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FUNDRAISING IS ESSENTIAL... AUCTIONTMAKES IT EASY

Day of Auction

Set up computer and printer(s) at auction location. It's best to have computers in s separate Go on to next topic:
room away from the noise and activity of the auction area. Make sure to have spare ink or toner After the Auction
cartridges.

Back
Post Seating Report for guests, so they can look up where they and their friends are sitting.

Seating Reports

Enter Silent Ttem Winning Bids upon cose of silent auction, or at close of each section. Enter
Winning Live Auction Bids as they become available.

Winning Bid Entry

Print reports of Items & Purchasers to check for errors. Print Bidder Names report showing
Purchases or preliminary invoices to let your guests see what they have purchased and to help
collect zall the items purchased by individual bidders.

Reports: Items & Purchasers, Bidder Names & Purchases

Monitor the "Pot of Gold" Auction Total to see how you are doing.
Auction Totals

Print Bidder Invoices in batch (10 at a time) to save time or print individually.

Bidder Invoices

Receive Payments. Using 2 credit card system that syncs with Auction? eliminated this step
for most guests.

Enter Payments Received from Guests

Have guests pick up items and Congratulzations on a successful Event!!
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Seating Reports

Sort Alphabetically, by table number or by bid number. Go on to next topic:
Winning Bid Entry
Sample V3 - Pikes Peak SnowBall
Tahle Assigments Sorted Alphabeticaly
Bid  Cusst rame Tible Muwber  HestHame Back
Mumhber Munber inParby
C
104 Candie Michelle 1 3 (5df)
106 Caseon, Chns & Eithe 1 2 Candie, Michells
H
110 Holwes, hlia d. 3 2 (3df
P
102 Palmer William T 2 4 Straton, Wirfield Seott; Gold
Mues, Inc
5
101 Strathor, Winfield 5 cott, Gold 2 1 (Sdf)
Mines, Ine
T otal Guesie Attenuling 12

www.auctionsystems.com | Copyright @ 2011 | Auction Systems Inc, all rights reserved.
P.0. Box 9626, Colorado Springs, CO 80932-0626 | Contact Us
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Winning Bid Entry

Entering Winning Bids is fast and easy as 1-2-3. Go to Activities, Enter Winning Bids on the
tool bar or in Auction Mode, simply dlick on any item and the Winning Bid Entry screen
opens.

You have a choice of entering winning bids for silent or live items.

Type the item's number in the Ttem Number field and press tab or enter on your keyboard. The
item’s Short Description will appear in the window and the cursor will automatically move to
the Bid Number field.

Enter the Bid Number of the highest bidder, press tab or enter on your keyboard and the
bidder's name will appear below the Item Number and Short Description in the window. The
cursor will automatically move to the Amount field.

Enter the winning bid amount and press enter on your keyboard or click the Save button on the
screen and the winning bid is saved. The cursor will automatically return to the Ttem Number
field and you are ready to enter the next winning bid.

3 Winning Bid Entry [ %]

| Buick Mame Lookup ‘ Items without Bids
Auto Advance
& To Next Item # SILENT # 1001, Snowboard
To Mext ltem
without a Bid Puichased by: Michelle Candie
i OFf
Item Type y
o Item Number Bid Number Amount
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° 1001 [o10s [ s4500  Delete..
" Live
1 ] Mo Winning
J J I Bid Rev'd Cancel

Show Bids & Totals for Event Hint Close

Go on to next topic:

Reports: Items & Purchasers,
Bidder Names & Purchases

Back



If the bid number on the bid sheet is missing or illegible, click the Quick Name Lookup tab to
see an alphabetical listing of all bidders. Double dlick the bidder from this list and the Bid
Number field on the Winnng Bid Entry screen will be filled in for you.

Print Invoice |

Winning Bid Entry ] Quick Name Lookup ] Items without Bids
Bid# | Name | Company [
oAby 0106 Bates, Katherine Lee
" Bid Number 0104 Candie, Michelle
G 0103 Carson, Chris & Kittie
 Name 0110 Holmes, Julia A.
" Compa 0102 Palmer, William J.
id 0108 Penrose, Spencer & Julie
0105 Stratton, My.m_n Bijou T!medel
" Double-click a_ g: g; ::;:a;:ll;lnld Scott Gold Miners, Inc
name to selectthit | | 5109 Tesla. Nikola




