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Step 1
Create an account by clicking on the “Sign Up for a 
	emoĿ 0u�on. �[er Cllin] out the =ormķ you will 0e 
tahen to the �uction "etup )i�ard.

Step 2
+ou made itĴ 
ill in the 0lanhs to create an online auction 
=undraiser.

O  Name Your Auction 
&se the name o= your =undraiser. "omethin] you 
will promote and share. �eep it short and simple.

O  Create a URL

$he &!� is auto ]enerated when you type the name 
o= your =undraiser.

O  Choose your Time Zone

O  Name the Block of Time

�o need to ]et creati�eŌfust la0el them �loch 1ķ 
�loch 2ķ etc. $his is set to deCne when your auction 
itemŐső will ]o li�e and end. +ou only need one time 
0loch i= you want all items to start and end at the 
same time. �ultiple time 0lochs are used i= you 
want to sta]]er the end times. 

O  Item Status

�lich ľyesĿ to show your item in your dash0oard.

O  Choose the Proper Country Currency

Step 3
�lich ľ�e�t "tepĿ to sa�e and continue.
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BOOM! +our auction is all set. +ouĽre ready 
to add auction items.

)e start all new auctions in demo mode so 
youĽre only a0le to add Ɣ items and place 
two test 0ids per item. �t anytimeķ you can 
clich the red �cti�ate �uction 0u�on at the 
top o= the �uction 	ash0oard to unloch 
more items and 0iddin].

Step 5 – Adding Items

rom the �tems Pa]eķ you can add items one 
at a time or import items in 0ulh. �e=ore 
mo�in] to this stepķ ha�e ]ood tuality 
ima]es o= your auction items and detailed 
in=ormation =or each item.

$here are many options to choose and most 
are optional. "ome o= them are con=usin] to 
0e]inners. "oķ weĽ�e added an e�planation 
o= each option on the ne�t pa]e.

Explore for free. Activate your account when you’re ready to add more items.�cti�ate �uction
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Item Description (Optional): 
)hat is itĵ )ho donated itĵ )here did it come =romĵ �ist the items 
inside the 0ashet. &se 0rand namesķ si�esķ and retail �alues. �e as detailed 
as possi0le.

Add Category (Optional):
�roup items 0y cate]ory.  +ou can create unlimited �ustom �ate]ories. 

Add Buy it Now (Optional):
�dd a �uy �ow price to sell the item outri]ht ĵ �ahe it more than the 
retail �alueķ this is =or charityĴ

Auction Time (Required): 
+ou already chose a time durin] setup. $o chan]e itķ simply edit your $ime 
�loch =rom the Edit ta0. $imes can e�en 0e chan]ed a[er the auction 
starts. 

Shipping Costs (Optional): 
)ill you add shippin] costs to the in�oiceĵ )ill you shipĵ �a�e this 
amount C]ured =or each item. "hippin] can ]et pricey. +ou can also 
retuire 0idders to pich up their items at the end o= the auction.

Add Quantity (Optional):
	o you ha�e 1 item or se�eralĵ

Item Value (Optional):
)hat is the retail �alueĵ

Set a Reserve (Optional): 
)hat do you need to mahe a proCt on the itemĵ "ometimes you purchase 
items =or your auctionķ mahe sure the reser�e is =or more than your cost. 

Popcorn Bidding (Optional): 
Pre�ents auction snipin] in the last =ew minutes. "ay whatĵ )hat is 
popcorn 0iddin]ĵ Popcorn �iddin] ]i�es all 0idders an etual chance o= 
winnin] the item 0y e�tendin] the end time o= the item i= a last minute 
0id is placed. �ny 0ids placed in the last C�e minutes 0e=ore the auction 
ends will e�tend the auction end time to the Ɣ minute marh and count 
down a]ain.

Listing Type (Required):
�hoose 0etween �nline �uction or (iew �nly.  (iew �nly should 
only 0e selected i= you want an online catalo] o= items 0ut no 
0iddin] acti�ated.

Item Title (Required):
�reate a clearķ concise titleķ 0ut mahe it intri]uin] so that they will 
want to clich =or more in=ormation. +epķ this is the hard partĴ "oķ i= 
you ha�e a ]i[ 0ashet donated =rom a chocolate store you mi]ht say 
somethin] liheķ ľ�hocolate �o�erĽs 	ream �ashetľ.  �t is short and 
conciseķ nothin] con=usin]. )e hnow it is =or chocolate lo�ers and 
we hnow it is a 0ashet. $heyĽll want to clich to see more details.

