Auction Registration


Summary
The Registration table is where guests first arrive to check-in and get their bidding paddle.  We also enter sales from the silent and live auction, and we collect payments and check-out guests at the end of the evening.  We also continue to sell auction items and check out guests who had to leave early on subsequent Sundays.
Thank you for volunteering!
If you enjoyed yourself and felt like your work made a difference, then please consider offering to help again next year.  You can always reach the auction committee via our email:

auction@firstuucols.org
This handout should cover the same things we went over during the Friday night training session.  If you read it carefully, you’ll feel confident about doing any of the 3 different registration table tasks.

Signing In to the Computer

You may only need to do this once, if at all.  When you first arrive, the web browser should already be opened, and you should see the main auction web page – if not, press Alt + Home (Firefox) or Alt + M (Internet Explorer) to go to the home page, which should be configured to the main auction web page.  The menu should look like this:
[image: image1.png]Home Page | Catalog | | Donate | | My Statement | | Calendar | | Contact Us quin;‘





Click on the “login” link in the upper right corner.  Enter your own phone number, but for the PIN enter the secret “volunteer” password – it is just one password that will have been shared among all volunteers and might change from year to year.  The system should go back to the main menu, but notice how it adds some choices and says “Signed in as” your name.
[image: image2.png]Home Page | Catalog | | Calendar | | Check In | | Check Out | | Sales | | Absentee Bids | Signed in as Jim Pinkham logoff.





You may see this instead if more than one person shares the same phone number – in this case, just click on a name (or the word Volunteer if you see that instead):
[image: image3.png]PIN is correct - Confirm Login Name

Some phone numbers are shared by several names. Please click on your name below to proceed.

Name
Jim Pinkham
Danya Furda
Jim Pinkham & Danya Furda




Check-in procedures  
(First shift, approx 5:25 – 6:30pm)
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When a guest arrives, from the ticket table, they should already have a catalog and addendum.  They will ask for a bidding paddle.   Grab one from pile but don’t hand it over yet.  We use the “Check-In” screen to search for them in our database.  If you know their name, you only need to enter a fairly distinct part of the name, “pete” would find Peterson, for example.
[image: image13.png]


[image: image4.png]~=lolx|

FEie Edt View Hstory Bookmarks Tools Help

E3Revison M| || Integrteds.. | ) uicForge - . | Epesin-sort. | ¥ [swioer-4..
-le
st vsted (@) GetingStarted | Ltest Headines {_ o/ focahostisosd B Nar Waven s ra »

[Home Page || Catalog || Them Lis || Calendar | Chec T | Chack Out | | Sales || id Shests || Reports | | Admin/Setus |
‘Signed in as Admin _logof|

T x>+ -

O —

- testye comar S| | @- | M| | # -

Auction Check In

‘Search for members from this page.

Enter part of a name, phone, or current Paddle number and press
the search button.

fpete Search |
Paddle [Member Statement[ Phone

Save | |Amy & Peter Huston |(419) 285-4448

Save | |Ikim & Pete Koloski [262-1466

[Beth Peterson l447-0772

Save | |Cheryi Peterson  |486-5809

Sove | |Elaine Peterson  |565-3524

Save | |Pat Peterson [201-0599

Enter paddle number and press Save - a red message will say if it worked
Click on member name for their statement. Enter donations from the member's statement.
Add new member

The auction comittee chairs this year are: Jo Anne St. Clair (268-1923) and Cathy ONeil (267-4975)
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If you don’t recognize them, or if the search comes up empty, ask for their phone number and try that.  If there’s still no match, use the “Add new member” link.  After saving the new member, go back to the “Check-In” screen and start over to assign them a paddle number.
Usually, you’ll see their name appear (perhaps along with some others).  Enter their paddle number in the blank on their row, then press the Save button, and hand them their bidding paddle.  That’s all there is to it!   You should have plenty of time to smile, answer any questions they might have, and encourage them to bid high and enjoy the auction!
If you get a message that says “Paddle: x is already taken by so-and-so”, put it aside and hand out a different one, but also let someone know to look for that person and find out what paddle number they really have.  It’s good to get that fixed before we start entering sales.

If you don’t have a long line and they aren’t in a big hurry, click on the guest’s name and use the “Edit” link at the top of their statement to verify the address and email information:   
[image: image5.png][ Home page | [ catalog [ [ calendar [ [ check 1n | [ check out | [ sales [ [ absentee pids |~ Signed in as Volunteer logoff2.

