2023 GSEMA Fall Product Program
M2 Quick Reference Guide for Troops

Registration Email and Setting up Account

To receive a registration email, you will need to complete the following:

e Register as a Girl Scout volunteer for the 2024 membership year
e Fill out and submit the Fall Product Coordinator Agreement: form.jotform.com/91834220932151
e Fill out and submit the Bank Account Information Form: form.jotform.com/82345668096165

Once all of the above requirements have been met, you will be setup, by Council, in the M2 system and
receive a registration email shortly thereafter; sample below:

,.'l‘c t ’ @ Media

" Announcement
.

XYZ Troop LEADER NAME: To manage the product program this year,

please set up your account now. You will be able 1o monitor reports,

communicate with troop leaders and create your own avatar. Your

usemame will be the email address shown below. Use that e °
information when you create your password.

Once you log in, create your avatar and visit the “Parent and Adult
Email Campaign” section. Check or enter the email addresses for the
girls / parents in your troop so they will receive an email with
instructions on how to participate,

Usemame: alitruem2test+inctroon2 15@gmail com

Once you have created your password, you can access the site using

this hink otgolo WA :;';"n,.t';.md’r‘n.']'; cCOM/acmn

The program will run from 07/16/2022 to 12/31/2022 11:59 PM CST.
Please encourage all girls to participate. it's fun and also a great
learmning experience. If you have any questions, contact us online or
call 1-800-372-8520. Thank you for all that you do for Girl Scouts.

Thank you, M2 GS Test Council 1 Trophy
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Click the link in the email to create your password and make note of the URL for Council and the
program begin/end dates. After the password is set and you click the link to continue to the dashboard,

you are then required to view a short training video to continue:

Before You Begin

ancials and Reparting

BEM4EF BOJ

wards and Patches

Getting Started

1) Training Video

Once the video has concluded, click the “CONTINUE” button below the video to proceed. You will then

be prompted to update your profile information:

Update Profile
First Name Last Name
Travis Sammons

Phone: [XXX-XXX-XXXX]

Shipping Information
Address 1

Address 2

City State Zip

-

UPDATE

M2 Quick Reference Guide for Troops (September 2022)
2

Getting Started

2) Update Your Profile

girl scouts
of eastern
massachusetts



Confirm your name and enter your phone number and address information, then click the “UPDATE”
button at the bottom. This will bring you to your troop dashboard:

Girl Scouts of Eastern Massachusetts

Travis Sammons

@ Edit Avatar Stats: Current Campaign Troop: 12345 w
Q¥ Your Patch

Ea] View Troop Photo
Change Role

Online Magazines

Direct Ship
2 Nuts.

Campaigns Launched

Online Nut
Last Year: 0 Girl Delivered

1 Nut Card
@ Avatars created
Last Year: 0 $30 $40 $50 $60 $70 $100

$0 $10 $20 $80 $90
$0.00 $0.00 $0.00
2 Total Sales Online Magazines Direct Ship Nuts.
R
Last Year Last Year Last Year
Last Year: 0
$0.00 $0.00

Online Nut Girl Delivered Nut Card
1 N/A N/A
Participants with 1+ Shares Last Year Last Year

Last Year: 0

Sales data is updated every 15-30 minutes.

Note: You may receive a window prompt to access the Parent/Adult Email Campaign and Create
Your Avatar. You can do these steps now or access them at any time from the dashboard.

It is recommended at this time to click the “Edit Avatar” link in the top-left to create an avatar that all
troop members can see:

Girl Scouts of Eastern Massachu

Travis Sammons
@ Edit Avatar
¥ Your Patch
(& View Troop Photo
Change Role

Stats: Current Campaign Troop: 11111

Online Magazines

Direct Ship
2 Nuts
Campaigns Launched

Online Nut
Last Year: 0 Girl Delivered
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Logging In

To log into the M2 database, you will go to our custom Council URL:
https://www.gsnutsandmags.com/gsema.

gil‘| scouts Media Particlpant Login | Volunteer Login - @ View In Espanal

Girl Scouts of Eastern Massachusetts

i

Girls and Parents/Adulis
Already Registered?

