Sale

Sale Order

Before you Start

Before a Sale Order can be created, entries must be marked to participate in Sale. Edit the
entry from the entry search or check-in screen to mark the sale participation status. If no
entries are marked for sale, the Sale Order will not generate.

Click on the Sale menu.

Select the Order tab.

Create a new sale order.

On the popup, enter a name for the sale order,
the information about the mailing address, and
due date.

*Note: the due date must be after the start of the
fair and no later than 6 months after the end of the

fair.

BN

New Sale Order

Sale Order Name

Checks Payable To

from this Sale Order.
Name

Address

city
State and Postal Code

Checks Due By

@ The information below will appear on every Buyer Invoice issued

Demo Fair

Use Existing Address -

320 12th Ave
Nowhereville, CA 09238

v

1111012016 ]

5. Click the Edit button to change the commission
percentage, if necessary.
6. Click Configure Sale Order.

7. Select the correct option for whether your fair
sells entries with top-tier division placings
before all other entries at the beginning of the
sale (i.e. 1st Place Division placing = Grand
Champion).

8. Ifyou select yes, enter the lowest level Division
placing that should be considered on the sale.

9. Select how you would like to sort the Sale
order. See the description and examples of
each sort in the help text at the right.

10. Scroll down and click on the four-sided arrow
icon to drag and drop the divisions that will be
sold to the Selected Divisions column.

Does your fair sall entries with top-tier division placings before al What does your fair consider the lowest top-tier division placing?

other entries?

& Yes, sl all fema in the 1op placings

e

e b other itsma

How would you like the sale order to be determined?

Prpmation tusent rotatior, scatnd by placsray

Onsartity-tuaect

10 Sorted by divisicn, then by placing

Sorbecd by plasan

Sertac rancomly

retation, sorect by placing

., T by dvsion
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Sale

11. Drag and drop the Selected Divisions to
designate which Division entries will be sold
first.

12. Options for each division: Enter a default floor
price to be applied floored entries, set a “cap”
on the maximum sale weight, and enter the
Maximum Class Placing sold. Click Continue to
go on.

Availabie DwisIons

Selected Dy

WISIONS

13. Use the up/down arrow buttons at the left side
of each entry to drag and drop entries to
customize the sale order further.

14. To simply re-number the entries, click
“Reorder Entries.”

15. If you would like to change the Default Floor
Price or Max Sale Weight after the sale order
has been created, click “Change Division
Settings.” Changing the Default Floor Price will
simply change the default in any entries that
have not been marked as “Floored” yet.
Changing Max Sale Weight will only change the
sale weight for entries that do not yet have a
bid.

16. Click Re-create Sale Order if you need to start
over or add or remove any divisions in the sale.

Curren Saba Order Corfiguration

Dedaring Strstegy  Sorbad iy divison, fhan by
placing

Divisions Selected 2 0f 2
Last Divisicn Placing o be considred top-ter 2

Top-tier divesion slacings appear firsl N

Custom Sale Program

Pager Sizs

Cohumne
Stwow Fair Logo

Eniry inlo Taxt Transfeems

Division  Divisin  Claa  Class
Macky  Ribbon  Asimals Wikt

Pacing  Milibon

Loga

Landscape

Uppercase

T Expon 1o Excel # Em

O Dowrinadan -

Totsl Arimal

17.1f you would like to create a Custom Sale
Program, click Edit to begin.
18. Your options include:
e Paper size and orientation
e Whether or not to print your fair logo (from
Setup>>Fair Details) at the top of the page.
o To use all upper case, lower case, or title
case (None leaves the text as it was
entered.)
e Which columns (and order of columns) to
include in your program.

Custom Sale Program

Paper Size

@ Letter
Legal

# Show Fair Logo

Report Columns

| Sale#

s | Club

s | Enry#

+ | Animal IDis)

& | Check-in'Weight

s Floor Price /b

MNone

Ky Exhibitor / Class / Awards

Crientation

= Portrait

Landscape

Entry Info Text Transform:

«

Cancel Savi
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19. Print Options:
e The Print button will bring up a PDF
preview to be printed.
e Export to Excel is a “clean” Excel
spreadsheet in table format.

If you do not wish to create a Custom Sale
Program and would prefer to use the Standard
Sale Program select Download as...
e Excel is an Excel spreadsheet, with
some combined cells and formatting.
e PDF is the print version of that
spreadsheet
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