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Event Day Using Auctionpay Terminals

Welcome, and thank you for taking the time to listen to today’s training session. The
purpose of today’s training is to help you get started using Greater Giving Event
Software PC and prepare for your Event Day. Let’s get started.



! Event Day Training gg'“‘“g“’i”g
Agenda

1. Pre-event preparations

2. Running reports for guest registration

3. Overview of registration procedures

4. Entering winning bids

5. Correcting mistakes

6. Checking out

7. Post-event procedures and wrap-up

Dedicated to Nonprofit Fundraising Success

The training today will cover a number of topics. I'll provide suggestions for
preparing for your event and using your credit card equipment. | will also cover
some recommended reports for expediting guest registration. I'll walk you through
the registration procedure using the Auctionpay Terminals, and then we will discuss
the data entry portion, entering winning bids and correcting mistakes. Then I'll cover
the check-out and cashiering and provide suggestions to make check-out more
efficient. Finally, I'll discuss some post-event reports and walk you through wrapping
up your fundraising event.
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Preparing for your Event

Dedicated to Nonprofit Fundraising Success

Up until the day before your event, or even Event day, if you have been working in
Event Software Online, you will need to install Event Software PC.



» Installing your Software ggreatergiving
Where to find the software

1. Go to www.greatergiving.com and click Support Center

greatergiving

’ A division of globalpayments

Schedule a Demo | Request Info | My Fundraising Blog Free Software Trials

OUR SOLUTIONS  ALL PRODUCTS RESOURCE LIBRARY ~ PARTNERS  ABOUTUS < SUPPORT CENTER

Pt

2. Under Project Support and Training Center .
click the Event Software icon Sofware

3. On the Resources tab, click Download the current version
of Greater Giving Event Software — 4.1

Software Updates
|Download the current version of Greater Giving Event Software - 4.1]
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To download the latest version of Event Software PC, in your web browser go to
www.greatergiving.com. Click the Support Center button. Click the Event Software
icon. Click Download the current version of Greater Giving Event Software 4.1.
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Software Download Login

Auctionpay Event Software: Login for Software Downloads

Welcome to the downloads area for Auctionpay Event Software. Customers can use this area to
stay up-to-date on the latest version of Auctionpay Event Software and look up their most
recent registration codes.

The latest release version of Auctionpay Event Software is 4.1.2.5. Please log in to proceed to
the downloads page. You may use either yvour Auctionpay Event Software login and password
or the registration code that came with vour software purchase.

Method 1, Using your Auctionpay Event Software login

password l:l case-sensitive

Method 2, Using your software registration code
reoede [ |izemersmgrs

To request your registration code or online login, please contact support at
softwaresupport@auctionpay.com or call 1-85656-269-8151.

»
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To access the software, you'll need to enter your login and password information,
which can be found in the registration materials we provided for you. | recommend
saving the downloaded setup file to a removable device, such as a thumb drive, so
you can install the software directly to each computer.




i Auctionpay Event Software 4.12 Setup

Select Installation Type
Select the desited installation type.

N
@ Stand Alone

=
B
B
= B

() Hetwork Client Onhy

All Auctionpay Event Software files will be installed. Bath program files
and the data center will be placed in pour installation directary.

g- Only the Auctionpay Event Software program files will be installed
%E" Auctionpay ES will access the data center on your network file server.
=0

g: All Auctionpay Event Software files will be installed. Program files wil
%Eﬁ
= B
installed and where they will be installed. Recommended for advanced

be placed in your installation directon, while the data center will be
placed in a separate directory that can be shared across your network,
=8
il
%D
=& e
‘wize Installation \wWizard®

Olletwnrk Server and Client
Use this option to choose which application features you want

< Back ][ Next > ] I Cancel ]

a
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Stand-alone:

Both the program files and
data center are installed
under one parent folder

Network Server and Client:
The program files and the
data center are installed in
separate folders

Network Client only:
Only program files are
installed
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If you are going to be using the software on one computer at your home or office,
you would need to install the Stand-alone version. Network Server and Client and
Network client only is for event day, when you need to set up a PC network to run
your event.
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Network Server Network Network
and Client Client Only Client Only

This is an example of a network installation. The first computer is installed at
the “Network Server and Client” and the subsequent computers are installed as
“Network Client Only”.

