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Trial Guide: SchoolAuction.net  

Thank you for your interest in our software! SchoolAuction.net is web-based software, designed to help 
teams of volunteers as they plan, promote and run fundraising events. The types of events that our 
software can help with include Live and/or Silent Auction Galas, Online Auctions, Art Sales, and Gala 
Fundraising Dinners.   

The typical fundraising-auction team will have between 3-24 volunteer members working on it; 
procuring items, selling tickets, developing printed materials (catalogs, bid sheets, etc.) for the event 
night, and working the event itself – setting up the room, checking guests in, selling them items as the 
auctions close, checking the guests out, and submitting credit-card transactions for auction purchases to 
a bank of your choosing for processing.  Our software is designed to help the volunteers with all of these 
essential functions. 

Each school, group or organization that signs up to use our software gets their own account; each event 
your school runs gets its own web-based instance of the software – its own website, which helps the 
school promote the event and provides your auction team members access to the software tools and 
common database for the event. 

During your trial, your site is set up with a test credit-card processing account that responds as if it were 
really processing card data. But please be reassured that this test account does not actually capture full 
card data, nor does it submit any transactions to a real bank.  If you want to be extra safe, here is a test 
card number that you can use to charge your test purchases to: 4111 1111 1111 1111 – make up any 
name you wish, and an expiration date sometime in the future. 

So.  With that setup, let’s launch you into your trial. On the next page, we will send you off to your event 
website, and log you in to start working.  But before we do, please add the following bookmark to your 
web browser’s Favorites menu: http://support.schoolauction.net/ – there is a lot of good information 
there on how to use the software.  During your trial, you can also contact your account manager – their 
name, email address and telephone number are displayed on the Dashboard of your trial site. Don’t be 
afraid to contact us; the software has a lot of functions and there are a lot of ways to arrange things, and 
you will undoubtedly have more than a few questions.  

Frequently Asked Question: Hey – down below, I see references around here to 
Tofino Auctions and PartySupporters.com. What are those, and what’s the 
difference between them and SchoolAuction.net? A: Not much - just the domain 
that your event site will live on and a different color scheme.  The underlying code is 
the same, and they work identically.   

 

  

http://support.schoolauction.net/�
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Getting Started: Looking Around, and Logging In 

When you have your event website assignment, and username/password, go to the site by clicking the 
appropriate link above.  Each site is populated with the auction name and date, which you provided at 
signup, and built with some sample data, such as the name and address of the auction venue (The 
Melody Ballroom; a popular spot for fundraising auctions here in our hometown) and a couple of items 
you can look at to familiarize yourself with the item-entry screens.  Click the Catalog link in the 
Navigation Bar to see these; then click the Home link to come back to where you started.   

In this state, the event website is a resource you can use to start promoting the event to guests, but 
right now it looks pretty bland and unhelpful, so let’s see what we can do to remedy that.  Find the 
“Admin Login” link in the Navigation Bar (it’s on the far right), and click that. Enter the username and 
password you were given, then click the enter button. 

You will now be taken to the Dashboard; a page that is only visible to team members who have logged 
into the event website.  This is a snapshot of the work that has been done on your event website, and 
the progress you have made in pulling your event together.  There is a special link to this page that you 
will see on every page whenever you are logged in; it is right under the status message on the right side 
of the page showing you that you are, in fact, logged in. 

 

Now click the “Home” link in the Navigation Bar (it’s all the way to the left), and go spruce up that home 
page. 

Setting Up The Site: Customizing the Home Page 

 Now that you are logged in, you should see a link right underneath the Google Map on this page that 
reads “Edit This Page” – click it.   