New User?
Troop Leaders or Volunteers
m CREATE AN ACCOUNT
New and returning users
VISIT ADMIN SITE

Welcome!

Thank you for participating with Girl Scouts. You're helping today s Girl Scouts make
the world a better place.

« Create your avatar
= Earn rewards (your avatar can tool)
» Invite friends and family to visit your personalized site

In the “Troop Leaders or Volunteers” box (right, blue box), you would click the “VISIT ADMIN SITE”
button to access your troop account.

Note: Any roles you may have (Service Unit or Troop) are kept separate from the Girl Scout
accounts, if applicable. However, if you have multiple Service Units/Troops, they can all be
accessed under a single login.
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You will be redirected to a new page to access your Troop account:

V B |
girl scouts. e

Manage Your Campaign

Log in as a council administrator, troop volunteer, or service unit volunteer.

LOGIN TO ADMINISTRATION SITE

Log in to a participant's campaign as a parent or adult.

GO TO CAMPAIGN SITE

4

Click the “LOGIN TO ADMINISTRATION SITE” button and you will be prompted to enter the Email
address and Password associated with your account.

Note: The email associated is the same one you used when you submitted your Fall agreement to
Council and the password associated is the one you created upon initial registration.

Once entered, click the “LOGIN” button and you will either be taken to a screen to select the role you are
logging in as currently (if applicable), or you will be taken directly to your Troop’s dashboard (if no
other roles associated).

Note: If you have forgotten your password, click the “Forgot your password?” link below the
“Password” field and you will be sent a reset password email within a few minutes.
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Logging In

Once you are logged into the system, you will see your troop dashboard, which initially shows you an
overall view of your troop’s sales progress and links to every function available to Troop users in the

system:
. . Girl Scouts of Eastern Massachusetts
gil‘l scouts . it 2021 Nut and Magaine Sales -
If you have multiple troops, click this
: . .
Girl Scouts of Eas| drop-down to view their current sales
Travis
@ Edit Avatar Stats: Current Campaign troop: 11111 &
0 Your Patch
5l View Troop Photo Online Magazines
(] Change Role
Direct Ship
Nuls
Campaigns Launched
Lasl Year: 0 G I't”;":f d
Card
@ Avatars created
Last Year: 0 50 $10 $20 $30 $40 350 60 570 580 590 $100
$0.00 $0.00 $0.00
Total Sales Online Magazines Direct Ship Nuts
Emails sent WA A
:
Last Year: 0
$0.00
Nut Card
N
Participants with 1+ Shares LastYasr
Last Year: 0
Sales data is updated every 15-30 minutes.
Campaign Setup Manage System Users Product Management
B Parent/Adult Email Campaign = Send Messages & Paper Order Entry
B Default Storefront Video = Manage Troops and Girl Scouts
Rewards and Patches
I8 Training Video 183 Manage Admin Users
& Rewards
B Video Instructions
Financials and Repdrting [E Personalized Patches
B Banking and Effments
I Reports
B Tropf Summary/Amount Due Report

Note: If you navigate to another page and back to the dashboard, during the same session, the
metrics at the top of the page will be hidden to help with page loading times. You can also
show/hide them yourself by clicking the “Show/Hide Campaign Metrics” button that appears in

the top section of the page.

Every page in the system allows you to navigate to any other page very easily. For example, if you
navigate to the “Paper Order Entry” page, you will have a “Home” icon that will appear near the top-left
of the page and a button, titled “Show Quick Dashboard Links”, will appear near the top-right of the
page that, when clicked, will give you links to all other pages in the system:

Paper Orders

Manage paper orders for this campaign.

