PLEASE READ ALL OF THE INFORMATION IN THIS PACKET THOROUGHLY, SO THERE ARE NO ‘SUPRISES’ WHILE YOU ARE PREPARING YOUR ITEMS, DURING CHECK-IN, THE SALE, PICK-UP AND POST-SALE!!!

YOU MUST USE OUR TAGS.  YOU NEED TO EMAIL ME WHEN YOU ARE DONE ENTERING YOUR ITEMS SO THAT I CAN MAIL THOSE TO YOU.  Jfis6@allstate.com
IMPORTANT DATES TO NOTE:

LAST DAY TO REQUEST TAGS BE MAILED TO YOU: MON. APRIL 23rd
LAST DAY TO REGISTER, ENTER ITEMS AND REQUEST TAGS FOR PICK UP ON SATURDAY (4/28 IS THURSDAY APRIL 26TH at 11am
ITEM DROP OFF DAYS FOR THE SALE IS SAT. APRIL 28TH AND SUN. APRIL 29TH.  We will be inspecting items very closely due to complaints.
Reminder: $10 registration fee collected at check in.
**YOU MUST SIGN UP ONLINE FOR A CHECK IN TIME**
SELLER PREVIEW SALE IS TUES. May 1st FROM 10AM TO 7PM

NEW!!! Sellers may shop at 8:30am Friday and Saturday to have first pick at the sale items (25% off Friday; 50% off Saturday)
ITEM PICK UP WILL BE SATURDAY MAY 5TH FROM 4pm to 6pm
IF YOU CANNOT MAKE THIS TIME, PLEASE ARRANGE FOR A FRIEND OR FAMILY MEMBER TO PICK UP YOUR ITEMS, ALL ITEMS LEFT AFTER 6PM WILL BE DONATED TO CHARITY THAT DAY
IF YOU HAVE ANY QUESTIONS AFTER YOU READ THIS, GIVE ME A CALL OR SEND ME AN EMAIL.  THANKS!  

JAN WADE – KIDSTOCK     

Jfis6@allstate.com
(402) 381-0042 (Home)
(402) 304-7695 (Cell)
IMPORTANT!!!    PLEASE READ!!!  

THE FOLLOWING RULES APPLY TO THIS SALE!!!
NEW RULES:

· SAFETY PINS MUST BE 1” OR LONGER (available on Kristi’s porch for free)

· BRING A TOTE OR BOX WITH YOUR NAME AND SELLER NUMBER TO LEAVE DURING THE SALE

· “MAN TOY” TABLE:  $5.00 MINIMUM PRICE ON THESE ITEMS
· GIRLS JUNIOR ITEMS LIMITED TO 2 YEARS OLD OR NEWER
Other important items to remember:
· Item price minimum is $1.00 (If an item is not worth $1, group it together with several other low dollar items for one price)
· Item inspection at drop off (Items with holes or stains will not be accepted.  Please no dirty toys and no out-dated clothing or bedding)
· No women’s clothing or shoes accepted (except maternity)

· Maximum 8 pairs children’s shoes per seller (excellent condition only)

· Toys must have all parts to them and batteries.  Make sure loose toy parts are put in a clear plastic bag, securely taped shut and taped to the toy with packing tape.
· Do not use ‘scotch’ tape for tags, use clear packing tape.

· No stuffed animals unless they ‘do’ something (ie: have batteries and make sounds or move, etc.)
WHAT WE ARE UNABLE TO ACCEPT: 
· Items not in season 

· Items not tagged properly 

· Clothing with holes or stains.  They will not sell

· Out of date clothing & bedding  They will not sell   All items must be like-new. Do not try to sell “play clothes” but rather clothes that look like they are new off the rack. Please do not bring out-dated children’s clothing (items over 4 years old) or your garage sale leftovers.  

· Adult clothing items (exception: maternity) 

· Items with missing buttons, broken zippers, and missing parts 

· Unclean toys, equipment, furniture, or other items.  Please clean your items prior to drop off.

