Digital Cookie 5.0

Adding or Editing Parent Details

Adding Parent Details

1. Go to the Girls/Parents tab

Organization Girls/Parents System User Orders Campalgn Import System Reports

2. Fillin at least some letters of the Girl's First and Last name. You are required to use at
least 2 letters for the name fields. Then click the “Search” button.

Girls/Parents

View Results By: Girl v

el W—

irl Last Name: I walk Parent Data l.nded"' v 0 Service Unit Name: I:l
Girl Email Address: I:l Troop Number:

Girl 12 or Younger: | o000 2 Option v E@

3. When you find the girl you are looking for, if her parent details do not appear, the parent
has not been imported into DOC. You can either import her information or, you can enter
the details directly into DOC. To add directly in the record, click on the Girl’s Last name.

Girl Last Girl First Girl Email Parent Last Parent First,, | Parent Council Troop
GSUSA ID ¥ Girl Grad Site Stat:
Name Name e race HES SESEUS Address Name e Email Name Number

Louisiana Ea
Walker Jasmine 883888888 No Gradeg8 Draft o 12355
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4. Clicking on the girl’s last name will bring up her details page. Click the “Add Parent” box
in the upper right hand column.

N T - X TR-CEL 4

t Girls/Parents

Girl Details 12 or Younger
Girl First Name: Sofia Girl Last Name: Miller
GSUSA ID: AZZTEMP1065039318 ‘OLD GSAUSA ID:
Grade: Gradek Younger Girl: Yes 4
Date Of Birth: 06/01/2008 In-Person Dellwery Disabled D 0
|
Site
Information
Girl Pledge Accepted: No Badges Completed: none
Site Status: Not Active Latest Draft Approved: No
Site URL: sofia2068

‘Customers Emailed: o Total Orders: 0

5. Enter the Parent’s Details and the Girl’s Date of Birth.

Add Parent Details )
Parent First Name:* { Michelle I
Parent Last Name:* ‘ Gilbert I
Parent Email:* [ fctest346-33@girlscouts.org

Girl Date Of Birth:* 07/01/2003 I

Save Cancel

Once you save the details, the parent will receive the registration email the next time the emails
are sent by the system (6pm & 4am CT). You can also go back to the parent details page and
click the “Send Registration Email” to trigger the email to the parent immediately. See the “Re-
sending a Registration Email” tip sheet for details on that.
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Editing Parent Details

1. If you need to change the parent’'s name, email or password, begin by looking up the
parent on the girl/parent tab.

Girls/Parents

R CE— -
GSUSA ID: Parent First Name: | yyicnzie Council Code: I:I
O i e a— TR —

Girl First Name: Parent Email: Council Name: I:I
o — L E i | R R—

Y E— S S—
sirl 12 or Younger:  [[ooc oo v (7]

If you cannot find the parent name in the search, look for the girl member instead. The parent
may not have been loaded into DOC yet. If not, follow steps to add parent details.

2. When you locate the parent, click on the parent’s last name

Girl Last Girl First Girl Email Parent Last Parent First, | Parent Council

GSUSA ID Younger Girly | Grade Site Status

Name Name Address Name Name Email Name

detes -3 Louisiana Ea
GILBERT Phoebe 9992499046 | No Grade8 Draft GILBERT Michelle 3@girlscout st 12355
S.0rg

3. The Parent Details page will come up. Click the “Edit” button in the upper right hand
corner of the page.

- - LB 2 o

’ Parent Details
<esanich T |

Parent Details

i

. D LN W

Parent First Name: Crin Parent Last Name: Hall
parent Emall: dctests64-7@giiscouts org parent Login Disabled: || @)
Parent T&C's No Password Changed: Yes. 10/11/2018 2:33 PM COT
Accepted: | |
Associated Girls: Sofia Miller Site Last Login:
Grace Hall
Mobile Last Login:
User Roles: e

Registration Email:  Last Sent - 2018/10/11 18:00:12 m a
Reminder Email: Not Sent m e
Password Reset: Not Sent m 0

Save Cancel
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4. You will have three things you can choose from in a drop-down menul.
e Update Parent Name

¢ Update Parent Password

o Update Parent Email Address

Update Parent Details

NOTE! You should only use “Update Parent Password” as a last resort. For security reasons,
the parent should reset her password with the “Forgot Password” link on the login screen or on
her “My Account” tab in Digital Cookie.

If updating parent address, it will let you know that the email will be updated for all girls that
have that email address.

Update Parent Email Address

| Update Parent Email Address ¥

Following girls will be impacted with this change.

Jasmine Walker
Phoebe GILBERT

If the parent has not yet registered for Digital Cookie, she will receive a registration email.

If she is registered, she will receive a password reset email as she has to reset her password to
access the system with her new email.

Digital Cookiems 5.0
gital L-00ke Add/Edit Parent Details v1- 4

© 2018 Girl Scouts of the United States of America. All Rights Reserved.