M2 Quick Reference Guide for Troops (September 2022)
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“Show Quick Dashboard Links” view (when clicked):

: Girl Scouts of Eastern Massachusetts
. &
g'ﬂ scouts @ Media 2021 Nut and Magazine Sales ‘ @ M
Campaign Setup Manage System Users Product Management
B Parent/Adult Email Campaign ¥ Send Messages B Paper Order Entry
I8 Default Storefront Video Y= Manage Troops and Girl Scouts
Rewards and Patches
I8 Training Video ‘&% Manage Admin Users
W Rewards
B Video Instructions
Financials and Reporting E| Personalized Patches

B Banking and Payments
I Reports

m Troop Summary/Amount Due Report

Hide Quick Dashboard Links =

Parent/Adult Email Campaign (PAEC)

When you login, you may receive a window prompt (see below) that will allow you to 1) coordinate an

email blast out to parents/adults to have Girl Scouts setup in the M2 system, and/or 2) create an avatar
(if you have not already done so):

‘Welcome to Your Campaign x

There are a lot of great tools to make managing your campaign easier. Here are a few of the most important ones to get you
started:

Parent and Adult Email Campaign
g Review and/or enter parent or adult emails for the girls in your troop. They will then
receive a link with instructions on how to participate.

Create an Avatar
® Girls in your troop will be creating their own unique avatars. Create your own avatar too!

Do Not Show Again
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Note: The “Parent and Adult Email Campaign” function can also be accessed from the dashboard
by clicking the appropriate link in the “Campaign Setup” section.

If you click the “Parent and Adult Email Campaign” link in the prompt, or on the dashboard, you will be
taken to a page where it will list all of the current parent/adult emails uploaded from the Girl Scout
upload:

Parent and Adult Email Campaign

Please add parent/adult email addresses in order for them to receive a link and instructions on how to participate.

Troop:| 837 ~ VIEW EMAIL ADD CONTACTS
First Name Last Name Email Send in Spanish Resend Status Delete
Alicia Trussdail alitrusm2tast+stagegd @1 (%) [ ]
Jenniz Sarrell jomell @memedagroup.ca = [ x]

Note: Prior to the above page, you may receive a prompt to approve any newly added
parent/adult emails for them to receive a launch email to get started with the program.

At the top-right of this table, you will see a button for “View Email”, which will give you a preview of the
stock email Council has put together for volunteers to send to the parents/guardians to have Girl Scouts
start participating.

Note: If this function is not done, Council will also be sending out Girl Scout invitations to
parents/adults as well, so every Girl Scout has the opportunity to participate.

You can also click the button, “Add Contacts”, and add any related troop contacts that you may have
and send them the email as well. You can either add them manually, or by using the icons in this
window to add them from email accounts:

Add Parent / Guardian Emails

Import Your Contacts

yahoo/mail G sign in with Google [ Outlook Aol Mail. B address Book

Or Add Emails Individually

First Name Last Name Send in Spanish

O

CANCEL SAVE AND CLOSE
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Once you have confirmed the contacts listing, and sent any new contacts an email, you can track their
progress by using the status column on this page. This will show you the status of an email, whether the
recipient has/has not opened it, the email has been sent, if it bounced, etc. (key below):

Opened O Didn't open Sent ® Delivered 4 Bounced Queued for sending

If someone has notified you that they did not receive the email, you can resend the email easily by going
to the “Resend” column and clicking the circular arrow icon to quickly send a new one.

If an email has bounced for some reason, the system will walk you through correcting this by clicking
the “Quick Fix” link in the “Status” column.

Throughout the program, you can add/edit this contact list at any time, as well as, delete any users who
do not need to receive the emails.

Parent/Adult Email Campaign (PAEC)

To view all of the Girl Scouts currently registered to your troop, you will click the “Manage Troops and
Girl Scouts” link on the dashboard or in the quick links section. There will be two tabs, one for troops
and one for Girl Scouts. The “Troops” tab will show all of the troops associated with your login, with
additional options available if you click the ‘+’ sign next to the troop number. The “Girl Scouts” tab will
show you all of the Girl Scouts registered to your troop(s), that have been uploaded into the system:

Manage Your Girl Scouts

Manage Girl Scout information for this council.

SEARCH TOOLS ~

Click the "+" menu to access additional features and view more information.