· Battery operated toys without batteries 

· Walkers on wheels or any other items recalled for safety issues

· Car Seats over 5 years old or car seats that have been in an accident.

· Happy Meal Toys

· Stuffed Animals that don’t “do” anything (move, light up, etc.)

· Used underwear (exception:  toddler training pants / waffle underwear)

***Please remember, we will inspect all items when you drop them off, and unacceptable items will be returned to you. Please don’t feel bad if certain items are rejected. Because of complaints, we are going to check the items more closely for stains and holes.  In addition, due to our limited rack space, we will also not accept outdated clothing.  This is our 11th sale, and we can tell what will sell and what won’t.  Please trust us.  We will be going through items a second time before the sale starts, and will put items we overlooked during drop off into your tote or box that you leave with us.
Remember - Items will sell best when they look new. It’s worth your time to launder and press clothes, clean up baby equipment and toys, and present your items in a professional manner. The key to successful consigning is preparation. The better your items look the more you can charge, so take the time to prepare your items right. A little bit of work before the sale will lead to a larger check following the sale!  Your buyers will be picky, so you should be too!
SELLER INSTRUCTIONS  OVERVIEW
PLEASE READ THE PACKET IN ITS ENTIRETY BEFORE YOU BEGIN!!!

SORTING, HANGING, TAGGING, ETC....

Supplies needed:

· Safety pins 1” or larger (please help us save our fingers during checkout – little safety pins hurt! : )
· Hangers for hanging clothing (wire hangers and plastic infant/toddler hangers, like from a

department store, are strongly preferred.)

· Zip lock style plastic bags for small loose items

· Clear Packing tape (NOT gift wrapping type ‘Scotch’ tape) to affix tags to non-clothing items

We will have pins and hangers available free of charge, while supplies last.  They can be picked up from Kristi Clark’s porch (1516 Elk Street) beginning about 8 weeks before the sale starts (we’ll email you when they are available).  Please bear in mind that hangers, pins and bags will not be returned to you after the sale. Available on a first-come basis.
Once you have registered online, you are ready to begin!
(See page 6 of this manual for detailed registration information)
By taking an hour to two hours a day, for 5 days, you can easily make over $250! Here are the steps to follow.  Please read the other information in this packet, including acceptable and non-acceptable items, how to use the online entry system, and the tagging instructions. 
Step 1 – Gather your items!!! CLEAN IT OUT! Go through every closet, look under each bed, dig in the garage, open the totes, rubbermaids and every drawer, toy box, and book shelf.  Pull all items from your haul that are not sellable.  Items that have holes, missing pieces, broken zippers, toys that don't work, out-dated items, all have to go - bag it, give it away, or trash it.  
Step 2 – Stock up and Organize!  Now that you have an idea of what and how much you have to sell, pick up gallon size ziplock bags and clear packing tape at the store and stop by Kristi’s  (1516 Elk Street in Beatrice) and get your hangers and safety pins from her porch.  Back at home, clean dirty toys and baby equipment and launder clothing and remove stains.  Organize the non-clothing items and prepare them to be tagged:
· Loose, multiple, smaller items like bibs, bottles, socks, toys, books, etc. must be in a clear zip lock bag.  Hint:  group multiple items in one bag and sell it for one price.
· Toys and equipment must include batteries and be in working order.  Small parts should be placed in a plastic bag that is securely taped shut and firmly taped to the toy. 
· Shoes need to be secured together in pairs – you can use a large safety pin, the shoelaces, string, rubber bands, curly ribbon, etc.  Do not put shoes in plastic bags.  Limit of 8 pairs per seller.  Shoes must be in excellent, like-new condition, or they will not sell.
· Start organizing the clothing into piles by gender and size.