Support Facts:
Greater Giving provides support for all software related questions & needs.
For all computer hardware questions & needs, please consult an IT
professional for assistance.
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This is an example of a network installation. The first computer is installed as the
Network Server and Client and the subsequent computers are installed as Network
Client Only.
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Getting your Event Software Online
project into Event Software PC
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Once the software is installed, Next, you will need to download your database into
Event Software PC. This is only for the Event Software Online users.



¥ Pre-Event Preparations

Project Home - C:MuctionServer\Database

Mai

Existing

me

-
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Download your Event Software Online project.

Al | hew

|

| Modified

Type

¢ Y Fall Back Celebration (#3784)
—-—

Samples

06/11/10

download ...

standard

Get projects from web

Select Project

Project Information

no information is
available,

Click 'select project’ to
download this project.

-

Project Image Settings
* include images

" excluds images

Help

3

1. In the File menu, click Project

Home.

. Click the All tab.
. Click Get projects from web.
. Enter a Event Software Online

username and password with
organization admin rights.

. Highlight the project and click

Select Project.

. You can overwrite an existing

project or download the online
project as a new project.
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For Event Software Online users, you can download your online database directly
from Event Software PC for use at your event using the window shown here.
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Download your online database®

Edit Data Wiew Utilities Help

Project Home. ..

Cpen Saved Grid View, .. Chrl+O
Import Data. ..
Export Database as Online Project...

Create MNew Letter Crl+Shift+1
Open Lekter. ..

Printer Setup. ..
Print General Report. .. Ckrl+Shift+P

Properties...

Exit:
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We will walk through those steps. To download your database, go to File and click
Project Home.

10
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Download your online database®

Project Home - C:\Program Files\iuctionpay Event Software\Database El
Existing Al I Mew I Project Information
Marme | Modified | Type

Browse. .. Get projects Fram web | Select Project >
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Go to the All tab and click Get Projects from Web. Enter your Greater Giving
Online username and password. This login must have organization administrator
rights in order to download the database.



Project Home - C:\Program Files\Muctionpay Event Software\Database

Existing Al 1 Mew 1
Marme | Modified ‘ Type ‘ o
»‘” Bubbles, Baubles and Bow Ties (#1418) dawrload ...
“'P’” Cocktails and Croquet (#31613 download ...
—
ES Training taday standard

Holiday Affair (#2200) download ...

Samples today standard
| ’ St. Luke's Junior Auxliary Fund Devel... dawrload ... v
Brawse... ‘ Get prajects from web Select Project

9 greatergiving

Download your online database®

£

Project InfFormation

no information is
available,

Click 'select project’ to
download this project.

~

Project Image Settings
* incude images

™ exclude images
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All available online projects will appear with a red and yellow arrow icon as shown

here, select the database you wish to open and click Select Project.

12
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Bringing down again —no mergihg

Project Home - C:\Program Fileskhuctionpay Event Software\Database rz|
Existing I all ] New I Project Information
- Project:
Mame Modified | Type FaII Back

Fall Back Celebration (#3284) today Celebration
Event Date:
10/25/2010

Notes:
current (4115)

™ Download a fresh copy
from the server

&
~

Brawse. .. Wigw Offline Select Project >
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You may choose to overwrite an open database or open it as a new database. Just
to note, if you bring a copy down to train with or for testing, you can download a
fresh copy of your online database (and overwrite any changes made offline) at any
time by checking Download a fresh copy on the right. Once you have downloaded
your final event database the morning of your event, please do not make additional
online changes.

13
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Terminals vs. Card Readers
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We offer two options for taking credit cards at your event. Terminals or Card

Readers.