Member Contact Info - This is where you tell us who you are

If you've been here before, please take a moment to verify this contact information

Make any changes necessary, then press Continue | to proceed to your statement...

Privacy Info:if you purchase items, your phone and an email link will appear on the donor's statement. If you donate items,
your address (and a map-link to it) will appear on buyers' staternents, and your name and item descriptions (but NOT your phone
ar email) will appear in the catalog. We may send you emails after the auction, and to remind you of your auction events, but we
will not give oLt your phone or email to anyone other than your event guests

Name [Jirm Pinkharm|
fations 4713786

number
PIN number  josg¥
Email [pinkharmj@grmail.com (Groups may list emails separated with commas)
Address
This will be used [478 Sutterton Dr
Gahanna, OH 23230
foramapdlink R
to dinnersfevents (Just the postal address - Don't repeat your name.)
you host
Besides doing the vebsite, I'm coordinating voluntesrs to Vork the Computers
on auction night. | |
Member
Notes
(member
notes are viewable by auction committee members and volunteers)
Proceed to
your Continue | Save your changes and proceed to your statement
statement =~

[ Done [#ez




   
If anyone is concerned about why we ask for this information, you can explain we use emails to automatically remind hosts and guests of dated events they sign up for.  Addresses are important for hosts (if they have donated a dinner especially.)   If we have an address on file, guests will see a map link on their statements.  Don’t worry – friends of members who sign up for a paddle don’t start getting our newsletter – it’s only for use directly by the auction.  Also, names and phone#s of buyers will appear on the statements of donors (except for Artwork, China/Glass, Collectible, and Jewelry) – the idea is that many auction events are meant to ‘connect’ us together.  Our policy is that we DON’T ACCEPT FAKE PHONE NUMBERS like 555-1212.
Often, couples arrive together.  If you search for “smith”, you might find a “Joe Smith”, “Mary Smith”, and “Joe & Mary Smith”.   That’s usually because each person has donated individually, but typically they will want to bid with a single paddle (each paddle has its own statement), so use the one that lists both parts of a couple.
Sometimes, a person will tell you they plan to bid for a friend.  In that case, lookup and assign a 2nd paddle for their friend.  It’s far easier to work with multiple statements than sort out different people’s dinners from a single statement (and helps otherwise frustrated dinner hosts who don’t know about the arrangement) – It’s like telling your server you’d like “separate checks” – it’s far easier up front.
If you get a chance, suggest it’s good to have their check made out ahead of time to save time at checkout (Credit card processing fees add up, so checks are better for us)

Sale Entry Procedures  
(2nd shift, approx 7:15 – 8pm)
Shortly before the silent auction ends, we will place a barrier around the registration table.  This reduces interruptions to our data entry, which requires some concentration and attention to detail.  We will work in pairs at the check-in workstations using the “Sales” screen.

The silent auction team members will circle the winning bids on the bid sheets, and our job is to enter these sales.  Here is an example of a bid sheet:
[image: image6.png]X1

5th Annual Motorcycle Ride Excursion
Jim Pinkham
tem Date Qty Offered: 1 Value: $30.00  Min Bid: $15.00

1will take you for a spin on my 88 BMW R100RT. We usually go up
RT 315 and return along the Scioto River. Autumn is a lovely time for
aride, but we'll pick a time whenever you want. Helmet provided. |
am an experienced rider. | need you to call me and suggest a time
about a week in advance or so - if you don't get o it this year, 'm
game as long as the bike still runs.

You need a bidding paddle to bid. Bids must increase by at least 15. When the silent auction is
over, bidding should stop. Let's keep the competition friendly!

I Please Print Neatly!
| Paddie Number Name (pleaseprint) | HowMany | Bid Price Each
B Moy Seits s $15.00

E] Wendy e T %





And here is what the “Sales” data entry screen looks like:
[image: image7.png]| Home Page | | Catalog | | New Catalog | | Calendar | | Check In | | Check Out | Sales | Bid Sheets | | Reports | | Admin/Setup | Signed in as Admin logoff

Sales Entry Page

i Qaty Price "
Item Item Description Paddle Buyer Name (0 left) Each Action
s Airport Shuttle Ed No member is assigned to Paddle 36
S1 Airport Shuttle 18 Karen Townsend 1 5 delete

S1 Airport Shuttle 34 Jim Pinkham & Danya Furda 1 10 delete




You can see I just finished entering some winning bids – existing sales are listed below (in ascending order by price), and the top row is the one I’m currently entering.