Step 3 - Hanging  
CLOTHING:  All clothing must be hung on hangers.  (Exception:  onesies and newborn T-shirts are best grouped in plastic bags) Start by hanging outfits on hangers.  Hang them so the end of the hanger hook is on the left side - so it looks like a question mark - ? .  I also pin little extras to the outfits, like socks, hair things, and hats that match!  I try to put together as many outfits as I can from my piles of clothing.  

‘Letftover’ items I hang in sets as well, like 2 or 3 pairs of shorts on one hanger; 2 or 3 pajamas together; 2 or 3 shirts on one hanger, etc.  You do not need to hang things in sets, but I find it makes things go faster and sell better!  Plus, it will help meet the $1.00 minimum for low-dollar items.  For pants in larger sizes (kids size 6 and up, juniors and maternity), either use a pants hanger or fold the pants over the hanger.
As you are hanging things up, sort them into the following piles (separating boys and girls):

              Newborn        0-6 mo.       6-12         12-18        18-24       2T    3T, etc.

This keeps your items in order so that they will be easy to enter online, and to hang on the racks at the sale, which you will do when you drop your items off at the sale location.
Step 4 - Enter items online  (See “Seller’s Online Item Entry Manual” starting on page 6 of this manual for detailed information)  Log in online and go to the “Enter Items” section.  If you have your items grouped by size (and gender) as shown, entering items will go faster, and you do not have to re-enter the size and item type each time!  At a minimum, you MUST specify the size of the item (if clothing or shoes), its category and price on the tag.  
A note on pricing:  It really does depend a lot on the brand and wear.  Price higher than for a garage sale but no more than 30-35% of retail.  Here are some examples:

Discount Stores (Walmart, Target, Shopko, etc)

Top & short / pant set:  $2 to $5       Jeans $2 or $3     Set of 2 pajamas or sleepers $2 or $3

Shoes: $2 or $3   (fyi - Shoes will not sell unless they look new)

Bag of 8 onesies or 6 bibs:  $2 or $3

High End (Gap, Gymboree, Von Maur or Dillards brands, etc.)  

Set:  $4 to $12 depending on condition and number of pieces in the set

Jeans:  $4 - $5              Set of 2 pajamas or sleepers $3 to $5                Shoes: $3 to $5

Old Navy and Children’s Place are kind of in the middle.

You can choose to include your items at a discount on the sale days the last two days of the sale (25% off on Friday and 50% off on Saturday).  If you would like your items to be discounted (highly recommended), choose “yes” in the “Discount” field.  We strongly suggest that you allow your items to go half price on the last day.  You can also choose to either pick up your unsold items after the sale, or have us donate them for you.  If you would like us to donate them, indicate a “yes” in the “Donate field” on the tag. 
As you enter the items, keep them in order as you go, and if you put them back in tubs, etc., place a note on the top of each one as to which item #'s are in each tub, box or laundry basket.  This way you will know which tags go with what group of items.  To see what the item numbers are, click on "manage inventory" then on "generate items list" then scroll down the page!  
Your items are automatically saved, you do not need to do an additional step to save your work. If you go back to enter more items, make sure all the criteria are filled in again, as once you leave the 'enter items' page, your selections will not be saved.  Do not remove your items unless you want to permanently delete them from the sale!  Only remove items after you have received your check for your items sold.
When you are done entering your items, contact us to print off your tags.  We will then print off your tags and mail them to you free of charge.  When you receive your tags, finish cutting them, and put them in order by item number.  If you later add a few items that is fine, but you will need to request your tags at least 6 days prior to the drop-off day to ensure that you receive them.   
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Tagging Instructions:
All items must be tagged with our tags.  Pin the tag to the upper right of the garment. The pin should be on the very upper part of the tag, as we will be cutting off the bottom ¾ of the tag during check out.  For pants folded over a hanger, place the tag near the fold so it will be easy to see when they are hanging on the rack.  

Keeping items in order of size and gender will also make hanging them up at the sale a breeze!