 

The next page allows you to sculpt your auction-site home page in many different ways – please 
experiment! Try entering a different name and address for the auction venue; this will adjust the Google 
Map to show your guests where you will be holding your event. You can upload an image to promote 
the event, turn the catalog browser and quick stats sections on or off, and edit the default messaging, to 
help sell tickets or solicit donations.  
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Your event website offers many more configuration options: you can adjust ticket types, configure your 
receipt, choose a credit-card processor and much more. For the purpose of your trial, we’ve made a few 
basic choices for you already; if you would like to explore these, please feel free – most of the controls 
for doing so are in the Admin section of the site, and our online documentation (available at 
http://support.schoolauction.net/) has comprehensive sections on doing so.  

Frequently Asked Question: Can I replace the logo on the event website?  A: Yes!  
If you have a replacement graphic that is the appropriate size and shape (aim for a 
rectangle no taller than 73 pixels, and no wider than 320 pixels), you will be able to 
upload this and use it instead of the standard graphic, once you are a paying 
subscriber.  

 
Setting Up The Site: Adding Team Member Accounts  

Very few volunteer auction chairs choose to manage the procurement, ticket sales, and promotional 
aspects of a fundraiser by themselves, so why not set up the site to allow your team members access to 
help you out? Our software does not limit the number of people you can give access to, nor do we 
charge for “extra” logins. So create as many as you need; auctions go much more smoothly with a little 
bit of help.  

To add a team member to your roster, start by clicking the “Users” link in the navigation bar running 
across the top of the page (if you don’t see the Users link, then you are not logged in – click the “Admin 
Login” link and enter your username and password). Find the “Add New User” link on the next page and 
click that.  

On the next page, you’ll see a form with a lot of fields to enter information into; the only ones that are 
required for entering a team member are First Name, Last Name, Login, Password (and Confirm 
Password), and a choice from the “Roles” box in the middle of the page. The Role for a team member 
should be either Admin or Volunteer, depending on whether you wish to give the team member in 
question access to all of the configuration options. When you’re done filling in the necessary 
information, scroll to the bottom of the page and click the Save button. Repeat as needed.  
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Getting To Work: The Main Tasks  

Once you have your event website setup, it’s time to start using it to track donors, procurement, and 
ticket sales. These three tasks are the main parts of the job our software can help with (sorry, but 
negotiating with the caterer and hiring a sound guy aren’t the type of things we are good at), so let’s 
take a look at how to best take advantage of its capabilities.  

Entering Donors, and tracking contact with them  

As we use the term, a Donor is any company or person who, before the event, donates either an item to 
sell at your event, or money to your organization in lieu of an item donation. Entering donors into your 
event database is easy – here’s how:  

Start by clicking the “Donors” link in the navigation bar running across the top of the page (if you don’t 
see the Donors link, then you are not logged in – click the “Admin Login” link and enter your username 
and password). Find the “Add New Donor” link on the next page and click that. The next page is the 
Donor Entry screen.  

By default, the “Is Business” checkbox is selected; if the donation is instead coming from an individual 
person, uncheck that. Fill out the rest of this form with as much information as you have (the only 
required field is the Business Name (or the First and Last Names for an individual donor) – if you enter a 
postal address it will come in handy later on when you use the Mail Merge feature to generate thank-
you letters.  

Once your donor is entered, you have the ability to track your team’s ongoing contact with them – just 
click on their name in the Donor List (if you’re on a different page, just click the Donors link in the 
navigation bar) and scroll down to the “Contact History” section of the Donor Information Screen. Click 
“Add History” to add a note to the Donor record.  

Once you have tried out the Donor entry function to your satisfaction, let’s move on to entering items.  

Entering Items 

An average fundraising auction will have 80-150 items for auction at the event, plus raffle tickets,  fixed-
price items, signup parties and a paddle raise (see below if you don’t know what these are).  In order for 
an item to be sold on event night, it needs to be entered into the database; here’s how you do that, with 
a few notes along the way to explain some of the terminology: 

Start by clicking the “Catalog” link in the navigation bar running across the top of the page (if you don’t 
see the Catalog link, then you are not logged in – click the “Admin Login” link and enter your username 
and password).  Find the “New Item” link at the top of the main Catalog page and click that. The next 
page is the Item Entry screen; it’s a pretty dense form, so I’m going to divide it into sections and go 
through them one at a time. 
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Item Entry Screen, Section 1 

 

Starting at the top: 

• Add An Image – very useful, since you can use the event website to promote your auction to 
your guests, and showing them a picture of the items up for auction can build some excitement. 
Click the browse button to find a digital image on your computer’s hard drive (.jpg, .gif or .png; 
size under 500k); when you have selected it, make sure you click the “Add” button next to the 
Browse button to upload the picture.  