Starting Bid (Required): 
)hat price will the 0iddin] 0e]in =or each itemĵ �ahe it low enou]h 
to entice 0idders 0ut not too low. !ule o= thum0ķ i= you only recei�ed 
one 0idķ would you 0e happy with the amount o= money raisedĵ

Blind Bid (Optional): 
$his hides the 0idder history. �t can mahe the 0iddin] more e�citin]. 
�owe�erķ some 0idders lihe to see the 0ids and ]et into 0iddin] 
wars. $his can dramatically increase the end 0id.

Bid Increments (Required):
�ustom or 	e=ault. �hoose your own increments or use the de=ault 
seমn]. +ou mi]ht want to create you own increments to mahe it 
more interestin]. 

Catalog Number (Optional): 
�ssi]n a num0er to your items to heep trach =or accountin] purposes 
and ta�es. 

Hide Item (Optional): 
�tem can 0e hidden until you decide to unhide them. 

Add Donors (Optional): 
	isplay who donated items. �lich yes =or a 0o� to Cll in details. "ome 
donors wish to remain anonymous while others want the e�posure. 

Upload Images (Optional): 
+ou should upload ima]es showin] the item =rom �arious an]les. +ou 
can upload up to Ɣ ima]es per item.

Item Options
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Save & Exit
�t is time to sa�e and e�it the item pa]e. 	id you Cll 
in e�erythin] correctlyĵ +ou are a0out to Cnd out. �t 
will not appro�e the auction =or sa�in] until you ha�e 
properly Clled out the =orm. 

Step 6 – Designing Your Auction

rom the 	esi]n $a0ķ you can upload the looh and =eel 
o= your auction to match your we0site.


or tips on desi]nin] your auction to recei�e more 0ids and donationsķ chech out our 0onus �ideo.

h�ps:ņņwww.charityauctionstoday.comņpņ0onus-trainin]-7-desi]n-your-auction-=or-more-0ids-and-donationsņ

O  �dd �o]osņ�anners

O  �dd main ima]es

O  �dd a title and description that 
]i�es more in=ormation a0out your 
or]ani�ation and auction. 

O  �ddņ!emo�e pa]e =eatures
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Step 7 – Launching Your Online Auction
)hen launchin] your online auctionķ copy the auction 
&!� and send it out in email or throu]h social media. 

URL Location:
�n�ite ş Promote ƻ �inhs ş )id]ets ƻ "end �uction �inh
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Step 8 
End of Auction Process (Free Plans)

O  �= you ha�e a =ree planķ all credit cards will 0e 
char]ed and a paid receipt will 0e emailed and 
sent 0y te�t messa]e to all winnin] 0idders. 

O  +ou will see the notiCcations 0elow on the 
�uction 	ash0oard with tuich linhs to �iew 
!eports and �n�oices.

O  �ll =unds will 0e deposited into your 0anh account 
0y "tripe or Paypal. +ou can lo] into your "tripe 
or Paypal account to chech the deposit status. 

O  �ll per=ormance =ees and credit card processin] 
=ees will 0e tahen out 0y "tripe or PayPal and 
the net amount will arri�e in your 0anh account. 

O  +ou can run reports inside "tripe or 
PayPal to see all =ees per transaction. 

O  �= any credit cards =ailķ we will =ollow up with the 
winnin] 0idders e�ery day until the in�oice is 
paid.

End of Auction Process (Pre-Paid Plans)

O  )e will ��$ auto char]e any credit cards on Cle.  
�nstead we send an in�oice 0y te�t messa]e and an 
email notiCcation with a linh to mahe a payment.   

O  �nce �n�oices are paidķ you will see the �n�oice 
"tatus chan]e =rom "ent to Paid in real time.

O  )ith a Pre-Paid Planķ you ha�e the a0ility 
to collect cash or chech oZine.  )hen you 
doķ you will need to marh those in�oices 
as Paid 0y �Zine Payment �ethod.   
 
NOTE: )e will continue to send past due in�oice 
notiCcation =or any in�oice still marhed as &npaid. 

O  �t anytimeķ you can 0ulh char]e all 
winnin] 0idderĽs credit cards you ha�e 
stored on Cle =rom the �ll �n�oices pa]e. 

O  +ou can run reports inside "tripe or 
PayPal to see all =ees per transaction. 

O  +ou will see the notiCcations 0elow on the 
�uction 	ash0oard with tuich linhs to �iew 
!eports and �n�oices.

Visit Stripe or Paypal to check on your auction payout status and deposit dates.

Run end of auction Sold Item Report.

View Invoices to check the paid/unpaid status.

Run end of auction Reports.
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