start time 
individually by selecting the hour, minute, AM or PM, 
and then clicking Add 

a. Helpful if you need to add just a single time slot 
to an existing schedule, or if your schedule has 
varying intervals. 

 
2. Option 2 (gold): You can add multiple delivery times 

at once by entering a start time, end time, interval (in 
minutes from the list), then click Add.  

a. The max number of minutes is 15 minutes 
but… there's a way around that -- you can set 

up the schedule, 
and then delete 
times you don't 
need, if you want a greater range than 15 minutes. 
 
When done, you will see a schedule that looks like that at 
left.  
 
If the schedule is done to your satisfaction, click Close.  
 
You need only do Option 1 or Option 2, though if your 
needs require it, you can mix the options to create a 
schedule. And, if you are set up to handle 2 troops per time 
slot, well, you can do either option more than once.  
 
Assigning Troops To The Schedule 
 
If you opt to assign your troops to your schedule rather 
than let them self-select, you will need to go to each troop 
(from the Views menu select Troops, as shown on the 
next page). Next to each troop number, select Edit (as we 
did when editing the troop). You will see two fields – 

Delivery Site and Delivery Time. For Delivery Site, although you will see every location entered, 
you need to make sure you select the location(s) you (or your PSM) entered for your service unit. 
Then in Delivery Time you will see the available slots. Once a location and time have been selected, 
click Update to save the data.  
 
Note: you must select a delivery location before you can place an order, so if you are entering for 
your troops, assign them to a time ahead of the initial order period. If troops self-select, remind 
them to put in their Initial Booth Order first, then select a time. 
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APPENDIX B – UNITS TO CASES 
 
This table will give you how many units (cans, boxes, or tins) are in a case, up to 20 cases. If you need 
to figure out more than 20 cases worth of product, just keep adding 12 to the number of units and 
then increment the cases by one (e.g. 252 = 21). 
 

Units (can/bx/tin) Cases 
12 1 
24 2 
36 3 
48 4 
60 5 
72 6 
84 7 
96 8 
108 9 
120 10 
132 11 
144 12 
156 13 
168 14 
180 15 
192 16 
204 17 
216 18 
228 19 
240 20 

 
If you choose to take your Products By Troop report and divide the number of units by 12, which will 
give you the number of whole cases plus a fraction that represents the number of additional cans, 
this table will help you translate that fraction to how many units it is. Let’s say the number of total 
units is 37: 37/12 = 3.08. Taking that .08, we see it equals 1 unit. So your round up would be 11 more 
units. (or you can adjust a troop's order down by 1 unit, but be very careful about doing this because there is 
no margin, there being no cupboard, and many products go fast). 
 

Fraction Units (can/bx/tin) 
.08 1 
.16 2 
.25 3 
.33 4 
.42 5 
.50 6 
.58 7 
.66 8 
.75 9 
.83 10 
.92 11 
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