Girl Scout Name Troop # Service Unit GSUSA Number Status

+ No nham 82362 Millis 108285340 Not Launched
Brile 82362 Millis 109233194 Launched

+

=+ Fi tt 82362 Millis 109237292 Launched

+ ch 82362 Millis 107219098 Launched

Note: If a Girl Scout is missing that you know has registered for the current membership year,

please contact customercare@gsema.org and we will check into it, as there might have been an
issue with the registration. Girl Scout uploads will be occurring daily throughout the length of
the program to ensure all rosters are as up-to-date as possible.

From this view, you see their name, associated troop, associated Service Unit, and whether or not they
have received a registration email. Below are the meanings of each status:

, , girl scouts
M2 Quick Reference Guide for Troops (September 2022) f
9 ot eastern

massachusetts


mailto:customercare@gsema.org

¢ Not Launched - have not received a launch email to register
Not Launched Nut Card Only - have not received a launch email to register, but quantities have

been added to the Paper Order/Nut Card, for the Girl Scout, by a higher-level user
Launched - sent a registration email through Girl Scout upload, Parent/Adult Email Campaign,

or manual addition

If you have many Girl Scouts, spanning multiple pages, there is a Search function you can use by
clicking the “Search Tools” button below “Manage Your Girl Scouts™:

Mangge Your Girl Scouts

Manage Girl Scout information for this council.

SEARCH TOOLS ©

Status

Service Unit # Troop # Girl Scout Name GSUSA #
Choose A FILTER Reset

Next to each one of the Girl Scouts’ names, there is a ‘+’ icon which gives you additional options, such as
viewing their sales report, any payments made (if applicable), and their avatar photo (if they have

completed one):

X jates

; View Participant
il View Sales Report
H® View Payments

(4l View Avatar Photo

girl scouts
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Order Entry

While Girl Scouts are able to add their own in-person/paper orders into the system themselves, you

may need to do it as well. To enter those orders, click on the “Paper Order Entry” link on the dashboard
or in the quick links (under “Product Management”). You will be directed to a page where you can type
in the Girl Scout’s troop number for whom you are entering the order (in box #1):

Paper Orders

Manage paper orders for this campaign.

o Select the Troop you will be making paper order entries for:

Troop

Search Troop... ¥

o Please select a Troop above.

Once you have selected the troop number (by clicking on it or pressing enter/return on the keyboard),
all of the Girl Scouts associated with the selected troop will appear in the #2 box:

o Paper Order Results:

Click the "+" menu to access additional features and edit the Girl Scout's paper orders. If you don't see a particular girl below, please contact your

council to have her added.

Girl Scout GSUSA Number
=+ Fake Girll (Fake) 234567890

=+ Test Girll (Test) 12345678910

+ Fake Girl10 112345678

+ Fake Girl2 345678901

=+ Fake Girl3 456789012

=+ Fake Girl4 567890123

Email

0

0

Nut Sales

Sales

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Total Sales

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

From here you can see if any information has been entered for them already, in total quantity and total
sales. To open and view a Girl Scout’s order, click on their ‘+’ icon and select “View Paper Order”. A new
window will appear showing the products available for entry from the paper order card, which will also

include a line for the Community Caring/donation product:

M2 Quick Reference Guide for Troops (September 2022)
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View Paper Order X

Girl Scout Info

Troop: 11111
Participant: Girll0, Fake
GSUSA ID: 112345678

Nut Orders
Service Unit Leader: The deadline to enter orders that girls received in person has passed. Please contact the council.
Product Price Qty Total
A Fruit Slices $6.00 0 $0.00
B Honey Roasted Peanuts $6.00 0 $0.00
C Dulce de Leche Owls $7.00 0 $0.00
D Dark Chocolate Mint Penguins $7.00 0 $0.00
E Peanut Butter Bears $7.00 0 $0.00
F Deluxe Pecan Clusters $7.00 0 $0.00

Enter the quantity of each item sold and when finished, click the “UPDATE” button at the bottom-left;
repeat as necessary for each Girl Scout. Orders can be updated up until the Troop entry deadline on
October 23" at 11:59pm.

Note: Sales quantities should appear instantaneously on this page, but it may take up to 30
minutes to appear on sales reports.

Order Entry

Recognitions are automatically earned throughout the entire length of the program. However, it is
always a good idea to check them periodically to make sure they are calculating properly as Girl Scouts
meet the requirements for each recognitions level.