For items in bags, attach the tag to the outside of the bag with clear packing tape, and you may tape the bag shut.  Do NOT use the gift wrapping type of “Scotch” tape, as it will not keep your tag attached (and items without tags cannot be sold). And please do NOT tape over the barcode, because we cut the bottom ¾ of the tag off during check out.  If you do not have clear packing tape, we will have some during check in that you can use if you need to.
For equipment and larger toys, securely tape the tag to the item with packing tape.  
If you bring furniture that needs assembling, please bring tools with you. You will be asked to assemble your own items on the sales floor.

Do not alter a tag by hand, as they are specially barcoded.  You can edit your items online and I can re-print your tag if you need to change something on the tag. 

Item Drop Off / Check In

Sign up online for a check in time to take your items to the sale.  Bring your items to the sale site at your designated time.  We will inspect your items at that time.  We will try our best to assist you in putting your items on the racks and tables. If you are a new seller, you will need to sign a seller agreement when you check in.  We will collect the $10.00 fee from you at check in.
We will do everything possible to protect your interests, but we cannot be responsible for items that are lost, stolen, damaged, erroneously tagged or not tagged.  Since we are not doing an item by item check-in, we can't even be sure that a missing item ever made it to the sale to begin with. Using the internet tagging system helps eliminates most tagging errors. 
ITEM PICK UP AND DONATION OF ITEMS:

Items not redeemed during the designated pick up time will be donated.  We must entirely vacate the premises at the end of the pick up time.  
Please mark your calendar today if you plan on picking up unsold items. We will donate all your items if you do not make it to pick-up on time.

We will try our best to help sort items by seller number after the sale ends, but due to the lack of volunteers, this has been very difficult to do in the past.  When you come pick up your items, please ensure you have looked through the tables and hanging items so that you have all of your unsold items. 
SELLER’S ONLINE ITEM ENTRY MANUAL – KIDSTOCK CONSIGNMENT

HOW TO GET STARTED

A.  Visit http://www.KidStockConsignment.com and follow the link to sign up. 
1. Register

Each seller must first register with “My Consignment Manager” (MyCM) to use the system.   Fill in all information following the formats required.  You will need to accept the terms and conditions in order to register with MyCM.  Remember that the User ID and password are case sensitive. Be sure to write down your User ID and password, because you will need it for every sale.  Click on Register – Very Important or all of your data will be lost.  VERY IMPORTANT – you have NOT completely registered with MyCM yet and you are NOT registered with any Consignment at this point.

2. Activate your Account

After you register, an email will be sent to the same address you just entered. Click on the link and it will activate your account. You can now log in with your User ID and password.  If you have not received a confirmation email, send an email to support@myconsignmentmanager.com.

3. Log in to My Consignment Manager

Go to www.myconsignmentmanager.com/KidStock to login.  Type in the User ID and Password you used when you registered. Remember that the User ID and Password are both case sensitive.

Forgot your UserID or Password? Then just click on the link and the system will email you the password
4. Home Page

Welcome! This home page will display after you log in.  The ‘Sales Currently Selected’ table will show you all of the consignments that you have registered with. You DO NOT need to purchase tags, as KidStock has already purchased tags for you.
At the bottom of this Home Page screen are also listed tips, suggestions, and FAQ’s 

TIPS: Try not to use the back button to navigate. Use the tabs. If you do use the back button, go to tools at the top of the browser and click on refresh. 
B. ENTER ITEMS

1. How can I make the entering of items even more efficient?

Sort your items before you enter them by GENDER then SIZE – very IMPORTANT!  When using the drop down screens (price, size, and category), type the first number or letter of what you want to enter – then continue to press the same number or letter button until you find what you want. Or you can use your mouse and drag to the correct selection.

Set a chunk of time to enter your items. It is more efficient if you enter many items at one time, because you will not be required to retype the fields. All of the fields will remember the previous information except for the price. 

HINT: Use the tab button instead of the mouse to go from one field to the next and then click on “Enter” when complete. Using the mouse will slow the process down.