14
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Terminals

Requirements:

» Each device needs to have its own
power source (2 amps each)

* If using with Software, must install
the USB Driver (included in the
box that we send terminals)

* Must have an analog phone line to
submit payments

Benefits:

» Can be used with or without
software (laptops)

+ Can print its own receipt

Dedicated to Nonprofit Fundraising Success

Terminal Requireme NES: Each device needs to have its own power source of 2 amps each. You will need to install the USB
Driver that will be included in the box of terminals we send. And you will need an analog phone line to submit payments after your event. The
benefits of using terminals: Can be used with or without software or computers. Can print its own receipt.

15
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Requirements:

» The most up-to-date Event Software
PC on all computers

» Networked computers (server and
client)

* One USB port needed to connect
Card Reader to your PC

* At least 1 printer at the event (since

auctionpay 4

gwmu the only copy of receipt must be
printed)
T * New EPS/EPCR Code for each event
Benefits:
» No additional power source
needed
* All information for event is held in
1 place

* Payment submission is through
the internet

Dedicated to Nonprofit Fundraising Success

Card Reader Requirements: The most up-to-date Greater Giving Event Software on
all computers. Networked computers (server and client). One USB port needed to
connect Card Reader to your PC. At least 1 printer at the event. You can only print
receipts from the software. New EPS EPCR Code for each event. The benefits of
using Card Readers: No additional power source is needed. All information for your
event is stored in one place. Payment submission is through the internet.

16
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Best Practices
Recommended:
1 device per 100 guests (either Card Readers or Terminals)
Card Readers — need to combine registration and check out areas
Card Readers — only 1 Card Reader per PC

Terminals — Separate registration and check out areas (registration on the first
floor & check out on the second floor) — you will not need to move and re-
networking computers.

Dedicated to Nonprofit Fundraising Success

Best Practices that we recommend: One device per 100 guests. With Card
Readers, you need to combine registration and check out areas and you can only
have 1 card reader per computer. If you are having separate areas for registration
and check out, for instance registration on the first floor and check out on the
second floor, we recommend you use terminals so you will not need to move and
re-network your computers.

17
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Registration / Check In

Dedicated to Nonprofit Fundraising Success

Next, | will go over the Registration and Check-in process.

18



) Running Reports for Guest ggreatergmng
Registration |

The following are some of the most useful
reports for handling registration:

« BID-01: Guest listing — Provides a detailed guest list.

« BID-02: Guest listing (2-column) — Provides a concise
guest list.

« GRP-01C: Group listing — Lists guests by table group.
To access this report, go to View > Grid Views > Groups.

« UTL-05: Utility — Blank bidder registration forms
You can find all utility forms under File and Print General Report...
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Here are some useful reports for making guest registration quick and painless. The
Guest listing report provides a detailed guest list, including information like meal
choice, table, group, mailing address, admission information, and more. The Guest
listing (2-column) report is a more concise guest listing. The Group Listing report
is accessible from the Bidder tab or the Group view, and lists your guests by table
group. Finally, the Blank bidder registration forms report is useful for collecting
information for guests who did not pre-register. You can find more blank forms
under File and Print General Reports.

19
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Registration

Item I Donorl F‘ackagel Staff ]

S | T |50 | Pt Use reports to streamline registration.
gde | w[

Bidder Name Contains:

\;\?f;nd: el

Group Mame Contains:

Table: to

« To run a report, choose the appropriate tab
in the Query Bar. (e.g., bidder reports from
the Bidder tab or package reports from the

Bidder Purchases: P aC k ag e ta b . )

g | | Select Report Output Type 3]
et =l « Filter your report | et ] e
¢ Spent: to : n b o Preview,

Text Output..

using the fields

admeTyes| =]
e and click Query.
ME&‘} ’ﬁ
Include only bidders wha: ° I n th e F i I e m e n u - 2
| j . . ’ Additior cessible through the bidder and package arid views. )
Roetod ows | Beset | [BER] click Print T

t " Print Only Selected Records €& Print All Records in the Grid

Use Reset to
clear all fields

before querying.
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Now | will discuss some recommended reports for streamlining guest registration at
your event. To run a report, such as the Guest Listing report, choose the
appropriate tab. For example, to run the Guest listing report, choose the Bidder
tab on the Query bar. Filter your report using the fields and click Query when
finished. For the Guest Listing, | recommend using the Include only bidders who
filter bar. Choose Have Seats Used and click Query to search for all bidders
attending your event. If your results do not come up as you expect, try clicking
Reset before applying your filters. Finally, go to File and Print Report, and choose
the appropriate report from the list.