To view Girl Scout recognitions orders, click the “Rewards” link (under “Rewards and Patches”) on the
dashboard or quick links. You will be taken to a page that list all the earners in your troop:

Manage Earnerg

If there is an action to be taken, such as a choice

Manage Reward Earn

between two items, a warning icon will appear
m to the far-right, next to the scout’s name

« « » »
Service Unit Troop Email Participant Name
Bending Birch 540 = oreno A
Bending Birch 200000 = Joe Tester A
Concord Hill 355 = ena Rangel
irl
girl scouts
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Click on a Girl Scout’s name to open up a window to show what has been earned:

View Earner

1897)

If you are selecting a reward with size options or additional

choices, make your selection and update. You will then be able

to make the additional choice.

Rewards Earned

X

Reward Options

Donation Amounts
Large Giraffe Plush Reward
Shirt

I'm a Creative Patch
Large Giraffe Plush

$10 or $5 Donation

Shirt
Reward Shirt

A

Name

--Select Size-- -
Reward

--Select Reward-- -
Name

--Select Size-- -

If a choice needs to be made, such as a T-Shirt size or recognitions option, you will need to choose the
size or option (in the “Options” column) and then click the “Update” button at the bottom of the
window; repeat this as necessary for each of the earners. You are able to make changes up until the
Troop entry deadline of October 234 at 11:59pm.

M2 Quick Reference Guide for Troops (September 2022)
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Troop and Girl Payments

To view payments made by the troop (to Council) or by Girl Scouts (to the Troop), you will click the
“Banking and Payments” link (under “Financials and Reporting”) from the dashboard or quick links:
Service Unit:
Troop Payments - Service Unit Council Juliettes Council Julieties +
View all payments for your troop(s). If you have multiple troops, in
multiple Service Units, you can click

the drop-down box to update and

show the list of troops associated

Select rows to see payments for a particular Troop.

Troop # Gross Sales $ Collected Online Total Proceeds & Bonuses Total Owed Total Payments Balance

12345 $1,657.00 $1,657.00 $248.55 ($248.55) $0.00 ($248.55)

Click the row, which shows the Troop number and high-level sales information, and you will be
automatically forwarded to a page showing all of the troop and Girl Scout payment activity throughout
the program:

Troop Payments - Tro 62
Troop Deposits To view banking information
View payments made by this troop to the council up|oaded into M2 for the trOOp,
click the “VIEW ACH’ button \
VIEW ACH
Date Bank Name Check/Deposit/Ref# Comments Deposit
11/04/2021 GSEMA Council 124537 $376.95

Girl Scout Payments

View Girl Scout payments for this troop.

ADD GIRL SCOUT PAYMENT

Click rows to view Girl Scout payments.

Girl Scout Payments Due Troop Payments Made Balance
Nor ham $0.00 $0.00 $0.00
Brilei—"- 7+ $0.00 $0.00 $0.00
Fio $0.00 $0.00 $0.00

Note: The only activity you will see under Troop Deposits will be the scheduled ACH payment, for
100% of the balance due, being processed on November 2, 2023 after all sales are final. These
payments are controlled at the Council level ONLY, as they affect the balance due to Council.

Adding Girl Scout payments is recommended, but completely optional. This will help you keep track of
all payments received from Girl Scouts as to keep better records of who owes and who does not. These
do not affect the balance due to Council, only the Girl Scout’s balance due to the troop, so you are able

to add payments as they are received.

, , girl scouts
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To add a payment, click the “Add Girl Scout Payment” button that appears on the right, directly below
the “Troop Deposits” section. A window will appear which will prompt you to select the Girl Scout you
are recording the payment for (box #1), payment amount, payment date, form of payment (cash, check,
or credit) and any comments you might have (box #2):

Add Girl Scout Payment

Select the Girl Scout you will be recording a payment for:

Girl Scout

Felicia Moreno -

Record the payment details:

Amount Payment Date Form of Payment

$  10.00 07/11/2022 & Check -

Bank Name Check/Deposit/Ref #
BOA 1245

Comments

balance due for all products sold|

CANCEL RECORD PAYMENT

X

Once finished, click the “Record Payment” button and it will appear in the table on the previous page.