• Donor – a drop-down menu that lets you select any donor you have already entered into the 
system.  

• Name – this is the name of the item itself (not the donor, or your name, or my name) – put on 
your marketing hat and make it sound fabulous.  This will print across the top of the bid sheet 
and description sheet, and appear as the main title for the item in the online and print catalogs. 

• Quantity – how many of this item do you have to sell?  For most auction items it will be 1 or 2; 
for raffle tickets, paddle raise pledges or signup parties, the number will be higher.  

• Category – a list of common categories is already available for you to choose from; you can add 
or delete from it through the Admin section in the software. 

• Status – do you have the item already?  Or is it just something that has been promised, but not 
delivered.  I hope the only status choices you ever need to choose are Pending or Complete; we 
included Partial, Lost, and Damaged just in case.  These show up in a report on your procured 
items that you can run the day before the auction to make sure you don’t leave anything 
behind. 

• Location – where are you storing this item?   
• Solicitor – who procured this item for your auction?  
• Closing Time – you can leave this blank, and set closing times for large groups of items all at 

once (we’ll get to that when we discuss Tables) or you can set them item-by-item using this 
control. 
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Item Entry Screen, Section 2 

 

Here’s where we designate where, and for how much, we will sell the item we are entering. The Item 
Type menu has 8 choices: here are some quick definitions of these: 

• Silent – the default Item Type, and the one you are going to use most often. This is for items 
that will be up for competitive bidding in your silent auction – if you choose this, the system will 
generate a bid sheet and description sheet for the silent auction table; automatically give it an 
item number starting at 100 (you can change this starting number in the Application Settings 
screen in the Admin section, but 100 is a pretty common number to use);  and will be visible in 
the online and print catalogs (unless you choose to make them invisible; more on that in the 
next section).  

• Ad Sales and Bequests – these are for recording cash you receive from donors prior to the 
event; use Ad Sales when you have sold an ad in your printed catalog and want to record the 
revenue; use Bequests for sponsorship revenue and other, unclassified cash gifts.  If you choose 
either of these, the item will not be visible in the online catalog to anyone who is not logged in 
as an Admin or Volunteer.  Items of either type do not generate a bid sheet or description sheet. 

• Live – for items that will be up for competitive bidding in the Oral (or Live) Auction.  Live-type 
items will generate a Live Auction Recording Sheet, and will be visible in the online and print 
catalogs (unless you choose to make them invisible). 

• Paddle Raise – Many fundraising auctions include a portion of the evening where an auctioneer 
or MC asks members of the audience to pledge cash donations at selected set amounts to the 
school or organization; this part of the evening can be called a Direct Ask, a Special Appeal, or 
simply a Paddle Raise.  If you create one item with the type Paddle Raise, and give it a good high 
quantity (I suggest 1,000), you can record all of these gifts quickly on event night and charge 
them to the guests’ credit-cards at check-out.  Paddle Raise items will generate a Paddle Raise 
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Recording Sheet, and will be visible in the online and print catalogs (unless you choose to make 
them invisible). 

• Sellable Item - this is for fixed-price items – posters, t-shirts, or table centerpieces that you have 
in quantity and want to sell to your guests on event night. Sellable Items will generate a Signup 
Sheet, and will be visible in the online and print catalogs (unless you choose to make them 
invisible). 