20
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tion
2ce Wine Auction Terrace Wine Auc
Te{"l'i?] 555-9315 (217 555-9315

=

1- Discuss payment
options with guest

» Swipe card BIDDER #:

» Express Checkout

untmnnnmmm WERCHANTS 323121599838

WISk

18 sessesesenes $E ]
sasussasesd etz fag 1204
aut INYOICE: 0901 INVICE: 009168

_> oATE: DB/08103 QATE: 080503

I00ER 0: 137 BIoDER #: 157

3 * Print guest receipt
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Auctionpay terminals are set up near or at the check-in or registration tables. Begin the
registration process by offering to swipe your guest’s card for convenience at the event.
Many regular charitable event goers are already familiar with Express Pay and will be
glad to swipe a card ahead of time. Others can wait until the end of the night to pay if
they choose. After the guest’s card is swiped, you will enter the bidder number twice, for
verification purposes. This links the credit card data to the bidder number. Then the
terminal prints 2 receipts, a merchant copy and a customer copy. The guest signs the
first receipt, the merchant copy. Note the balance shows zero dollars because they have
not purchased anything yet. And the detail on the receipt explains, “Your credit card will
only be charged if you make any purchases. By signing below, you agree to pay the
amounts associated with your purchases.” The guest signs a receipt and receives a
copy, eliminating the need to see the Cashier at the end of the event. All credit card
information is securely stored in the Auctionpay terminals. Once everybody is checked
in, you can now close registration and run some valuable reports.

21
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4 * Run credit, totals and

bidder reports 5 * Print and review reports
ORGANIZATION NAME
_ IE (212) §55-9315
! i (1]
REPORTS sl f"fgf:’siﬂ;",';ms
.................... ook £ 20 L .‘f’ff* i
CREMIT BIDDERS “:‘1"5";“‘ o
Y T
i nuassﬂhﬁnsnl P W . -
| sPuT PAY TOTALS SALE  MaSTERg
GIDDERBZT: oo EATION Naw .

| o (2125559315
Inveice:

MASTERCARD  yor c o
19824530888 Pm
SALE 28 Credit Transactions s”n
BIDDER #27
Tovoice: 001 | PCsitPrinted on June 05,2003 13,5

———

6 * Move master terminal to cashier

At the close of registration, we recommend that you print and review 3 reports from the
Auctionpay terminal: credit, bidder, and totals. The Credit Report is a paper back-up that
shows the guest’s name, credit card number and bidder number, and should be placed
in a safe and secure location, like a cash box. The Bidder Report identifies who has pre-
swiped their card. The Totals Report is a double check of information. It can be run after
Registration to confirm the number of guests who have pre-swiped their credit card.

Once you’ve reviewed all the necessary reports from registration, you would then move
the master Auctionpay terminal to cashiering.




% Sync Between Terminals and ggreatergwmg
Event Software PC |

e =
—— |®
1 . —
= After registration, o __;g =1
import express - — = ==
bidders from o
Auctionpay 2
terminals = After check-out, Ve
export bidder
amounts to
Auctionpay
terminal

3 = After settlement, send
bidder payments from
Auctionpay terminals into
Event Software PC

Day of Event Post Event
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There are three easy steps to sync between the event software and the Auctionpay
terminals. Sync 1: After swiping cards at registration, plug in and pass information to
Event Software PC. Enter winning bids into Event Software PC during the event. Collect
final payments and print receipts to finish the night out. Sync 2 and 3 happen after the
event, back at the office. For Sync 2, plug-in to sync winning bid amounts with credit
cards. Credit cards are now assigned amounts to send to the bank. For Sync 3,
reconcile with the bank and transfer final payment information back to your database to
close out all your bids. Credit cards that did not go through will be flagged.