M2 Quick Reference Guide for Troops (September 2022)
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There are a few reports available to Troop users. To access, you can click the “Reports” link on the
dashboard or in the quick links. Across the top of this page are tabs for each of the available reports:

Reports

See financial and other reports for this campaign.

P
All Sales Magazines Direct Ship Nuts Nut Order Card .(:il('}lllljhell]iigzgs Special Reports Summary Report

Below is a quick description of all reports:

e All Sales - shows a high-level summary of total sales, broken down by total magazines, total nuts,
and total emails sent, for each individual Girl Scout in the troop
e By clicking on the individual Girl Scouts, you can see more detailed information about their sales,
including what individual customers (supporters) ordered and what has been entered on their
paper order card (if entered)

Note: If you click on an individual Girl Scout and move to different reports, you will only see the
Girl Scout-level reports until you refresh the page by clicking the “Reports” link from the
dashboard or in the quick links.

¢ By clicking the ‘+’ icon next to the Girl Scouts’ names, you have the option of viewing their paper
order, which will appear in a new window for you to make edits and save them
e Magazine Sales - shows a high-level summary of total magazine sales, for each individual Girl
Scout in the troop
e By clicking on the individual Girl Scouts, you can see more detailed information about their
magazine sales
e Direct Ship Nuts - shows a high-level summary of total direct ship (online only) nuts sales, for each
individual Girl Scout in the troop
¢ By clicking on the individual Girl Scouts, you can see more detailed information about their
direct ship (online only) sales
e Nut Order Card - shows a high-level summary of total nut order card (paper/in-person) sales, for
each individual Girl Scout in the troop
e By clicking on the individual Girl Scouts, you can see more detailed information about what they
(or you) have entered for their order card nut orders
¢ Online Nuts Girl Delivered - shows a high-level summary of all nuts ordered online and chosen for
girl-delivery (no shipping, coordinate with Girl Scout to receive), for each individual Girl Scout in the
troop
e By clicking on the individual Girl Scouts, you can see more detailed information about the girl-
delivered totals by each product and who their customers (supporters) are
¢ Special Reports - multiple reports, opened in excel, showing detailed information about all troop
and Girl Scout activities engaged in during the Fall Product Program (e.g. sales information,
products, financials, summaries, etc.)
e Summary Report (VERY IMPORTANT!) - shows high-level summary information about all
aspects of the program for the troop:
e Total Sales section — shows all of the financial information, including monies collected, proceeds
earned, and the bolded “Balance Due Council” line (amount to be debited on November 2"¢

e Online Magazine Sales section girl scouts
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e Direct Shipped Sales section - online nut sales
e Nut Card Sales section - paper/in-person nut sales entered by troop/Girl Scout
e Online Nuts Girl Delivered section - all online nuts being shipped to and distributed by Girl Scouts

IMPORTANT: At the end of the season when all orders are populated and compiled by our

distributor(s), Girl Scouts will receive, from their troop(s), all nut/candy orders that were
entered as nut card sales AND online girl-delivered nut sales.

e Troop Extras section - any special circumstance products added to the troop (controlled by
Council)

e Campaign Stats section - shows selling Girl Scouts, avatars created, total emails sent, per girl
average (PGA) units/dollars, and other information

Note: All reports, with the exception of the “Special Reports” section, can be printed,
downloaded to PDF, exported to Excel, or emailed directly from the system.

e Product and Reward Delivery Tickets (under “Product Management” -> “Delivery Tickets”) -
post-program (reports will not populate until all sales are final and submitted for fulfillment)
e Use the “Girl Scout Tickets by Troop” sections of this page (one for Products and one for
Rewards) to print out individual reports for each Girl Scout in the selected Troop

Note: You will need to type the Troop number in the box with the word “Choose...” in it for the
report to populate properly.

Since this is Council’s fourth year using M2, some of last year’s data is available for comparison. If you
need additional prior year information, please contact customercare@gsema.org and we can pull that
information for you.
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