The item and buyer names appear as I enter the numbers so the person working with me can verify I’ve got the right paddle number and item number.   You can also see that zero Qty remain.  If we see a negative number, that’s a clue that we might have double-entered a sale.  If there’s a mistake, use the delete link to remove a sale so you can re-enter it.  Mark the bid sheets as you go with your initials in the top-right corner to prevent duplicates.
Dinners and other events often have multiple winners per item, so you’ll notice the item number stays the same till you type over it.  Use the TAB key to move between fields, and the ENTER key to save each sale - you shouldn’t need to use the mouse very much.
If you get a message saying “No member is assigned to Paddle 123” it means someone forgot to hit the save button assigning their paddle.  That’s why we also have names on the bid sheets – go to the “Paddle” screen and assign them their paddle, then come back to the sale screen to enter the sale and continue.

If you leave the sale screen and come back to it, you’ll still be able to see all the sales entered for that item.  Sales also appear on each member’s statement.  Use the Check In screen to find a member’s statement.  There’s a delete link next to each sale on their statement.  You can also enter sales directly from a member’s statement using the “Add Sale” link.
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2010 Auction Statement for Wendy Fish Click here to print this statement.
Other Years
2% Review Contact Info
Items Purchased (Bidder# 36)
Click on Donor names to send them an email, or address to bring up a Google Map.
Item No. Donor Item Name [ Date Qty $ Each
\Jim Pinkham 5th Annual Motorcycle Ride 1 $20.00
Excursion 471-3786 » | will take you for a spin on my 88 BMW R100RT. We usually go up RT 315 and return along the
X1 Scioto River. Autumn is a lovely time for a ride, but we'll pick a time whenever you want. Helmet
delete 478 Sutterton Dr provided. | am an experienced rider. | need you to call me and suggest a time about a week in
Gahanna, OH 43230 advance or so - if you don't get to it this year, I'm game as long as the bike still runs.
Total Purchases Add Sale $20.00
New Sale Item Qty |1 Price |0 Ok
Purchases in excess of estimated value $0.00
Balance Due Add Payment 1217110 $20.00

Donate a new Item
Offer items again by opening them from a prior statement and use the "Offer Again” button instead of "Save"
'Your Other Statements

Be sure to check these other statements with your phone number:

[wendy Fish and Jan Waters

Powered by Together Auction Logout About this Auction Website
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The biggest thing about sale entry is to be careful, work as a team, and pray for good handwriting.  Take turns if you like, and remember there’s no prize for finishing quickly.  We usually finish about 350 bid sheets in less than 45 minutes with 6 teams – plenty of time to get dinner before the live auction starts!
Check-Out  
(3rd shift, approx 9:15-10:30pm)
Checkout is not complicated, but it’s often hectic for a while because lots of people leave at about 10pm.  The best advice is to keep smiling and enjoy the adrenaline.  We’ll usually have a separate line for credit card payments, and the other stations for cash or checks.

As you might guess, checkout begins using the “Check Out” screen, which is a search screen very similar to the “Check In” screen.   Often a guest will hold up their paddle for you.  You can enter the paddle number, or any portion of their name to find them.  Here’s an example:

[image: image9.png]| Home Page | | Catalog | | Calendar | | Check In | Check Out | Sales | | Absentee Bids Signed in as Volunteer ogoff|

Auction Check Out

Enter part of a name, phone, or current Paddle number and press the search button.

Leave search empty and press Search to get all members with balances due plus members with donated items. Click on a member name
in search results to view statement details. Use Control-F to find within search results.

36 search | Go to statement (for printing) after each payment is entered #
Paddle Member Name | Phone |ltem Cnt|Purchases Payments Enter a Payment
36 [Wendy Fish 430-0787 |0 20 o © Check ¢ Cash ¢ Credit ¢ GiftCert [a0 0Ok

The auction committee chairs this year are: JoAnne St. Clair (268-1923) and Cathy O'Neil (267-4975)
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Select the appropriate payment method and press OK to enter their payment (it defaults to the amount due) – this will open their statement and you can click near the top where it says “Click here to print this statement”.  Press OK on the print dialog:
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gindy Fish 2010 Auction Statement
Edit

Click here to print this statement. Online at http:/togetherauction.comfirstuu/statement/auctionld/5/id/1245

[~ Other Years—|
2009 2011

Items Purchased jump down to donations

Click on Donor name below to send an email. Click on address for a Google Map.

Item No. Donor Item Name Date aty $ Each
\[Jim Pinkham 5th Annual Motorcycle Ride 1 $20.00
Excursion e | will take you for a spin on my 88 BMW R100RT. We usually go up RT 315 and
X1 5th Annual  return along the Scioto River. Autumn is a lovely time for a ride, but we'll pick a
delete Motorcycle  time whenever you want. Helmet provided. | am an experienced rider. | need you
B Ride to call me and suggest a time about a week in advance or so - if you don't get to
it this year, I'm game as long as the bike still runs.
Total Purchases Add Sale $20.00
Purchases in excess of estimated value $0.00
Payment Check 217111 $20.00
delete
Balance Due Add Payment 2711 $0.00

Be sure to check your other statements with your phone number €$0%o%k

[Wendy Fish and Jan Waters ’7
The auction committee chairs this year are: JoAnne St. Clair (268-1923) and Cathy O'Neil (267-4975)
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When their statement comes out, trade their paddle for their statement, then direct them to the appropriate entrance to the silent auction hall to pick up any items they may have won.  Look for the words in bold “Collect Item At Auction” in place of the Donor Address for ‘physical’ items.
Usually, members will want to know either “what did I get” or “who got my dinner/service”, so you can read that off to them while it’s printing.  
You may also want to explain that the online version of the statement has links – for example, a map to my house if you click on my address in the example above.  If Wendy had donated items, they would be listed after her balance due.  Depending on the category, details about who purchased them would also be listed (for some categories it will just say “sold” or “not sold (yet)” under the item description.  
To go online to view a statement, enter the URL shown near the top of the statement, and sign-in (like you did) using your PIN number.  If you haven’t changed it, it’s the last 4 digits of your phone.   To change it, use the Edit link which lets you change your phone, address, or PIN number.   

Explain to folks who have donated dinners or services without dates (“TBA” items) – once they set a date, the donor should enter it in order to activate the automatic 5-day prior reminder email feature.   Also explain that the auction committee’s involvement is complete after auction night – as the catalog also explains, it’s the responsibility of the donor and buyer to complete any necessary arrangements, including any possible phone/address/email changes we may not be informed of.
The line that handles credit card payments may use a slightly different flow – accept the guest’s paddle and card, and direct them to the credit card processing line.  Hand the printed statement (showing the card payment and zero balance) with the card to the person processing cards rather than back to the guest (they’ll put it on the bottom of their stack).  The card processor will return the statement and card to the guest along with their charge slip receipt as they finish running each card.
New – As you are reviewing statements after the auction, perhaps from the check out screen’s handy “>0” search, you can email a link to anyone’s statement using the new <<<<<Click here to email this statement message that appears on any statement if that member has an email address.  It will open a new blank email window where you can enter any message you’d like to accompany the statement link.

Post-Auction service  
(Several Sundays after the auction, after both services)
We will setup a single workstation and printer to handle post-auction activities in Fellowship hall.  We’ll use the same search methods when they approach as we would use at check-in to find them or add them if they are new, but instead of assigning them a paddle, we can enter sales and payments directly from their statement.

For the people who are just checking out late, the process is identical to the auction-night checkout – we look them up by paddle number (or name) on the “Check Out” screen, enter a payment, and print their statement for them.
Some guests will want to purchase new items from the “after-sale”.  To make a new sale, use the “add sale” link, and enter the item number, qty, and price each, then press OK.   
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Jim Pinkham 2011 Auction Statement

it 478 Sutterton Dr
Edi Gahanna, OH 43230

Click here to print this statement.

Online at http:/togetherauction.comfirstuu/statement/id/75

[~ Other Years—|

Items Purchased jump down to donations

Click on Donor name below to send an email. Click on address for a Google Map.

Item No. Donor Item Name Date ‘ Qty $ Each
Total Purchases Add Sale $0.00
New Sale ltem[  Oty[  Pricefs Lo |
Purchases in excess of estimated value $0.00
P&"‘ Check 1/28/11 $5.00
Balance Due Add Payment 277111 ($5.00)

Donate a new ltem

Items Donated jump up to purchases





Then, use the “add payment” to enter the corresponding payment, press OK, and then print the statement with the zero balance showing.  While it prints, collect the payment and run the credit or make change as necessary.

In rare cases, you may also use the statement page to correct mistakes made during sale entry on auction night.   Deleting unwanted sales is relatively easy, but adding sales that ‘should have been entered’ can be more difficult if the item in question was over-sold, which can unfortunately happen.   In that case, involve one of the auction committee chairs.  You’ll want to refer to the donor’s statement to see if there are any seats/qty left before adding a new sale when the bid sheet isn’t available or is unclear.
� Many features, including these sale and payment links only show up if you sign-in with the volunteer password.
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