23



) Event Night - Express 8, catergiving
Checkout i

BEEN Wiew  Ukilities  Help

- SynC 1 Look Up Person. ..
Searchfadd Person...
MNews Tkem F5
Mewy Donar F4
Mew Package
e Skaff Member F3
Mew Bidder F&

Creakte Joint Mailing List. ..
Bid Sheet Setup Wizard
Table Setup,..

Set Current Event. ..
Set Current Operator, .,

* Synchronize with an Auctionpay terminal ..
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First, we will walk through sync one, which should happen after the registration and
check-in portion of your event is over. Install the USB driver CD that was
included in the box of terminals and reboot your computer. We recommend
doing this before your event gets started. After registration closes, connect the
Master terminal to the server computer using the sync cable provided, making
sure to also disconnect from the network of terminals. Ensure the Master
terminal is on the main screen. From the Event Software PC menu bar, select
Data, then Synchronize with an Auctionpay terminal.
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Auctionpay Sync Wizard (1/3) EI

This wizard iz a guide for the electronic interface of data [or sync] between Auctionpay Event Software and
Auctionpay Event Papments. This process reduces the amount of data entry required during and after the auction.
Mate that credit card numbers are not downloaded inta Auctionpay Event Software; these are stared securely in the
Auctionpay master kerminal.

* [Sync 1] Retrieve Express Bidders from Auctionpay Terminal

Carplete this step at the close of guest registration. At this stage. the Auctionpay terminal holds bidder
numbers and credit card information for each guest who has pre-swiped their card (Express bidders]. During
the spnc., the Auctionpay master terminal sends the Express bidders ta the Auctionpay E vent Software,
resulting in “Express Checkout' appearing on printed receipts.

" [Sync 2] Send Express Bidder Amounts Due to Auctionpay Terminal

This step iz performed once event data has been audited after the event. At this point, Auctionpay Event
Software containg Express bidders as well az their dollar amount due. Auctionpay Event Software sends
the amount owed by each Express bidder to the Auctionpay master terminal for payment processing,

Settl [must be leted before Sync 3)

Seftlement iz completed by transmitting transactions from the Auctionpay master terminal to the bank.
for eredit card processing,

" [Sync 3] Retri Bidder P ts from Auchi Terminal

This step imports credit card payment confimations from the Auctionpay master terminal and posts them in
the Awuctionpay E vent Software.

| Mexst > Cancel
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When the Sync Wizard dialog box displays, select Sync 1, then click Next, Next,
and Finish. Once the import is complete, remove the sync cable from the
terminal and reconnect the Master terminal to the network of terminals to use at
cashiering. Notice that Sync 1 can be performed as many times as needed.

25
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Sync 1 > giving

After running sync 1:
Express Checkout: YES

Sales Bar - Event: none, Operator: Lisa

Sales | MuliSales | Papments  Biddet Info I _SetEvent | _Set Operator |

Bidder No:  [103 [John & Bonnie Black ﬂ
Erpress Checkout: [Yes Total Purch W Oy ,27 Paid W
Action: ’W‘ View Receipt | Beset ‘

Express Checkout: NO

Sales Bar - Event: none, Dperator: Lisa

Sales I Mulh—SalEs} Papments  Bidder Infa 1 SetEvent | _Set Operator

Bidder Ho:  [108 [Eathy Cook] 4
Express Checkout: |No Total Purch: [$2641.06 Ot |4 Paid: |$2641.06
Action: | View Receipt - Wiew Receipt | Reset |
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After completing sync one, if a bidder has pre-swiped a credit card on the bidder
info tab, it will show Express Checkout Yes. If they have not pre-swiped, it will show
Express Checkout No.
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Data Entry / Sale Entry

Dedicated to Nonprofit Fundraising Success
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As your auctions close, enter the winning bid information in
the F8 Sales Bar on the Sales tab.

E n te r th e p a C ka g e Sales Bar - Event: none, Dperator: James

Wiew R b | SetEvent | Set Oy L
@ lMuIti-SaIes ] Payments ] Bidder Info o e = e S opmey

number or name
Package Mo: |101

|Men's exercise clothes and a duffle to carry them p

and press Enter. adrter |
This auto-populates
the package

Sale Price:

Sell Reset

information here.