• Signup – Signup parties are a popular and fun category of item to include in your auction – these 
are generally themed parties hosted by one of the members of the community (at my son’s 
school auction, one of the dads always hosts “The Wine Gems of Trader Joe’s” – he’s in charge 
of the wine aisle for our local store), with a fixed number of “slots” available. Guests pay a fixed 
price per slot ($15, in the example of our Wine Gems party); each slot allows one person to 
attend the party.  Signup-type items will generate a Signup Sheet, and will be visible in the 
online and print catalogs (unless you choose to make them invisible). 

After you have chosen the Item Type, you then should use the checkboxes below the menu to 
specify whether the item is going to be for sale at a gala event (“Regular Auction”), an online 
auction, or (for certain types) a Point-of-Sale event (think art show, or craft fair). An item can appear 
in more than one of these; for example you can make it available for online bidding, but then move 
it (with its highest bid) into a gala silent auction.   

The contents of the next box will change, based on the Item Type choice you made above, but here 
are all of the possible fields: 

• Fair Market Value (FMV) – For Silent, Live, Signup and Sellable Items, this represents what 
the guest would pay for the item in a retail store outside of the auction.  This value should 
be provided by the donor; it is also the amount the donor may be able to claim as a tax 
deduction.  For Ad Sales and Bequests, this represents the amount collected. It is important 
to enter a FMV for each item, since it is also used to calculate any tax deductions the buyer 
may be able to claim. 

• Min Bid – For Silent Items, this is the minimum bid a guest can make on the item; it will be 
printed on the bid sheet. If you leave this blank, the software will automatically fill in a 
minimum bid, based on a schedule developed in consultation with auctioneers and auction 
consultants.  (I’ll attach this table to the end of this Reviewer’s Guide 

• Min Raise – For Silent Items, this is the minimum amount that a guest can add to the prior 
bid in order for their bid to be recognized. Again, the software will fill in this for you if you 
do not wish to calculate it yourself. 

• Buy Now Price – For Silent Items, this represents the amount a guest can bid that 
guarantees they will win the item. It is generally 150 – 200% of the FMV; it is optional to 
include a Buy Now Price on your items. If you leave it blank, the software will NOT 
automatically fill one in for you (unlike the Min Bid and Min Raise), it will simply assume you 
do not want to put a Buy Now Price on that item. 
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• List As Priceless – for Silent, Live and Signup Items, checking this box will “mask” the FMV in 
the online and print catalogs, and on the Bid Sheet (or Signup Sheet) and Description Sheet 
for that item.  If you are logged into the site as an Admin or Volunteer, you will still be able 
to see this value in the online catalog. 

• Price – For Raffle, Signup and Sellable items, this represents the fixed price that the guest 
will pay for each unit of this item that they purchase. 

Item Entry Screen, Section 3 

 

These three checkboxes allow you to emphasize a given item.  The top one (Display Item in Public 
Catalog) controls whether visitors to your event website can see the item (logged-in Admins and 
Volunteers can always see them).  The middle one allows you to push an item to the front page of the 
catalog.  (Please note that there is only room for 8-10 items there, however.)  The bottom one allows 
you to sell an item to a guest as they check in on auction night – this is great for raffle or drink tickets. 

Item Entry Screen, Section 4 

The next section contains three large text entry fields, for the item’s Catalog Description and 
Restrictions, plus a section for notes to your team about this item. What you type into the Catalog 
Description and Restriction fields will be replicated in the online catalog, print catalog, and on the 
Description Sheet for that item. (Please note that for the latter two destinations, the software does strip 
out the HTML markup that is used to display type styling, bullets, numbered lists, etc.)  The information 
in the Internal Notes field will not be seen anywhere but the Item Description screen, and even then it 
will only be displayed to users who are logged in as an Admin or Volunteer. 

