
Clover Go Troop Set Up



Create Clover username and password

Once you’ve created your 

password at the link provided 

to your email, you can log in 

to www.clover.com. Enter 

your email address and the 

password created to access 

your Clover Dashboard.

If you did not receive or 

cannot find the welcome 

email, click “forgot 

password” link.  

https://www.clover.com/


Navigating within the Clover Dashboard

• Click your name to access 
account settings or to log out.

• If your email ID is associated with more than 1 troop 
account, click here to see a drop down of all and 
toggle between them.  This can be done from any 
screen. 



Confirm business (Council) information is correct

• Click set up 
and then 
“Business 
Information”.

• Verify 
council 
information 
is listed not 
the troop 
leader. 

• This 
information 
will show on 
customer 
receipts. 

• Update 
accordingly. 



You can update the logo to the Girl Scouts of Western Ohio by 
downloading and saving the logo, and then updating in the 
Business Information section of Clover. 

This step is not required but will display on the receipts to 
customers if done. 

Upload Council logo



How to Add Inventory
• Click inventory in your toolbar

• Click on “Add New Item”

If you have 

multiple troops, 

once the first is 

set up you can 

copy settings 

and inventory 

over from the 

first troop. 



Update Inventory

1. Add name of the 

inventory item

2. “Show in register” 

should be checked

3. Add $5 or $6 Price 

4. Pricing Type is fixed

5. Key in category name of 

“Cookie Program” 

6. Make sure no 

taxes….”default taxes 

and fees” should be 

removed

7. Hit Save – continue 

process until all varieties 

are added



How to add girl users to your troop account

Select “Employees” to add/change/delete girls and 

administrators for your troop

Click “Employees” from the left toolbar and then click “Add New 

Employee” 

a) Full name and email address are required.

b) Nickname will be how girl’s name appears on the receipt. 

First name and last initial are best practice.  Do not put her 

last name in!

c) Assign her the role of “Manager”. This is so she will have the 

ability to issue a refund for her own transactions, if needed.

d) Optionally, you can assign a passcode or allow the girls to 

choose their own when activation the Clover Go app.  Please 

note that each passcode must be unique within the account.

e) Click “Save”

Note: Each person added will receive an email from 

Clover with a link to verify their email and password.  

They will need to do that before they can activate the app

If a caregiver has two girls in the same troop, they must either use different email addresses for each girl, or have 
them share an account. There are several workarounds to help get all girls added that are outlined on the next page.

We recommend adding productprogram@gswo.org as an admin to your account. This allows 

council to have access to your troop in case of troubleshooting assistance and to see sales reports. 

mailto:productprogram@gswo.org


What if my Girl Scout doesn’t have her own email address?

Clover requires each user to have a unique email address, in order to set up an account. Girls Scouts under the age of 13 must have adult supervision.

However, this can be a challenge if multiple siblings are associated with a single parental email address (e.g., sisters Sally and Betty Smith both use 

their mother’s email address, TroopMom@gmail.com), or if a troop leader and her daughter use the same parental email address. If this issue applies to 

you, here are a few work-arounds that you can discuss with your troop leader or cookie manager to get your daughters set up…

• If you are a troop leader or cookie manager with admin credentials, your daughter can sell in your Clover account. Admins can still make sales. 

Whoever looks at reporting later will just need to understand that these transactions showing up in your name should be credited to your daughter.

• If you have multiple daughters: One girl can use her mom’s email, one girl can use her dad’s. Or, if you have a work email / secondary email, you 

can use that for one daughter, and your primary email for the other.

• Alternatively, if you have multiple daughters but they are in different troops: The family can create a single shared Clover Account (name: 

“Betty and Sally Smith”) that is assigned to both troops. You just need to switch between Betty’s troop “Merchant ID” when you’re selling with Betty, 

and Sally’s troop when you’re selling with Sally. 