Enter the winning

Package Mo: | 101 |Men's exercise clothes and a duffle to carry them

bidder (by name or

> >

Bidder Mo: | 128 |Arnold & Peggy Jensen
3ale Price: 50

| number), the final sale
== | price and click Sell.
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Registration is over and your silent auction rooms have started to close. To enter
the winning bid information, also known as the data entry phase, open the F8 Sales
Bar and choose the Sales tab. Using the bid sheet, enter the package number or
name and press Enter. This automatically fills in the rest of the package
information. Then enter the winning bidder number and press Enter to populate the
bidder information. Type the final sale price and click Sell. You can use Enter or
Tab to move from field to field anywhere in the Sales Bar.

28
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You can also sell multi-sale packages such as
raffle tickets, walk-in admission, and more.

1. In the F8 Sales

Sales Bar - Event: none, Operator: James @

Bar, CIiCk the Sales Payments]BidderInFo] View Recent | Seb Event | Set Operator

MUIt|'SaIeS tab M3 Package: | J Sales | Price: [$100

and select the aider s | l A

multi-sale package

. Lankity 1 Sale Price: Sell Reset

you wish to sell. : EEE=
2. Enter the bidder 3. Enter the quantity sold and press

number or name Enter to calculate the sale price.

and press Enter to :

populate. 4, Click Sell.
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A multi-sale package can be sold multiple times. Multi-sale packages have a set
sale price instead of a minimum bid. If you have sold any multi-sale packages at
your event, such as raffle tickets, walk-in admission, or t-shirts, enter them in the
Multi-Sale tab of the F8 Sales Bar. From the MS Package drop-down list, select
the package to sell. Enter the bidder information and press Enter, then enter the
quantity, press Enter again, and click Sell. Using Enter will automatically calculate
the total sale price. You can always override the sale price manually. This is helpful
if you sell your multi-sale packages in bulk at a discounted price. For example, 3
raffle tickets for $15.

29



s Making a Multi-Sale 6 reatergiving
Package

Pkg Mo.: Assign Section: | LJ m
Class: ] j m
Name: | Multi-Sale Package Addendum [
Yalue: | (TIotter\T:I): | Yalue Type: ]Estimable j QJ
Restrictions: | Mare. .,

Description: (HTML codes like <b= affect Farmatting only and do o when printed)

Bid Sheet Yalues:
W Cwerride Calculated Defaulks

;[
Price: 150

Image: |

Bidders: Ikems:

| Bid ﬂ| Mamne Oty Piice Narne [ # | value

o€ LY 4 <

| >
Total Sales $: by, Sold: J Description ﬂ Add... R &
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If you haven't already created your Multi-Sale packages, in the Data menu, click
New Package. Fill in the package number, and the package name. Make sure to
click the Multi-Sale box. Finally, go to the Bid Sheet Values area and check the
box to override bid sheet values and update the Price field to the price that you

would like to charge per sale. Once set up, press F10 to save or F11 to save and
create another multi-sale package.
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Cashiering / Check Out

Dedicated to Nonprofit Fundraising Success
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Speed up your check-out process by printing
all receipts at one time.

—— 1. To print receipts for all bidders who made
o ] purchases at your event, in the Query

st [T o] Bar, click the Bidder tab.

sl =1 2. Enter 1 in the first box next to $ Spent.
affiiate: [ ]

wa: [ =1 3. Click Query.

| | J 4. Inthe File menu, click Print Report.
) e e (Optionally use CTRL + P or click the

We only want to print printer icon.)

receipts for bidders You can filter any report this way.

with purchases.

