
Annual Troop Finance Report Guide 
 

Log in to you MyGS account at www.girlscoutsgcnwi.org.   

Navigate to the Volunteer Toolkit on the left-hand menu bar.  

 

  

  

  



The Troop Financial Details Report spreadsheet may be downloaded from 
the Troop Leadership Resource tab of the Volunteer Toolkit. 

 

 

 
  

 

 

 

 

 

 

 

 

 

 

 

Depending on your computer settings the spreadsheet may 
automatically open or download. Make sure you save to your drive 
before making edits. This may be converted to Google Sheets if 
necessary.   

NOTE:  This spreadsheet should be used as your troop check register.  It reflects all the 
categories of the Annual Finance Report that you will submit at the end of the year.  A 
check register detail is required when you submit your Annual Finance Report, so if you 
don’t use this spreadsheet use something similar that you can attach to report. 

 

  

  

  

  

  

  
  

1. From the Resources Tab  
2. Look at Troop Leadership 

section 
3. Toggle the “more” arrow,  
4. Select Troop Financial Details 

Report to download it. 
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Troop Financial Details Report Tabs:  

• Information & Instructions  
• Descriptions  
• Step 1 – Detailed Transactions <<< all your inputs go here – like a 

checkbook register  
• Step 2 – Income Statement >> produces subtotals by category, which 

need to be input into online form  

 

 

When detailed transactions are complete, click “Calculate” in bottom left 
corner. 

 
 
 

  

  



After “calculate”, navigate to tab Step 2 – Income Statement.  Automatically 
calculates summary information needed for Annual Financial Report (AFR). 
 

 

 

Save your spreadsheet – to submit with your  

Annual Finance Report through Volunteer Toolkit (VTK) 
  

  



Submitting your AFR 

Navigate to the Volunteer Toolkit (VTK) Finance Tab 

 

 

 

 

 

 

 

 

 

 

Use the Troops Detailed Cash Report spreadsheet to add totals on 
corresponding lines. The information entered will be saved automatically.  
You may enter data all year long.  It will not be submitted to the council until 
you choose Send to the council  after you preview it.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Complete remaining information on troop bank account, plans for next year, 
etc. Attach the Troop Detailed Cash Report spreadsheet and a pdf of the most 
recent bank statement.  AFR is due by July 30.  

 

 

 

 

 

 

 

It will not be submitted to the council until you press Send to the council  

 

 

 

 

 

 

 

Questions?  customercare@girlscoutsgcnwi.org  