HINT: When you have repeat items, you can keep the description the same and just adjust the price and hit add item. Beats typing in every line every time!

2. How to enter items.

Either click on the Enter items link provided on the screen or go to the Enter Items Tab on the top middle of the screen. Look at the “Add/Remove/Edit Items” screen.

Select the consignment sale you are entering items for. This step is important because each sale may have their own specific tag. What one sale might accept may not be accepted at another sale. As long as you continue to enter items, you will not need to reselect this item. If you go to another screen, the system will reset itself and you will need to re-select it.

PRICE: (Reminder:  Must be at least $1.00 ($5.00 for the “Man Toy” table).  If an item is not worth $1 (or $5), group it together with several other low dollar items.)  The price can be selected either by mouse, by digit (which can be faster) or type it in.  Zero is allowed for items with multiple pieces so be careful not to select this one – by accident.

DISCOUNT:  On the second to last day of the sale, items with the “discount field” checked will be 25% off.  On the last day of the sale, these items will be 50% off.  If you check the box, then you want this item discounted. If you leave it unchecked, then your items will not be marked down.
DONATE:  After the sale, we will automatically donate all items with this field checked.  If you do not want an item donated, do not check this box!
SELLER NUMBER: The Seller number automatically populates.

SIZE: Choose the size with your mouse, the arrow key or type the first letter of the word. Take a few moments to familiarize how the sizes are set up.  YOU MUST ENTER A SIZE AND CATEGORY FOR CLOTHING ITEMS.

DESCRIPTION. TIP: Type the first line with the words that will be consistent from item to item. For example, let’ say you have 10 Gymboree items. Type Gymboree here and give more details on the 2nd line. That way, you do not need to retype Gymboree over and over. Another example for the first Description Line is “New” or Gently Worn, etc.  It is very important not to use too many CAPITAL letters because the capital letters take up more space than allowed.
CATEGORY:  Choose your Category with your mouse, the arrow keys or type the first letter of the word. Take a few moments to familiarize how the categories are set up.  YOU MUST SELECT THE APPLICABLE CATEGORY FOR EACH ITEM.

Then click on “Add Item”. The system will add the item to the bottom of the screen for you to view.

PLEASE NOTE: Notice at the bottom that all of your items are added to the bottom below the entry form. If you leave this tab or are timed out, then all of the items at the bottom of the page will disappear. DO NOT WORRY. They are still in the database and can be accessed via the “Manage Inventory” Screen.

TIPS: Remember tagging can be very fast if you have sorted your items prior to tagging.

TIPS: If you can only tag a few items at a time and then come back to it, you will have to reenter all of the information. The efficiency comes in when you can tag for at least 15-30 minutes at a time. Also, the system logs you out if you are not using the system after 15-25 minutes.

3. How to edit an item

ERROR? If you make an error or need to correct an item, you can either click on “Edit Item” or go to the Manage Inventory Tab.
4. Removing an item

If you remove an item from your account, the system will delete this item permanently and you cannot get that number back unless you delete all of your items and start over.  It really is best not to use this button. Instead, just edit your items. This button was added for those who don’t care about the item number sequence and would rather delete it than fool with editing it.

PRINTING TAGS

When you are ready for your tags to be printed, please email Jan at jfis6@allstate.com or give Jan a call!  We will print them off and mail them to you, free of charge!

C. MANAGE INVENTORY

Either click on the “Manage Inventory” link provided on the screen or go to the “Manage Inventory” Tab on the top right of the screen.

1. View Items – Go to the yellow box and select which items you want to view, select the consignment name and click on “Generate Items List”.

2. Edit your items – Select the items you want to edit from the list just generated. Either check all or select each item that you need to edit. You can mass edit many Items at one time, which will save you time. For example, let’s say you forgot to check the discount item box for 20 items. Instead of fixing each item separately, change them all at one time.

