
Planned Orders Due 10pm Sundays

Cookie Order Management
Planned Order Deadlines
Due by 10pm:
Sunday, February 16
Sunday, February 23
Sunday, March 1
Sunday, March 8
Sunday, March 15 
NOTE: All flavors available through 
the March 8 Planned Order. 

You can reorder cookies weekly.
These orders are called Planned Orders.
Planned Cookie Orders are due Sundays by 10pm.
These cookies are available to you by Friday or Saturday 
of the same week the Planned Order is placed.

Before You Place a Planned Order
 y Communicate with the families in your troop. Are any families holding too many cookies they won’t be able to sell? If yes, transfer 
cookies among families first.

 y If more cookies are needed, create a Planned Order in Smart Cookies by 10pm Sunday. These planned orders will be picked up at the 
cookie cupboard convenient to you. 

 y Troop Cookie Coordinators can choose the pick up date and time from those available for the cupboard, but still need to arrange 
pick up with the Cupboard Manager by phone or email. Times are not guaranteed as the Cupboard may be waiting on a delivery! 

     How to Place a Planned Order in Smart Cookies
 y Log on to Smart Cookies using your email address and password.
 y Click “Orders” then “Planned Order.”
 y Select your cupboard.
 y Choose a pick-up date and time.
 y In the Order Reference Area, it is helpful to include a reference to why you needed to order the cookies.  Example: Ruby's cookies, 
Week 2 booths, etc.

 y Enter the number of CASES (your order is for cases of cookies - not boxes) for each variety and click “Submit.”
 y A pop up at the bottom of the screen will display ‘Order Was Successfully Saved.’ 
 y Use the “Print Receipt” icon to generate a paper receipt for your Planned Order.

After the Planned Order cookies are picked up from the cupboard, the Planned Order will become a “cupboard-to-troop” transfer that 
is viewable on Smart Cookies’ Order Management page. When the transfer is complete, the cases will be available for you to transfer to 
girls for additional sales or booth sale credit to girls. 

Changing, Viewing and Committing Orders
To view all of the different order types for cookies and rewards, the Manage Orders page MUST be used. 

 y Select “Orders” and click on “Manage Orders.”
 y Select the type of order you would like to view from the order type row, then click “Apply Search Parameters.”
 y You can edit the order by selecting the icon with three dots located at the far right of the order row.
 y At the bottom of the page, you can view a summary of the order types and ‘click the arrow for more’ to display Planned Order 
details, total cases ordered, sold, and on hand inventory.
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