Item Entry Screen, Section 5 

 

In addition to generating bid sheets, description sheets, recording sheets, and a simple print catalog, our 
software can also generate gift certificates, guest labels and bid paddles.  We’ll get to those last two a 
bit later on, but for now, go ahead and check the box in this section that is labeled “I need to generate a 
gift certificate for this item”.  A new field will appear where you can enter in the information a buyer will 
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need to know in order to redeem the gift certificate.  This information will be printed on the gift 
certificate when we generate it later. 

 

The last two checkboxes allow you to offer this item for sale in two other places on the event website 
where guests may come when they are in a mood to support your school or organization – the online 
registration page (where they can buy a ticket to attend your auction) or the Donate Now page (where 
they can make a cash gift to your school or organization). 

And then – look! It’s the Save button.  We’ve finished our tour of the Item Entry Screen.  Good work! 

Packaging Items Together Into Lots 

Sometimes, you may want to combine two or more related items into a “Lot” – a multi-item package 
that is more valuable and may fetch a higher total bid than if you left the items on their own. You can 
accomplish this easily within the SchoolAuction.net/Tofino Auctions/PartySupporters.com software.   

Start by entering a few items into the system – say a bicycle helmet from Bikes ‘R Us; a racing bike from 
Bicycle Maniacs, and a signed Lance Armstrong jersey. Make sure you enter FMVs and short Descriptions 
and Restrictions for each, so you can see how the system treats these when the items are packaged 
together.  Don’t put a Buy Now Price on any of these items; if you want one for the finished lot, you’ll be 
able to enter that later. 

Strategic Tip: Sometimes, you will get a high quantity of some item that you think 
you will want to split up between several different lots - say, ten $20 Starbucks 
gift cards. Enter each gift card as a separate item, rather than entering it once 
with a quantity of 10.  This will let you put each card into a different lot. 

When you have them entered, click the “Catalog” link in the navigation bar, and find the “New Lot” link 
near the top of the screen: 
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The Lot Edit Screen looks a lot, and works a lot, like the Item Edit Screen we just went through.  The 
difference is that in the Lot Entry Screen, you start by selecting the items you want to combine into the 
lot, with the Lot Item Picker: 

 

Start by typing the name of one of your entered items into the text field in the gray box. The system 
should find the item and offer you the full name to choose while you are typing it; select it with your 
mouse and then click the “Add Item To Lot” button.  Repeat until you have all of the items entered.  
Now you can go through the rest of the screen, adjusting minimums, categories and descriptions, and 
adding a Buy Now Price if you wish.  When you are done entering a lot or two, let’s move on to discuss 
tickets. 
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About Tickets 

Guests can buy tickets for your auction directly from the event website – to experience how that works, 
log out then head back to the event website home page – there will be a link in the navigation bar that 
reads “Buy Tickets”.  Let’s take a quick tour through that process, and then we’ll look at how to record 
“off-line” ticket sales. 

 

The “Buy Tickets” link that appears on the event-website home page when you are not logged in will 
take you to a page that looks like this: 

 

(By the way, the two ticket types you see there are examples we set up for your trial – you are able to 
create as many ticket types with as many price points as you like.  We did not set up an 8-seat Table 
ticket – but you could, if you wanted to – just login then go to Admin > Ticket Items to set up a new 
ticket type.) 

Select the Single ticket purchase option for now, and click Continue.  On the next page, you can enter in 
information about the person who is going to use the ticket, by clicking the “Enter Guest Information” 
button: 
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Note – for entering guests-of-guests, where you do not know the name of the eventual ticket-holder, 
just leave the ticket as “unassigned” – you’ll be able to look up the ticket by the buyer’s name at check-
in on event night, and add the guest’s name at that point. 

On the next screen, you only have to enter the guest’s first and last name, but go ahead and enter some 
sample data in the rest of the fields, so that you can see what a real guest’s receipt would look like when 
we get to that point. 

Frequently Asked Question: Can I collect information like “meal preference” or 
“seat me with:” from guests?  A: Absolutely. You will do this by setting up “custom 
fields” – click here to go to the page on custom data in our online documentation.  
Political organizations can collect all the information necessary to comply with 
reporting regulations. 