• Alternatively, if you have multiple daughters but you use a Gmail account, it’s easy to use an “alias” without having a create a new email 

address. You can add any text after a “+” sign and all the mail goes to the same inbox, no set up required. For example, if your email address is 

TroopMom@gmail.com, you receive all email for TroopMom+Sally@gmail.com AND all email for TroopMom+Betty@gmail.com without needing to do 

anything special in Gmail. So one Clover account can be registered under TroopMom+Sally@gmail.com and one can be registered under 

TroopMom+Betty@gmail.com

• If none of the above options work, you may need to create a new email address. It’s free to create an address on Gmail.com, and it can be set up 

to forward to your preferred primary email address. While this may be a nuisance, you need only open this account once to activate Clover.

mailto:TroopMom@gmail.com
mailto:TroopMom@gmail.com
mailto:TroopMom+Sally@gmail.com
mailto:TroopMom+Betty@gmail.com
mailto:TroopMom+Sally@gmail.com
mailto:TroopMom+Betty@gmail.com


Allow notes so you can track cookie booth transactions

Click “Orders” and make sure 
“Allow notes on orders” is 
checked.  This makes sure 
Payment Notes are carried 
through to reports, so notes can 
be made on sales, especially 
helpful during booths!



Group line items on receipts

Click “Order Receipts” 
and make sure “Group 
line items” is checked.  

This makes sure that 
same items are grouped 
together on receipts.



Allow cash and check transaction tracking

Go to the “Payments” tab.

If you want to be able to track all 

sales (not just credit card sales) 

through Clover, you can enable cash 

or check recording. This makes cash 

or check available as a payment type 

within the app. This can be useful for 

tracking inventory live across your 

troop!

Please note:  Not all apps/features 

(e.g. Signature Options, cashback, 

gift cards, pin debit) are currently 
supported within the Clover Go app



Allow Offline Payments

Stay on the “Payments” tab.

Make sure “Do not prompt for Invoice number” 

is checked. 

If you want to be able to take payments when 

there is an outage or no connectivity, you can 

configure that option here.

While in offline mode transactions are not 

authorized.  Once connectivity is available the 

transactions will then be sent for authorization.

NOTE: If there are not enough funds on the 

card you may receive a decline and since the 

cardholder is no longer present you will not 

receive funds for this purchase.  This is a risk 

so please make sure you clearly understand 

funds could be lost in offline mode.

Tap, “Allow offline payments”

Then, configure the amounts that the 

girls will be able to accept while offline.



Customize receipts

Go to the “Payment Receipts” tab.

• You can customize receipt header and 

footer information, if desired

• You can enter any text desired. For 

example, you could type “Thank You for 

Supporting Amazing Experiences for 

Girls!” in the footer and leave the header 

blank

• If you have uploaded the GSWO logo to 

Clover check the “Show logo on payment 

receipts” and “use business logo” boxes

• Uncheck the “cashier name” box so that 

girl’s full names do not appear on 

receipts. When unchecked nicknames

will appear instead. 



Tips must be turned off

• So that the Tip screen 
does not display in the 
Clover Go App, make 
sure “Ask for Tip” is 
not checked.



Simplify login for girls, by shortening passcode length to 4 digits

• Default setup for new accounts is to use a 6 digit passcode.  The password can be changed to 4 digits so it’s easier for girls to 
remember.

• Note: Clover Go does not allow for unlocking the device without a Passcode and will always require a passcode to login. Troop
Leaders can access the password and provide it to the girls if they forget it and can change it if needed



What if I still have questions?

Additional FAQs can be accessed via https://help.clover.com/devices/clover-go/

For questions about technical issues or problems with your Clover Go account or device, 

please call the Clover support team 24/7 at 855-276-5008

For questions on eBudde, Girl Scout policies or procedures, 

please contact the Girl Scouts of Western Ohio Customer Care at 888-350-5090 or customercare@gswo.org

https://help.clover.com/devices/clover-go/