EDIT FUNCTIONS:

Mark Items Sold

Mark Items not Printed

Mark Items not Discounted

Mark Items Not Donate

Mark Items Sold

Mark Items Printed

Mark Items Discounted

Mark Items Donate

Remove Items (when you do this, you will no longer have this item # in your list)

Edit Item

Edit Multiple Items (price, size, description lines 1 and 2, category)

3. Transfer your Items to another Season or another Consignment Sale

a. Select the items you want to transfer.
b. Select the Consignment Sale/Season where you want to move the items.

c. Click on “Transfer Items to Consignment”.

TIPS: This is important when you already have items from a previous sale and now the new season is here. In order to reuse those items, you will need to transfer your old items from the sale, such as: Fall 2010 to Spring 2011.

4. Generate your Projected Settlement Earnings Report – THIS TOOL IS ONLY AN ESTIMATE and does not guarantee any profits or guarantee that the sale report will be the same. This report is not connected to the final seller report from which your profits are calculated. It is a simple projection tool.

a. Select the items you want to view and enter the percentage you will make at this

consignment sale (do not enter decimals).

b. Click on “Generate Projected Settlement Report”.

5. Reset your Item Numbers back to ‘1’.

You only use this button when all of your SOLD items have been deleted and all of your

other items have been donated or trashed. When all of your items are removed, then you

can click on this button “Reset Item Numbers” and you item numbers will reset to zero.

RETURNING SELLER FOR A NEW SEASON OF SALES

A.  Log in and Register  

Register for the current sale via the “sign in / sign up” link at www.KidStockConsignment.com 

(forgot User ID or Password? Email support@myconsignmentmanager.com).  
B.  SETUP YOUR ACCOUNT FOR THE NEW SALE

1. Delete all SOLD items.  

a. Go to the “Manage Inventory” tab located in the upper right corner of the website.

b. View Items – Go to the yellow box and select “items Sold only”, then select the   Consignment name and click on “Generate Items List”.

c. Click “Check all” and all of the SOLD items will be selected.

d. Then click on “Remove Item(s)” and all of your SOLD items will be deleted

2. Transfer your items from the OLD sale to the NEW sale

a. Delete OLD items that you will no longer sell.

1. If you still have items remaining but will not be selling those items over again, then delete these also following the steps above.  DO NOT re-set your items numbers to zero.
2. If you have no more items remaining in your account, then you should click on “Reset your item numbers to zero” button.

If you still have items remaining and will be selling them, then continue below to letter ‘b’ in order to move those items to the new sale.
b. Moving existing items to the NEW sale

1. Select the old consignment sale and Click “Generate Items List”.

2. Select all of the unsold items you want moved to the new sale.

3. Click on the transfer button and then a new screen will open up. In this new screen, select the NEW sale that you want the items moved to.

4. Click on transfer.

c. Delete the OLD (previous) SALE name

1. Click on the “Register/Volunteer” tab at the upper top left side of the screen.

2. Click on the white circle next to the Consignment name that is closed and needs to be deleted.

3. Click on the “Delete Consignment” button.

d. Resetting your item numbers – if you continue to use some of your existing tags, the system will continue with the item# from your last tag entered. If you want to start over with #1 for this new sale, then you will have to remove all of your items from your entire account and click on the Reset Item Numbers Button.

C. ENTER ITEMS (For more details, see page 6, Enter Items)

D. MANAGE ITEMS (For more details, see page 8, Manage Inventory)

IMPORTANT:  ALL SELLERS

E.  PRINTING TAGS

When you are ready for your tags to be printed, you MUST email Jan at jfis6@allstate.com or give her a call!  We will print them off and mail them to you.  LAST DAY TO REQUEST TAGS BE MAILED TO YOU: MONDAY APRIL 23rd.  LAST DAY TO REGISTER, ENTER ITEMS AND REQUEST TAGS FOR PICK UP ON SATURDAY APRIL 28TH IS FRIDAY APRIL 27TH at 11am.