After continuing, you can choose to add another ticket to the order, or continue and pay for the tickets 
you  have reserved.  For the purposes of this trial, you can use this dummy credit-card number:  
4111 1111 1111 1111 and whatever Name and (future) Expiration Date you like and the order will go 
through.   

Recording ticket sales you made “offline” – in the school or church hallway, at a meeting, or to your 
neighbor, is a similar process.  Start by going back to your event-website home page and logging in with 
your Admin username and password, and then click the “Tickets” link in the navigation bar. On the next 
page, click the “Sell A Ticket” link: 

 

 

The process continues in much the same way as the online ticket sales process, with one exception: you 
can may decided to offer additional ticket types that you do not make available for self-purchase online, 
but only make available for sale through an admin. The default $0.00 Volunteer ticket is an example of 
this type of ticket – you really don’t want that to be an option that a would-be guest might select by 
accident. 

This is the last of the Big Three Tasks (entering donors, entering items and entering tickets) that 
altogether make up about 80% of the pre-event work that an auction team will do with the software.  
The average fundraising auction will wind up with 60-130 donors, 80-150 items, and 200-300 guest 
tickets, so you can see that these processes you’ve just tested out would be repeated many times in the 
months leading up to the event.  

http://auctionhelp.screenstepslive.com/spaces/howto/manuals/1207/lessons/8558-Defining-Custom-Data-You-Want-to-Collect�
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There is more, however, that your software can help with in the weeks leading up to the event.  When 
you feel like you have explored the Donors, Items and Tickets functions, we’ll move on to printing bid 
sheets, gift certificates and other collateral. 

Printing Collateral  

Start by clicking the “Reports” tab in the navigation bar. This page has a series of sub-tabs running along 
the top of the white section of the page; click the “Printouts” sub-tab to start your exploration of the 
ways that SchoolAuction.net can help an auction chair generate bid sheets and more: 

 

 

A few notes on some of the available Printouts: 

• The first option, Catalog in Word Format, is designed to help your team generate a print catalog, 
if you choose to do so (many of our customers skip this in lieu of promoting the web catalog 
instead).  The idea here is to generate a file with the titles, descriptions and restrictions for the 
Live and Silent auction items, then to import that file into a page-layout program and add the 
schedule for the evening, advertisements, thank-yous, and inspirational copy that is needed to 
make a great program. 

• The files generated by the “Catalog in Word Format” and “Procurement Form in Word Format” 
links require Microsoft Word to view and print; the remaining printouts are in .pdf format, and 
require Adobe Reader to view and print. You can download a free copy of Adobe Reader from 
http://get.adobe.com/reader/ if you do not have it installed on your computer already. 

• The “All Paddle Numbers” printout will only work if you have assigned tickets entered already – 
it generates a bid paddle with the guest’s name in the lower right corner. 

• In addition to the Procurement Form printout, the software also has an online procurement 
form that will route the data entered to a “Pending Items” area and notify the auction chair. 

• The bid sheets and description sheets come in two sizes – 8.5 x 5.5 and 8.5 x 10. Test them both 
to see which you like.   

• The Guest Labels printouts are for those auction teams that like to produce packets to hand to 
their guests at check-in; they are designed to be printed on Avery labels. 

Please take your time to play around with the various printouts and see how they would work for your 
auction team. When you are finished doing so, you should also spend some time looking at the other 

http://get.adobe.com/reader/�
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sub-tabs in the Reports section; I won’t guide you through this, since they should be self-explanatory. 
Next, we will move on to looking at the event-night functions in the software. 

Event-Night Functions 

On auction night, the main functions of the software are clear: help the team check the auction guests in 
and capture their credit-card number; sell the guests the correct items as they close; then check the 
guests out quickly and collect the money owed.  Here’s how these functions work with 
SchoolAuction.net: 

Pre-event planning 

2-3 weeks before the event, you should recruit 5-6 volunteers to work on the front desk during the 
evening.  These volunteers should be encouraged to attend a free web-based training held every 
Wednesday evening by our support staff (we’ll send you information on how to sign up for this a few 
weeks before your event); this live training covers all of the event night functions and includes ample 
time for Q&A. Volunteers may attend these training sessions as many times as they like. 

