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Receiving the Invitation/Logging in to GreenBeans 
 
You will be receiving an email to the address you provided on your Troop Fall Product Chair Description 
and Agreement form, which will be your invitation to join GreenBeans. This email may come from 
support@dovetailassociates.com or notify@quickbase.com

If this is your first time using GreenBeans, it will prompt you to enter in your first name, last name, etc.  

. Open the email and click on the button to 
join GreenBeans.  

If you are a returning GreenBeans user, your information will be stored from the last time and you will 
just have to enter your previous password from the last product program.  In either case, you will then 
be logged in. 

Remember to record your user name and password as neither your Service Unit Chair nor the Council 
Product Sales Manager has access to this information.  

 
 
 

Getting to Know Your Dashboard  

The Dashboard is your main home page once you’ve logged in to GreenBeans. You will first see an 
update section. It is recommended that you check back here often to receive important information. For 
example, when direct debit dates occur. In this section, you will also find the “Create New Screen Name” 
link, which is located near the bottom right of the update section. This link is only for those volunteers 
who have multiple roles. For example, if you are a Troop Chair as well as a Service Unit Chair, you will 
need to create a screen name for your roles. If you are the Troop Chair for multiple Troops, you will also 
have to create screen names. To create your screen names, click on the link and follow the prompts. 
Then contact your Product Sales Manager so that your screen names can be given access to GreenBeans 
so you can log in. 
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To return to this Dashboard at any point, click the black home page button towards the top left of the 
screen.    

 

 
Setting up Your Troop  

The first thing you want to do in GreenBeans is set up your Troop and Banking Information. To do this, 
click on the Set Up My Troop link located below the update section of the dashboard.  

 

 
 
 
 
 
 
 
 
 
Fill in the form (see next page) completely including your Troop Number, your Service Unit Chair, Troop 
Level, banking information, and contacts. Please note the format for entering in your Troop Number 
should be 5 digits long using preceding zeros if necessary (e.g., 123 would enter 00123). Click the I agree 
box to ensure the funds will be deposited and ready for the Direct Debits.  
  

This section will be updated 
throughout the program with 
important updates here. 

     
  

Click here if you have multiple roles. Please 
contact your Product Sales Mgr. so they can walk 
you through the steps of setting up multiple 
screen names. 
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Once you click I agree, you will be prompted to add your contacts (described in the next 
section). You will not be able to save your nor enter your girls until you have entered contacts. 
 

Enter your troop number including legacy 
number. Use preceding zeros if your troop 
number is fewer than five digits (e.g. 1234 
would be 01234, 123 would be 00123, etc). 

Select the name of your Service Unit from the 
drop down menu. The Region and Service 

Center will automatically fill in for you. 

Select your troop’s program age 
level form the drop down menu 
(e.g., Daisy, Junior…) 

In this section you will need to enter all of 
your Troop Banking Information including 
Bank Name, Routing Number, and Account 
Number. Please have a troop check ready and 
review the sample check below for reference 
in finding your routing and account numbers. 
Your troop number will auto-fill using the data 
you entered above. 

You must select “I agree” before proceeding. If 
you do not, you will receive this message. 

 

You will not click Save until after you have entered your contacts. See 
next section on entering contacts. 
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Entering Your Contacts  

To enter in your contacts, first click on the OK button that appears with the prompt message. You will 
see the Contacts section appear; now you can add your contacts. You MUST enter yourself; any 
additional contacts are optional but you may want to include an additional person who can be contacted 
in the event you cannot be reached if an urgent matter arises. 

Please Note: You will not be able to EDIT or DELETE contacts after they have been entered, so be sure  you have 
entered all of your contacts. You can ADD additional contacts (click Edit and then scroll to your contacts section). 
 
All you have to do to enter in your contacts is fill out each box under the headings: role, name, address, 
city, zip, home phone, work phone, cell phone, and email (region and service until will auto-fill). Once 
you are done, check the box that says Finished Contacts. You will also want to click the Save button at 
this point to save your work. You can simply click the Edit button to return back into edit mode; 
however, for most areas you will not need to be in edit mode.  

 
 

Managing Your Troop  
 

At anytime you decide to log out and log back in, you will be brought to your Dashboard. And now you 
will see an area called Manage Your Troop. To continue entering and reviewing your Troop/Girl 
Information, click on the Manage My Troop link. Anytime you are on your main Dashboard, you will click 
this link to manage data for your Troop. 
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You should see all the Troop Information you previously entered. Anytime you log into GreenBeans and 
want to add new information you will click the Manage My Troop button and then, for some functions, 
click the Edit button. 
 
 

Adding Girls and Entering your Troop’s Initial Orders 
 
To Add Girls and their Initial Orders, click the Add Girl button. A form should appear -- fill out the form 
completely for each girl including: her Name (first and last); Parent email; Program Age Level (Daisy, 
Brownie, etc.); Initial Product Order; Initial Direct Order Magazine sales (the paper orders); Initial Gift of 
Caring order (if applicable). Click Save and repeat for each girl. 

Note: DO NOT use the Save and Add Another button. If after adding your first girl you do not return to the Troop 
Information page, click the black button in the upper left to return to your Dashboard then click Manage My Troop. 

 
 

You will be able order additional nuts by 
checking here.  

Be sure to enter each girl’s order in terms of 
cans. GreenBeans will tell you how many 
total cans each girl ordered and how much 
she owes in dollars for her Initial Order. 

Enter all direct (paper) magazine orders here 
when entering the girl’s Initial Order of nuts. 
Enter the number of orders and the total 
dollar amount. DO NOT include any online 
magazine sales at this time. Wait until the 
close of program per the timeline. 

Don’t forget to include how many Initial Gift 
of Caring cans each girl sells. Remember, all 
Gift of Caring cans are worth $5.00 
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To look up girls and their Initial Order totals at any given time, go back to the Manage My Troop screen 
and scroll to the Nut Sales section. 
 

 
 
To view each girl’s Initial Order magazine sales, scroll to the QSP Orders section. Online Magazine orders 
will be entered at the very end of the program (see page 15). 
 

 
 

Once your Initial Order is complete, and no further changes are going to be made to any girl’s order, you 
are done until it’s time to pick up your Initial Order. 

 

Initial Order Troop Pick-up Information 

To review where, when, and what you’re going to pick up on delivery day click the Display Troop Pickup 
Info button.  

 

 

 

 
This screen will tell you where you’ll be picking up your Initial Order, on what date, at what time, and 
how many cases of each variety you’ll be picking up. Your Service Unit Chair will enter in the information 
for the delivery site, date, and time, so if this information is blank, it’s because your Service Unit Chair 
has not entered the information yet.  
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Print out this form by clicking the print button towards the top left of the report and bring it with you (or 
give it to the person picking up the product) on Initial Order delivery day to verify your Troop’s Initial 
Order. 

 

 

 
 

Entering/Reviewing Troop to Troop Transfers 

To enter or review Troop to Troop Transfers, simply go to your Manage My Troop page and scroll down 
to the Troop to Troop transfers section. You will see two reports, one for the transfers going out from 
your Troop and another for the troop transfers coming into your Troop. REMINDER: Only the Troop 
giving away the product enters the Troop Transfer. Both Troops should retain receipts for the 
transaction. GreenBeans will automatically enter the other side of the transfer for the Troop receiving 
the product. 

 

To enter a Troop to Troop Transfer, click the Add Transfer  button and a form will appear. Fill out the 
form completely. To pick the Troop that you are transferring to, click the drop down menu and choose 
the “browse choices” option and search for the Troop you’re looking for.  Remember if a troop number 
has fewer than 5 digits you will need to zero fill the number (123 would be 00123). Once you have found 
the troop, click the circle next to the number and then click OK. 

The delivery site your Troop will picking up 
from is a link. If you click on this link, it will 
display the address as well as give you the 
option to click a button to get driving 
directions by opening up Google Maps. 
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NOTE: If when attempting to select a troop, nothing happens, check to make sure your browser is not blocking 
“pop-ups.”  If so, on your browser’s top menu click Tools then choose Pop-up Blocker and select Pop-up Settings. 
Enter www.quickbase.com as an approved site, click Add, and then close (if you are not using Microsoft’s Internet 
Explorer, the steps might be different, but equivalent). 

Then simply add how many cans of each variety are being transferred and click Save. Again, remember 
that only the Troop giving away the product enters the transfer. Both Troops should retain the receipt 
in the event that there is a discrepancy. 

 

 
Reviewing What is Due to Council/Authorizing Direct Debits  

There will be two Direct Debits throughout the course of the Product Program: one for 50% of your 
Initial Nut Order (does not include any magazine orders) and the final one for the balance (including 
magazine orders, excluding online magazine orders). Please make sure that you deposit funds into your 
account and authorize the direct debit two days prior to the actual debit date (see timeline in your 
Troop Guide). 

What you will see is your Money Due to Council information. This is a breakdown of your quantity, 
dollars owed, troop proceeds, and due to council for nuts and magazines. This will help you understand 
how the Grand Total of what is due to council is calculated.  

Below the Money Due To Council information you will see your Direct Debit Authorization information. 

 

 

http://www.quickbase.com/�
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To authorize a direct debit, click on the Direct Debit button. This will open a new window that looks like 
the one on the next page.  

Note: GreenBeans does not automatically debit Troop accounts. It allows the Finance Department to run a 
report of authorized debits to send to the banks, and the banks will do the debiting. Should a debit be sent back 
as rejected for whatever reason, the debit will be taken out of the Money Due Summary. 

