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Redwood Empire Council, BSA is proud to present year-round popcorn sales! Scouts and Units can pass out their
own order cards and anyone can go online and place their order directly with Trails End any time throughout the

year. This means that since you live in California, Grandma in Delaware can go online and order popcorn with the
benefits going to your Scout.

The following is a tutorial for setting up online year-round ordering for your Scouts and Unit. If you would like to
print this tutorial, please click on the following link to download this page in Adobe Acrobat Reader.

First of all, Leaders must have access to the Trails-end system for their unit. This was set up through the council
popcorn sales Fall 2004. If you were not the Unit Kernel for 2004, please contact your Unit Kernel and point them
to this page for setup.

Login to the Trails End system the same way that you did for Popcorn Sales.

Popcorn System Login Page

Usernarmsa: [

Paszwaord: I

Once there, select Scouts from the header to set up individual Scouts:

w Sub-Units & Orders . ~Reports & My Items  w Exit

Troop - Unit Home Page (-}“}Tmr_.; ‘jgn

Welcome to the Trail's End Popcorn Sales System.

Sub-units (dens or patrols) can also be set up in this screen. That will be covered later in the tutorial. If setting up
sub units, then go to the section for that and point leaders, once they are set up, to this page for setting up their
Scouts.

Once Scouts is clicked on, Leaders are presented with the screen to add Scouts to the Unit. Click on Edit as
shown.

Troop Scouts and Order Forms

Troop
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Troop Scouts and Order Forms

Troop
"\rb There are mo scouts in this unit. Use the Ec

This is the place where a single scout can be added.

*Do not enter any personally identifiable information

If adding multiple Scouts, click on the add Multiple Scouts link

Scout Transfer Avea Tou may request a transfer of existing Scouts into Troop 75, vou must know the Scout's 1D {e.g. TELZ234),

4}"] “Tou may now create multiple Scouts at one time using this feature.

Once there, enter how many Scouts to add. The numbers dont have to be exact here. Just put more than however
many boys are in your Unit so they can be added all at once.

Add Multiple Scouts to Troop

< Retum to Scout List

Enter the number of Scouts ta Add

{vou will be asked to enter their names) Bl Senerate Muld Form

Click on Generate Multi Form to be taken to a page to add the Scouts. Be sure to just add their first name and last

initial. This is important because that is the way it will be displayed on their own cards and to the people that order
from them.

Add Multiple Scouts to Troop

< Returmn to Scout List

ou rust enter both Frist Marme and Last Initial for each Scout,

Do not enter any personally identifiable information for Scouts,

Use TAB to 18 5.] IE =

advance thraugh

fields as you 2, Famn IL —

enter names.

Once all Scouts have been added, click on Save Multiple Entries at the bottom of the list to add the Scouts to the
Unit.

Save Multiple Entries

From there, Leaders will be presented again with Scout List screen. From there, click on edit and make changes to

Scouts.

Troop
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If the Edit button is clicked, Leaders are presented with the Individual Scouts login and Password. This is so the
Scout (or their parents) need to input orders online, they can do so all by themselves. It is suggested that user id's
and passwords are changed to something easier to remember. They login to the Trails End System by going to
trails-end.com and clicking on Scouts and Online Orders.

Edit Troop  Scouts

First Mame & Initial ID Goal($)

*0io not enter any personally identifiable information for Scouts. Enter only First Name and Initials. Use middle initial to differentiate between Scou
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Scouts can also be deleted from this screen if they are no longer in the Unit just by checking the box by their name
and clicking save changes.

Dalete First Mame % Initial

*Do not enter any persan
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Now that the Scouts are all set up, it is time to print out cards they can give to family and friends to place orders.
Click on Reports and Consumer Order Cards to do so.

Once Leaders have clicked on this link, they will find several selections.
Cards can be printed for individual Scouts or for entire units through this page.

Order Key Cards

Order Cards

Print Multiple Cards for a single Scout (html report)

Print Multiple Cards for a single Scout (Adobe pdf report)

Erint one page for each Scout in Troop

Print Troop Level ©ards (htrml report) scouts will not get credit

Print Troop Level cards (Adobe pdf report) scouts will not get credit

Once the selection is made, click on Generate Report to create the Report in Adobe Acrobat Reader.

Finalize Order Card Report

One page will be generated for each unit and sub

There are 4 order cards per page.
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Once the report is generated, Adobe Acrobat Reader will open and generate the report requested.

As shown in the card, this will direct the consumer to OrderPopcorn.com

Once the Consumer is there, they can enter the key code as shown. This is what directs Trails End to place the
order on behalf of the Scout.

After entering the key code, the consumer will be taken to their ordering selections

Your consumer can also click on a link to see which Scout they are supporting

Once their order is placed, they will receive their product in the mail, and Council will be notified about the credit for
your Unit.

Now.. to add Sub Units and let Leaders add their own Scouts, click on the link for Sub Units in the header of the
main screen.

Click add a new sub unit to .....
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Then fill in the details. The Leader's info including email address is needed to do this because Trails End will
generate a password and send the information directly to the leader. Point them to this page so that they know how
to proceed from there.

Leaders can also get more information by clicking on the link at the bottom of their login page:

Good luck with your year-round sales and if you have any questions, please dont hesitate to contact us!

The Redwood Empire Council, Boy Scouts of America is chartered by the national council and incorporated in the state of
California. This website is not owned nor maintained by the Redwood Empire Council, BSA.
All official images and documents contained in this website © Boy Scouts of America .

All materials contained herein unless otherwise noted © 2000, ©2001, ©2002, ©2003, ©2004, ©2005 RECBSA.org.
Duplication of this website and/ or its contents contained therein is strictly forbidden without the
expressed written permission of the agents of RECBSA.org.
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