For an average school auction with 250-300 guests, we recommend that the team arrange for 4 laptop 
computers and at least 1 fast laser printer that can be networked between them (a laser printer for each 
station is better, but not necessary).  The laptops need to be able to access the Internet from the 
auction venue; you should make sure they will be able to do so when selecting the venue.  The only 
other piece of hardware that is recommended (although not strictly necessary) is a USB-based credit-
card reader for each of the laptops; we recommend these two models: 

http://www.idtechproducts.com/products/swipe-readerwriters/24.html 

http://www.magtek.com/V2/products/secure-card-reader-authenticators/mini.asp 

These can be purchased online or rented from many IT vendors or from SchoolAuction.net; contact the 
support team to reserve swipers for your event. 

The team member in charge of the front desk should plan to set the computers up near the door the 
guests will use to enter the auction venue, in order to make sure they can be intercepted on the way in 
and given their bidder number. 

Check-In 

All of the event-night functions are grouped together in the “Auction Tasks” section of the event-
website.  Click the “Auction” tab in the navigation bar to find this section.  For check-in, locate the 
orange “Check In” button in the upper-left part of the white area: 

http://www.idtechproducts.com/products/swipe-readerwriters/24.html�
http://www.magtek.com/V2/products/secure-card-reader-authenticators/mini.asp�
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As guests approach your volunteers, they should click this, ask the guest for their name, and start typing 
the name into the field: 

 

Scenario #1: If the guest has an assigned ticket entered in the system, their name will appear as in the 
illustration above. Select the guest’s name and click Continue. 

On the next screen, the volunteer should confirm the guest’s information, and then ask them if they 
would like to speed up their check-out process at the end of the night by letting the volunteer pre-swipe 
their credit-card now.  If your team has rented or purchased card-readers, you can use these to capture 
the card data; otherwise you can click the “Manual Entry” link, and type the data into the fields.   

 

For your evaluation, use this dummy card number: 4111111111111111 and any name, (future) 
expiration date and 3-digit security number you wish. 

Frequently Asked Questions: Is this safe? Where is the credit-card number stored? 
A: It is completely safe, and the card data is stored at the payment gateway, using 
procedures that are in accordance with industry (PCI) standards.  
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At the bottom of the page, you will see the bidder number that was assigned to the guest when they 
bought a ticket.  You can either find this number in your set of bidder paddles and hand it to the guest, 
or grab the first available paddle number, and type that over the pre-assigned number – the software 
will replace the pre-assigned number with the new number you give them. 

The next screen again shows you the guest’s bidder number and Table Captain/Seat Assignment data (if 
any was entered on their ticket record); along with a button to check in the next guest. 

Scenario #2: If the guest is going to use an unassigned ticket, purchased by someone else, start by typing 
in the name of the ticket-purchaser: 

 

 

Select the guest ticket from the drop-down menu, and proceed as above. You will need to enter at least 
a first and last name for the guest on the second screen. 

Scenario #3: If the guest has not yet purchased a ticket (or had one purchased for them) then click the 
“Sell a Ticket” link to sell them one.   

 

 

After the volunteer selects a ticket type and enters the guest’s information, the system will add the 
purchase price of the ticket to the guest’s cart, where it will be added to any items they win during the 
evening.  The guest can pay for all of it together at check-out. 

