FUNDRAISING IS ESSENTIAL... AUCTIONTMAKES IT EASY

Months / Weeks Before Auction:

One of the first things you will want to do is enter the names of your invitees and donors: Go on to next topic:
Enter Invitee, Donor names Weeks | Days before Auction
Import Names from Spreadsheet
Back

Individual states have widely varying requirements regarding sales tax at fundraising events. Be
sure to learn your local rules, and set Awctfon! to reflect appropriate Strategy

Enter your donated items.
Item Entry

Mail invitations and donor solicitation letters.
Mailing Labels in Auction!

OR export contact information to create your own labels and personalized solicitation letters,
Export data for Mail Merge

Reports will help track items and donors.
Items Reports
Volunteer Contact/Donor Reports

Create Baskets by grouping items donated by different donors into a single silent or live item.
Baskets

Print Gift Certificates for donated services.
Gift Certificates
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FUNDRAISING IS ESSENTIAL... AUCTIONMAKES IT EASY

Entering Names - One at a time

To enter 2 new name of an invitee and/or donor, dick the New Mame button on the tool bar.
You may also Right Click in the large "Names™ area onscreen, or dick Insert menu, New
Name.

9 Sample ¥3 - Pikes Peak SnowBall - Shared Access (C:\Auction)
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The Invitee/Donor Entry screen will be displayed, and you can begin typing in the name and
contact information.
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OR

¥ou may want to import an entire list of
invitees and/or donors from a spreadsheet:

Import Names

Back



FUNDRAISING IS ESSENTIAL... AUCTION! MAKES IT EASY

Importing Data

Importing Names or Items is easy. Select the data source, drag the field name buttons to the Go on to next topic:
appropriate columns to match your data to Auction!’s data structure, and Import. Enter Donated Tieans

Importing Names and Items:

test heading 4 Back

Do sy
Match the Name Elements and Item Elements to the columns from your datafile.
Name Elements Item Elements
Title Additional  Additional = Additional |
| Last First Title ) |
Company | Address | Mddiess City State  Zip Code Full Desc
! Line 2 . __Valu
Home Work . Minimum Minimum
Phone Phone Cell Phone Fax E-Mail Notes Bid “Raise
Nickname * Silent Live
[™ Mark ALL Names as Invitees ™ Mark ALL names as Donors| Asekat Companents
[T Mark ALL as Bidders (assign bid ber if ded) * Caszh Donations
Short Des| [ltem# | | Last Name| First Name| Company | Donor Val| | -]
Short Des|Item Type |Item # | Full Desc [Donor Las| Donor Firs| Donor Con| Donor Val| Minimum B| Minim |
Wheelban Basket 8001 Hunt Helen Garden S¢ 10000 0.00 0.00
Pikes Perl Basket 8002 Dinner for Pike Zeb Pikes Perd 50.00 0.00 0.00
Packets o Basket 8003 Nice assor Hunt Helen Garden Sg 20.00 0.00 0.00
Babysittine Basket 8004 will babysi Palmer L 50.00 0.00 0.00
Hand-crafl Basket 8005 A setof fo Holmes  Julia A. 30.00 0.00 0.00 _
s nae R PR == S = ...._.;_l_l
H | Help [ New» | Cancel |
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FUNDRAISING IS ESSENTIAL... AUCTIONTMAKES IT EASY

Entering Items

Click the New Item button on your toolbar to enter a new items:

Items

2SR M= LI Ml
Silent

On to next topic:
Mailing Labels

Back

The Item Data Entry screen is displayed, and you may begin entering information about the

item:
Q ltem Emtry
Item Typpe Item | nformation .
Mumbser [B); Shoit em D escription: Pricing
| | Donor Walua:
Full Item Description: . ﬂ..[I]
Mext ltem # Minimum Bid:
J $0.00
* Silent ltem Minimum Raiza:
.00
Live ltem s
[ Taxable lem
ol ot =l T HeBiditem
Cash Holes: Categony:
Donation J | « Mone » ﬂ
[ Gift Certificate
Item Statuz | T Pledge / Multiple Bupers
% Receivad Donor Information Comver e
TDIIIE Hame: I < None » j InEce::ketr.
delivered Show Donorz Only [ Anonpmous
For pickup * Show Al Names Edit Donor... |
Hint | I | I Cancel |
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