Doing More with Names

Once you’ve entered names, you’ll want to find them and view key
information such as their donations, purchases, reservations, and
payments. This chapter covers how to display this information on
screen.

In addition to on screen display, Auction! provides many printable
documents and reports for names.

Documents such as invoices, statements, donor receipts, and details
are “one name per page” and generally intended to be shared with
guests. To learn how to print these, see Documents.

Reports are intended primarily for administrative use by the auction
chair and their team. Reports show as many names per page as

will fit. For details on the many options for organizing and printing
reports, see Reports.

Finding a Name

Searching for names is usually easy, by just scrolling through the

list. Sometimes it’s more challenging. When a couple has different
surnames, you may not know the other name under which they would
be listed. Someone could be listed by Company rather than Last

Name. Auction! helps you find these names. Edit Miew Insert
To find a name: Ligshitoy
Mame. ..
1. Click Edit, Find Name.
or Find Item...
Click the Find button on the Names toolbar, !

which shows a silhouette of a person and

binoculars. #
or

Right-click on Names List
to display the Popup menu,

all of the name to
search for. You can
enter the name

in uppercase or
lowercase letters.
Auction! will search
for all occurrences
of the typed name.

Hame to ||—
3. to  |RETIER

Click Find or press search for:
Enter to search for
the name. Cancel

4. Auction! displays
Results, captioned “Names Containing...” The name to find is
indicated in the caption, and all occurrences are shown. Select
any name and click Edit or double-click the name to edit it.

Enter the string of characters to gearch for.
The Find command iz not case-sensitive. For
the most specific search, iy a phraze, such as
“Smith, Bob"”, "Mary Jonez" or "box lunches. ™
For the most comprehensive search, use only
one word/name per search.

9 HNames containing ‘palmer’

Palmer, William .J.

Edit | Close I

5. Close Results to return to Find Name. It remains open, allowing
you to revise the search requirements if needed.

Tip

Find Name searches in several formats. For example, searching for
“Bob Clark” or “Clark, Bob” will both find “Clark, Bob.” If you are
not sure whether he was entered as Robert Clark or Bob Clark, then
search for “Clark.”

and click Find Name. Bion Theater; ¢ Edit Name. .

Broadmoor Casi  |nzert Mew Mame..,
Candie, Michell
Carson, Chris & [EENGTTRIEN 0

2. Find Name screen is
displayed. Enter part or

Gold My L
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Viewing Donations for a Name

Anyone who has given items or cash for your event is a Donor. The
items might be Silent, Live, Basket Components or Cash Donations.
This technique is for viewing donations on screen. For printed
information, see Printing Donor Receipts, Statements, Printing Full
Name Details, and Name Reports.

1. Select/highlight the donor whose donations you’d like to see.

2. Click View, Donations for Selected
Name- fduction Total Proceeds
or Donation Yalue Tatal
Click the View Donations button on
the Names toolbar, which shows a

'Eiew Insert  Activities Documents

Donations for elected Mame

hand holding several gifts.

or =

Edit the name of interest, and then click View
Donations on Name Entry. When there are
no donations for the name, View Donations is
disabled on this screen.
or

Right-click the name of
interest, and click View
Donations.

Bijou Theater: Stral  Edit Mame...
Broadmoor Casino; Insert Mew MName...
Candie. Michelle i

Carson, Chris & Kitt|  Find jame. ..

Gold Miners, Inc. G| —
Gold Miners. Inc: 5
Palmer. William J.
Penrose, Spencer §

3. Results are shown,
captioned Items Donated
by... and the selected name.

Delete Mame, ..

Print Donation Receipt

View Donations for Name
(alternate look)

Another way to view donations for one or more names is the Items
Grid view. This will work on an 800 x 600 resolution screen; it works
best on screens of 1024 x 768 or larger.

1. Click the All Items, in Grid view button on the Items i
toolbar. =
or
Cth VleW, Wiew Inzert Activities Documents Reports Rewiew  Settings  Auction
Items, auction Total Procesds e % %‘@
A“ It'ems Donation Walue Total =t = L FE
in Grid / [tems
Spreadsheet. Donations for Selected Mame

| et
Purchases for Selected Name # 7,, | Q‘
- e

Reservations for Selected Name

2. Scroll right

! Silent
(if r.leeded) silent duction Items
until the Mames 3 Live Auction ltems
Donor column Transactions Basket Components
is visible. Cash Donations

3. Click the Al Items, in Grid / Spreadsheet
column

heading labeled Donor to sort the grid by donor name.

4. Scroll down and click the first occurrence of the donor name of
interest. The entire row will be highlighted and you can review
item details.

Item values are totaled i e e
at the lower edge of the Womack, Robert /| print pame Details... | voim @t | Shot Desvrigtin | Velae || Durun
screen. Print Statements. .. [E] [ l:h‘lgl'n! 300k O E‘EIH]} 30.00 ° Baes, Kathedne Lae
— Bo0E Movie Ticket: or Two $:0.00 . Biou Theales; Strattan, Mymr
SRS Frirt Inwit Ao §350.00
F00w Teble Centopicce $25.00 ° Mesnd: of Mfhes Moak School
e BT 6 G BE S GE AT hoR a0 Wihealbcrraw 100,00 Gosden Epecialic: Shop; Huw
£ 200y Padkole of Eeods £20.00 Gardon Epecialios Ehop; Hu
BASKET TR ST
BASKET 8003 Packets of Seeds $20.00 T,p
BASKET 8006 Shovel. Hoe. and Rake $35.00

Click any heading of the grid view to sort it by that column.

Silent ltems: $0.00 Cash & Service Donations: $0.0C Total ¥alue of Donations:

Live ltems: $0.00 Basket Items: $155 00 $155.00

Close
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Tip

The grid view is an extremely large display, wrapping over many
screens, and cannot be printed directly from Auction!. Use the
Reports menu to print out relevant information, or use Export to
select desired columns and print from Excel™ or another spreadsheet
program.

To print only a portion of the grid view, center and adjust the data to
show the information of interest on your screen. Click and hold Alt
down then click Print Screen or PrtScn on your keyboard. This copies
the image to the Windows™ clipboard. You can paste the image into
a word processing document that can be printed.

Viewing Purchases for a Name

Anyone who may purchase items at your event is a Bidder. Items
might be Silent or Live. This technique displays purchases on screen.
For printed information, see Bidder Invoices, Statements, Printing
Full Name Details, and Name Reports.

1. Select/highlight the bidder whose purchases you’d like to

see. i

2. Click the View Purchases button on
the Names toolbar, showing a shopping

| wiew Insert Activities Documents

Auction Total Proceeds

cart. Donation Value Total
or. . Donations for Selected Mame
Click View, Purchases for Name. Pur P

or
Edit the name of interest, and click

Results are displayed, captioned “Items Purchased by...” and the name
selected. Item prices are totaled at the lower edge of the screen.
Sales tax is not included.

Q Items Purchased by Mr. Nikola Tesla

Short Description

Silent Items: $0.00

Cash Donations not applicable here

Live Items: $500.00

Pledge Bids: $0.00 Reservations: $0.00

Total Purchases:

Basket Items not purchased individually $500.00

Close

View Purchases
on Name Entry.

Bijou Theate  Edit Mame...

When this person Broadmoor € jnsert hew tame. .
. . . . Candie. Mll::_l

does not have any winning bids, View | Carson. Chii g ame..,

. . Gold Miners,
Purchases will be disabled. Gold Miners|  poote ame
or Palmer. Willi s i

Pentose, Sp Print Donation Receipt
N i : S . Holl o

R1ght click the name of interest, and | Juse-foly e
click View Purchases. Womack. RO print Name Detais...

Print statements. .

Wiew Donations

Wiew Payments

Wiew Resereation
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View Purchases for Name
(alternate look)

Another way to view purchases for one or more names is on Items
Grid view. This will work on an 800 x 600 resolution screen; it works
best on screens of 1024 x 768 or larger.

1. Click the All Items, in Grid view button on the Items

toolbar.

2. Scroll right (if needed) until the Bidder column is visible.

3. Click the column heading labeled Bidder to sort the grid by
bidder name.

Scroll down and click the first occurrence of the bidder name of
interest. The entire row will be highlighted and you can review item
details by scrolling left or right.
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Viewing Reservations for a Name

Persons who have purchased tickets for your event have a
Reservation, and are Guests. This technique displays reservations on

Viewing Payments for a Name

This technique is for viewing payments on screen. For printed
information, see Statements, Printing Full Name Details, and

screen. For printed information, see Statements, Printing Full Name

Details, and Reservations/Tickets Report.

To view reservations for a guest:

1. Select/highlight the name whose
reservation you’d like to see.

2. Right click and Edit the name of interest,
then click Reservation Details on Name
Entry. Click Purchase / Change Tickets
& Assign Guests to view ticket
purchase details. Number
attending and entrée selections
are shown here.

Wi

You may also:

1. Click Activities, Purchase
Tickets.
or

Bijou Theater: 5t
Broadmoor Casing

Click View, Reservations for
Candie. Michelle
Selected Name. Carsor. Chiis & K
or Gold Miners, Inc,
. . Gold Miners. Inc:
B1ght-cl1ck the name of Palmer. William J
interest, and click View

Penrose. Spence|
. S . Holl
Reservation. o

Tesla, Mikola
) Womack. Robert
2. Reservations / Purchase

Tickets is displayed for

the selected name. Ticket
Purchase is shown. Add
Guests is disabled unless the
person has purchased tickets
for more than themselves and
their immediate party.

bctivities Documents  Repo

Insert  Activities
Auction Total Proceeds

Donation Yalue Total

Donations for Selected Mame

Purchases for Selected MName

hszemble Baskets, ..
Categorize Items...

Sequence ltems 3

Aszign Bid Mumbers. .,
hszign Tables. ..

Purchase Ti
Documents

Edit Mame...

Inzert Mew Mame, .,

Find Mame...
Delete Mame. ..

Print Donation Receipt
Print Invoice
Print bame Details...

Print Statements. ..

Wiew Donations

Wiew Payments

Wiew Purchaszes

Reconciliation Report.

1. Click Activities, Receive Payments.
or
Edit the name of interest, and click
Payments & Register on Name Entry. This
button is disabled when the person does
not have purchases or payments.
or
Right-click the name whose payments
you’d like to see, and select Receive
Payments.

2. Enter Payments is shown for the selected
name.

You can enter and void payments on this screen.

See Receiving Payments for Reservations.

Activities Documents  Repol
hzzemble Baskets. ..
Categorize [tems,..

Sequence |tems ]

Assign Bid Mumbers...
hssign Tables. ..
Purchase Tickets. ..

Select Host for Guest

Enter Winning Bid

‘Fapments &

9 Enter Payments !E ﬂ
Select Guest FPrint Invoice
Bid Number: Guest Name:

0106 52 |Bale:, Katherine Lee ﬂ o
'rint
14 Ute Pass Lane Balance due: 3$0.00 Statement
Crystola, CO 80972
Payment [ see ]
Method Tracking Numb E xpiration A t Cashier Hint
| < Mone > j | | $0.00 | < Nonej
LClose
Yoid | D ate | Time Item | Purchase | Payment | Balance |
29-Nov-01  10:27 AM  Just Build It} $250.00 $250.00
08-Dec-01 11:09 PM  MC 4777 / DLE $250.00 $0.00
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Payments & Reservations
(Alternate Look)

Payments, Pledge Bids and Reservations are displayed on
Transactions Grid View.

1.

Click View, Transactions.

Wiew Insert Activities Documents

Aoction Total Proceeds

or

Click the All Payments
and Pledges in Grid View
button, which shows a
credit card and a grid.

2. Click any heading to sort by the
desired column.

!!i!lﬂ

Donation Yalue Total

Donations for Selected Mame
Purchazes for Selected RMame

Reservations for Selected Name

ltems 3

Mames 3

Inzert  Activities

9 Pikes Peak SnowBall - Shared Access (C:\Auction)
File Edit Wiew

= a| + 28 G £

Transactions

Documents Beports  Rewiew Settings  Auctionpay Help

&y Be

Return to Main Screen

Record Type Mame Detail Amount | Status | Enl~
PAYMNT Bates, Katherine Lee MC 4777 02/05 $250.00 De
PLEDGE Bates, Katherine Lee Live 0004 Just Build It $250.00 Mo
PATYMHNT Bijou Theater: Stratton, Myron  AmEx 65701 05706 $35.00 De
PLEDGE Bijou Theater: Stratton, Myron  Silent 1005 Ride on the Denver & Ri... $150.00 De
PLEDGE Bijou Theater; Stratton, Myron  Silent 1005 Ride on the Denver & RBi... $150.00 De
4] | i
Status 12/23/2003 501 Pr
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