Data Entry: Silent and Live Auction Items 

During the evening, as the silent auction tables close, copies of the bid sheets for the closed items 
should be brought out to the computer stations, where the volunteers can enter the winning bids into 
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the system.  For Silent and Live auction items, you should start with the green “Sell an Item” button on 
the Auction Tasks screen (if you get lost, click “Auction” in the navigation bar): 

 

The next screen will ask for the Item number, the winning bidder’s bid number, and the amount of the 
winning bid. Enter these, along with any notes (if needed), and click continue.  You will get a 
confirmation screen; if everything is correct, click “Yes” and you will be brought right back to the Sell An 
Item screen, so that you can enter the information for the next item in your stack of bid sheets. 

Data Entry: Raffle Tickets, Paddle Raise Bids, and Signup Items 

For high-quantity items, you can save some time by using the “Sell A Bulk Item” function, available  by 
clicking the other green button on the Auction Tasks screen: 

 

Start by entering the item name or number (there is a Sample Raffle Ticket in the system already, its 
item #2); you’ll get the familiar yellow drop-down menu: 

 

 

 

Select the raffle ticket and click Continue. On the next screen, enter a bid number and quantity of tickets 
that bidder purchased, and click the Sell button. Repeat until all of your raffle tickets are sold.  
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If you make a mistake, grab the mis-sold entry from the Current Sales list and drag it to the big box in 
the lower left section of the screen. Let go of the mouse button when the box turns gray, and the sale 
will be deleted.  

Check-out 

Once all of the bids are entered, your volunteers can begin to check the guests out and get them on 
their way home.  Start by clicking the red “Check Out” button on the Auction Tasks screen: 

 

Enter the guest’s bidder number, then click the Continue button.  When you get to the next screen, 
review the guest’s winnings with them - you have multiple ways to adjust the list if there were any data 
entry mistakes: 

 

• To add an item: use the Add Items to Cart button 
• To change the price paid for an item: click the pencil icon on the item line 
• To delete the item from the guest’s cart: click the red X on the item line 

When the list of items is correct, read the guest their total. At this point, you can also ask them to make 
an additional donation by “rounding up” their total.  This works best if the volunteer suggests a target 
number slightly above where the guest’s total is. If the guest says yes, then the volunteer should type 
the suggested amount into the box, as in the illustration below: 

 

 

  



SchoolAuction.net/Tofino Auctions/PartySupporters.com Reviewer’s Guide Page 19 
 

If the guest provided their credit-card information at check-in, the volunteer can confirm that they still 
want to use that card, then click the continue button. Otherwise, you can use the payment drop-down 
menu to select the guest’s preferred payment method, and continue.  On the next screen, find the Print 
Receipt link and click that to generate a receipt for the guest. 

 

 

 

The receipt will appear in a new tab or window in your browser; by default the software creates two 
copies – one for the guest to sign and return, and one for them to keep.  The software also brings up the 
Print dialog box; click Print and examine the receipt. 

Other event-night functions 

Checking guests in, selling them items, and checking them out are the main event-night functions, but 
SchoolAuction.net also has tools to help your volunteers easily correct data entry mistakes, find out who 
bought what (and what was bought by whom), generate invoices (if you want to hand guests printed 
lists of what they bought before checking them out) and more.  Feel free to explore all of these features; 
remember that there is documentation at http://support.tofinoauctions.com/ - and call your Account 
Manager to ask questions if you wish. 

Wrapping up, and the rest of the package 

In this guide, we explored the main functions of the gala auction interface to the software. Customers 
who purchase a standard subscription also get: 

• The ability to run multiple events during their term, including online auctions and point-of-sale 
events.  If you would like to put either of these capabilities through its paces, please consult the 
online documentation (again, it’s at: http://auctionhelp.screenstepslive.com/spaces/howto/) for 
instructions. 

• Unlimited free support.  Our policy is to provide unlimited email support up until the day of your 
event – then you get a hotline phone number, and have phone access to the support team all 
night (we are on duty until 1:00 am Pacific Time every night that we have customer events 
scheduled). 

• Free web-based training 

We hope you find the program interesting and useful, and look forward to your feedback. 

http://support.tofinoauctions.com/�
http://auctionhelp.screenstepslive.com/spaces/howto/�

