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Working With The Inventory System

To start consigning with us you have to register for a consignor number. Choose the “Consign” link on our homepage and either choose “New Consignor Registration” from the drop down menu, or from the right side if you are already on the “Consign” page. 

[image: ]
If you already  have a consignor number, simply click the big “Consignor Login” button on the top right to log into your account. 

After you have registered, or any time you log into your account, you will be taken to your “Consignor Homepage”. [image: ]
You can see different activities on the left, and information and status on the right. We will cover them all right here.

1. Register For Our Upcoming Sale

You click this to register for the upcoming sale. It will take you to a page where you confirm your registration, and where you can read and electronically sign a copy of our Consignor Agreement. You can also find our Consignor Agreement at the end of this handbook.
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1. Un-Register For Our Upcoming Sale

If you have registered for our sale but find that you can’t participate after all, here is where you can un-register yourself. We do ask that you please unregister as soon as you know that you won’t be participating. 

2. Update My Account Information

Did you move? New phone number? New email address? Here is where you can update your information to make sure we can communicate with you. Your consignment check will also be mailed to this address. 
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3. Select a Drop Off Appointment

To minimize wait times for you during drop off we ask that you register for a time to drop off your items. Please read about drop off procedures and tips further down in this handbook.[image: ]

4. Volunteer To Work

Here you can pick volunteer shifts if you want to help us during the sale. Please check the Volunteer section of this handbook for benefits and more information on volunteering. 
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5. Work With Consigned Inventory 

We will cover this link at the end of this section as it has more options.

6. View/Approve Seller Agreement

You can go here to review the Seller Agreement that you signed electronically when you registered for the sale. 
To the right you see this information:
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You can see if you are registered for the upcoming sale, the status of your seller agreement, and if you signed up for drop off or volunteer shift. If you did sign up for shifts, your shift information will be displayed here.

The Estimated Earnings are uploaded at least every night during the sale, sometimes more often. You can always check the time stamp to see how up to date the information is. Please note that the estimated earnings always default to a 70% consignor share minus a $10 registration fee. Any volunteer shift or other earning adjustments will be made manually, after the sale closes.

You can always check which of your items sold by clicking the Sold Items Listing, check and print your Seller Report which includes the Estimated Earnings total, and view and print your own Donation Report for your tax records. The Seller Report and Donation Report are not available until after the closing of our sale, and we always send out emails to alert you of any new reports that are posted. 



















But back to section 6 Work With Consigned Inventory. That is the link you click to enter or edit your consigned items. You will see this menu:
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To add or edit items, click “Work With My Consigned Items”, the first link. You will get to the items entry screen that looks like this: 
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You can find information about pricing, description guidelines, and other helpful tips and tricks about your sales tags in the upcoming chapters. A few things to note are the option buttons below your item entry.  Most of them are intuitive, but be careful with the “Delete ALL Donated Items” because hitting this button will delete ALL items that are marked with “donate Yes”. The system will not know when you entered these items and if they have been through a sale already. If you hit it after entering items for a new sale, the new items will be deleted if they are marked for donation.

And when you are all done entering items, click the really small “I’m finished for now” link next to the Submit Item button, marked here with a big red arrow. Clicking that button will get you back to the consignor homepage. You do not have to worry about saving items. Every item entered with the “Submit Item” button is saved into your inventory. You also want to click that link to get to the screen from where you can print your tags. 

Use the Work with Inactive Inventory link to get to items entered for past sales, and select the ones that you are planning to bring to the upcoming sale, or delete items that you gave away or sold somewhere else. After each sale all unsold items left in your inventory will be marked “inactive”. This is done so only items that sellers plan to bring to the upcoming sale are “active”. This is important to us Sale Organizers so we can more accurately plan the sales floor and have a better count on how many items are coming in.



To print your tags you select either Print All Tags or Print Selected Tags. Print All Tags will automatically pop up a browser window with tags for all active inventory items. If you choose Print Selected Tags, you can choose to only print tags for items not previously printed, or select specific individual tags to print. More information and tips on printing your tags is discussed further down in this handbook. 

You can also View/Print an Inventory Report of your active items at any time. There are different options to sort that report for you. 

The last report called View Your Sold Items is the same report as the one you can see from your Consignor Homepage. 

You can print tags at any time. I personally prefer to work on a stack of items at a time. For example, I gather 20 to 30 clothing items, enter them all, print tags for those, attach those tags, and put the items in my "done" corner. Next time when I have time I grab 10 or 20 toys and do the same thing. Some consignors prefer to enter all their items, then print all the tags at once. I personally find it too overwhelming to sort through 150+ tags trying to find the one that goes with each outfit or item. The first version also has the benefit that you can focus on the most important items you want to sell first, and get them ready to go. If you run out of time and don't get all your items tagged, you at least have some that you can sell, and the rest can wait until the next sale.
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Welcome to the consignor homepage for Henriette Roe (#1000)

Activities:
Register For Our Upcoming Sale

Un-register For Our Upcoming Sale
Update My Account Information

Select a Drop-off Appointment

Volunteer To Work

Work With Consigned Tnventory
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© vou Have nor seLECTED ANY DROP OFF SHIFTS

[Assigned Volunteer
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[Estimated Earnings:
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[Sold Ttems Listing:
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[Seller Report:
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View Donation Report
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#1029 - Henriette Roe

Check the box below to register for the upcoming sale. You can
uncheck the box if you wish to un-register for the sale.

egister me for the upcoming sale

(Please note: If you unregister for a sale, you will also be
automatically removed from any work shifts you have signed up
for.)
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First Name: Last Name:
Your Name

Address:
123456 Consigning Road

City: State: Zip:
Local MN - 55124 -
Email Address: Primary Phone:
>uremail@youremail.com 999-099-9999
Alternate Phone: Fax Phone:

Account Password:
password
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Return To Consignor Homepage

Drop off Appointments You Are Currently Signed Up For. Click "Cancel Appt" to cancel your appointment.

Shift Date

Start

End Time

Addi

nal Info

Cancel Appt

A

it

wailable Drop Off Appointments. Appointments with a status of "FULL" are closed. Click "Sign Up" to sign up for a Drop off appointmen
Shift Date Start Time | End Time Additional Info Status ign Up
Monday, September 26, 2011 9:30 AM 10:30 AM oPEN Sign Up
Monday, September 26, 2011 10:00 AM 11:00 AM FULL Sign Up.
Monday, September 26, 2011 10:30 AM 11:30 AM FULL Sign Up
Monday, September 26, 2011 11:00 AM 12:00 PM. FULL Sign Up.
Monday, September 26, 2011 11:30 AM 12:30 PM oPEN Sign Up
Monday, September 26, 2011 12:00 PM 1:00 PM oPEN Sign Up.
Monday, September 26, 2011 12:30 M 1:30 PM oPEN Sign Up
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The sale is approaching fast! Online worker registration has been disabled. You can still view your current pos
available positions. If you need to contact us, please email us at Henriette@fromyourstomine.com.
Return To Consignor HomePage

Work Shifts You Are Currently Signed Up For. Click "leave shift” to leave the shift.
Shift Date Start Time End Time Additional Info Leave Shift

Available Work Shifts. Shifts with a status of "FULL" are closed. Click "Sign Up" to sign up for a work shift.

Shift Date Start Time | End Time Additional Info Status | Sign Up
Monday, September 26, 2011 9:00 AM 1:00 PM set up FuLL Sign Up
Monday, September 26, 2011 1:00 PM 5:00 PM drop off OPEN Sign Up.
Monday, September 26, 2011 5:00 PM 9:00 PM drop off OPEN Sign Up
Tuesday, September 27, 2011 9:00 AM 1:00 PM drop off FuLL Sign Up.
Tuesday, September 27, 2011 1:00 PM 5:00 PM drop off OPEN Sign Up
Tuesday, September 27, 2011 5:00 PM 9:00 PM drop off OPEN Sign Up.
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[RecisATION STATUS:

REGISTERED

[Seller Agreement:

SIGNED

|Assigned Drop off shifts:

© vou HAVE NOT SELECTED ANY DROP OFF SHIFTS

[Assigned Volunteer
shifts:

© vou are ot sionep up To voLunTEER

[Estimated Earnings:

'$349.80 (as of 10/1/2011 8:18:01 PM CST)

[Sold Ttems Listing:

View Sold ltems

[Seller Report:

View Seller Report

[Donation Report:

View Donation Report
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Welcome back, Henriette

You are currently REGISTERED for our upcoming sale.
Please choose from one of the following options:

Work With My Consigned Items (Active Inventory)
(Add items, edit already entered items, or delete items)

Work With Inactive Inventory
(Select inventory from past sales that you plan to bring to
the upcoming sale)

Print Tags:

(Print All Tags) ~ (Print Selected Tags)

(Print barcoded tags to place on your items)

NOTE: Please disable your popup blocker to print tags.

View/Print an Inventory Report

(ByItem ID) (By Category) (By Discount) (By
Donate)

(By Price)

(View and print an inventory of what you are consigning)

View Your Sold Items
{Use during the sale to see which of your items have
sold.)
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[Things To Remember: You are entering items for consignor #: 1000

© Only items you plan to bring to our] Fill in the information below and dlick "Submit Item" to enter a new item.
upcoming sale (‘active items) are || Category: Accessories -
listed here. Click HERE to ‘activate'| | o1 .
items from past sales. Size: 0-3 Months b

 You can quit and finish later. Your || Description Line 1:
items will be saved.

® You may not price an item less Description Line 2:
than $1.00 and you must price Price: (ex: 3.00!
itoms 50 cont ncrements ( ) $ a1 @

[l Check To Discount ) Check To Donate

I'm finished for now Submit Item

1By defaul, only the fast 5 items entered show. Check here to display ll items

Not seeing inventory from past sales? It is probably INACTIVE. Click HERE to make it active.
(These buttons apply ONLY TO ACTIVE INVENTORY, and applies to ALL ACTIVE inventory, not just what may be displayed in an abbreviated list

below.)
| Delete SELECTED Items | | Delete ALL Sold Items | | Delete ALL Donated Items | | Delete ALL items
| Mark ALL as Donatable | | Mark ALL as Discountable | [ Mark SELECTED as Inactive |
Ttems: 197 Value: $1,005.00
Select | Item# Description Category Size | Price | Discount | Donate | Sold?
B |us WP | leoveBlank | $350 | ves ves wo |gat | paite
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CONSIGNOR LOGIN

Kids Consignment Sale Events

HOME | SHOP | CONSIGN | VOLUNTEER | VENDORS
,,,,,, N Consignor Info

| FUNDRAISERS | ABOUT Us

Accepted Items

How To Prepare Your Items
Incentives Consignor Logins
Tags from Other Sales

Consignor Handbook

signor you will receive 70% of the total sales New Consignor Registration|
ihatyou bring a minimurm of 15 items o $50.00 worth for the
am up to 80% of their total sales!