On this page, it will show you the amount you are authorizing as well as you the opportunity to 
authorize more or less than the amount shown (by making a notation in the Notes field). Enter your 
name at the bottom and click Save. The debit is not authorized until you click the Save button. 
GreenBeans automatically calculates the amount due for both Direct Debits. 

The breakdown of 
quantity, dollars owed, 
troop proceeds and 
money due to council for 
nuts (not shown here, any 
extra product p/u from 
your SU which will show 
as Cupboard) 

The breakdown of 
quantity, dollars owed, 
troop proceeds and 
money due to council for 
magazines 

Grand total of your Troop 
Proceeds (left) and grand 
total balance of what’s 
due to council. 
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Allocating Product to Girls for Recognitions 

In this section you will allocate to your girls any additional sales (including additional Gift of Caring) or 
transferred cans so the girls may earn recognitions. To do this, click the Manage My Allocations button.  

 

In the event that your troop does not 
have available the full amount due to 
council on the scheduled debit date, 
you must use the notes section to let 
council know why and how much can 
be safely debited. Be specific, but 
concise. Conversely, you can also make 
a note if you would like more than 
what is due debited (e.g., instead of the 
50% for initial order, debiting the full 
amount). 
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This is your allocations screen (see below). The first row of numbers is your total cans by variety for your 
Initial Order. The second row is your Total Net Troop Transfers, the third row* is anything extra you 
picked up from your Service Unit, and the fourth row is your Troop Order Totals, which is basically the 
first three rows added together. 

Then you have your allocation table which lists all the girls in your Troop and their net allocations so far. 
Initially this shows the girls’ initial orders, which are already allocated by default. You will only need to 
allocate additional cans. 

Below the table is your remaining to be allocated. These numbers let you know how many cans you 
have left to allocate to your girls for recognitions. These cans are basically your inventory of cans that do 
not belong to any girl in your Troop. Your goal is to get your “remaining to be allocated” numbers to 
zero. Once they are all at zero you know you’ve allocated correctly and your girls are earning the highest 
incentive level possible. If you see negative numbers here, you may have transferred cans that were part 
of her initial order. These numbers will need to be adjusted, and may require contacting the Product 
Sales Manager for your region. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can allocate cans/boxes of product throughout the Product Program. To do this, choose the girl in 
your Troop you would like to allocate (give product) to. Click on the Add Allocations button next to her 
name (near the right end of her “row”).  

You can also allocate Gift of Caring product by clicking on the new Add GOC Allocation button next to 
each girl (at the right end of her “row”). 

*updates to GreenBeans precluded having a complete screen shot available for this manual 
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The left column shows how many 
of each variety you have 
remaining (a combination of any 
transfers to your troop and any 
extras you ordered with Initial 
Order). Input how many of each 
variety you are allocating to the 

girl. 
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You will notice that your remaining to be allocated numbers have changed reflecting what you just 
allocated to your girl(s). Again, you know you’ve allocated all product to your girls correctly, when the 
remaining to be allocated numbers are all at zero. At any time during the program, you can come to this 
screen and click on the “Allocations” link next to a particular girl’s name. This link will give you a running 
list of what you’ve allocated to this particular girl so far. 

 

Entering Online QSP Orders 

In this section you will enter all online QSP orders. Please make sure to have the Detailed Order Report 
from each girl who sold online magazines before you begin. To enter in the online orders, scroll down to 
the QSP Orders section.  You will see a list of all your girls and their QSP totals so far. 

 

The first two columns labeled Magazine Orders (Number) and Magazine Orders (Dollars) are the 
numbers of the direct magazines and total dollars that you entered during the Initial Order phase of the 
program. The second two columns are any online orders that you are going to enter. To enter an online 
magazine subscription(s) for a girl simply click the Add/Edit Online Mag Sales button next to the 
appropriate girl. You will then be brought to the following screen. Simply enter in the number of online 
orders and the total dollars. Then click Save. 

You will see the number of online orders and dollars has filtered into the appropriate columns. 
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Entering/Reviewing Girl Payments 

Throughout the course of the Product Program, you can add a payment to a girl when she gives you 
money towards the product she is responsible for. To do this, scroll down to the Girl Payment Summary 
section.  

 

 

 

 

 

 

 

 

 

 

 

 

Viewing Troop Recognitions 

In GreenBeans, to view your Troop’s recognitions simply scroll down to the Troop Recognitions section. 

You can Print this summary (as with other sections) by clicking the Print link (as indicated above).  

Your Regional Product Sales Manager will be working directly with your Service Unit Fall Chair 
to resolve any Troop issues with GreenBeans. Please make sure contact your Service Unit Fall 
Chair with any questions.  