Dedicated to Nonprofit Fundraising Success

We have entered all our sales and now we will start discussing check out. You have
two options for printing bidder receipts. You can print all of them at one time using
batch mode printing, or you can print receipts for each bidder when they check out.
First, we will discuss how to print all receipts in a batch. Printing bidder receipts
before check-out begins is a great way to streamline cashiering at the end of the
night. To print receipts for all bidders that made purchases at your event and avoid
printing receipts with no sales, choose the Bidder tab of the Query bar on the left-
hand side. If the Query bar is hidden, press F7 to display it. Enter the number 1 in
the first box next to Dollars Spent and click the Query button. With the bidder grid
displayed, go to File and Print Report. Remember that you can filter any report this
way.
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Speed up your check-out process by printing
all receipts at one time.

- EXPRESS CHECKOUT -

« From the Select Report Output m-maffﬁm

Type dialog, choose the BID-06: s
Receipts with settings dialog.

« Once you’ve printed your receipts the
first time, you can choose BID-06a: 5
Receipts with presets to skip the - s
questions. =

Total Due:

Any bidders that are not marked Express RERES
Checkout will need to swipe a card or
provide an alternative form of payment.

p—
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In the report dialog, choose the Receipts with settings dialog report the first time
you run your receipt to set up your receipt preferences. The next time you choose to
print a receipt, the Receipts with presets report will remember your settings. Click
Print to print a copy of the receipt for each bidder in the grid. Any bidders that are
not marked Express Checkout on the receipt will need to provide some form of
payment at cashiering. Anyone marked for Express Checkout can bypass
cashiering and go directly to pick up their items because you have already collected
a form of payment from them.




¥ Printing All Receipts ggreatergmng
at One Time |

Print E| E|
Printer
Mame: | MWAPFNPOARESF0 j FProperties...

Status: Ready
Type: Canon iRE570ARESZ0 LIFR Il

Wwhere:  Client Service

Comment I Fint ta file
Print range 1 Copies 1
o al Number of copies:
" Pages from: |1 o

W Collate
{ Selectior
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If you need more than one copy of each bidder receipt when you print them in batch
mode, you just need to indicate that on the Print dialog box that opens when you
click Print. This dialog box opens and under Number of copies enter the number
of copies that you would like to print.
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Printing individual bidder receipts
1. In the F8 Sales Bar, click the Bidder Info tab.

2 . Cl iCk P r I n t Sales Bar - Event: none, Operator: James

Rec ei pt to pri nt ales ] S ] PR ‘Wiew Recent | Set Event | Set Operator
. Bidder Mo: | 101 ‘Hilda Bergland ﬂ

trl].e l(re Ce I pt’ Or Express Checkout: ’F Tokal Purch: |$64D Qhy: | 1 Paid: |$D

click View

R e C e I p t to Vi eW Action: |\\:.iew l;P:ece.iptt j‘ View Receipt | Reset

the B I d d er Enable Express Checkout

P h Eisatl_JIe ExpE?sslcheckout

u rC aS eS uctioneer Display
Form before Tq change the number qf receipt copies
printing printed by the software, in the File menu,

click Properties and then click Reports.
(The default is 2.)
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You can also print receipts for individual bidders using the Bidder Info tab of the F8
Sales Bar. Enter the bidder number or name and press Enter. Next to Action,
select Print Receipt and click the action button (which now reads Print Receipt) to
send a paper copy of the receipt directly to the printer. Select View Receipt from
the action menu to view a list of purchases and payments. To change the number of
copies of the receipt that print from the Bidder Info tab, go to File, Properties, and
choose the Reports tab. It defaults to 2 copies, one for you and one for your guest.
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Entering other forms of payment

For guests who choose to pay by cash or check, go to
the Payments tab of the F8 Sales Bar.

Sales Bar - Event: none, Operator: James

Wiew R b | SetEwvent | Set O 1
Sales ] Multi—SaI EBidder Infa ] otz eeen S EEN SHEDEraEOn
Date: |01j21f2011 Bid#: | 101 |Hilda Bergland g
Payment Type: |Check j m Amaounk: |54.DD Due: |$54
Check Mo: 1248 Transfer MNo: Pay | Reset |

DO NOT enter payments for credit card charges submitted through the
software. These are automatically generated during the banking process.
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It's time to collect payments. For guests who choose to pay by cash or check,
choose the Payments tab of the F8 Sales Bar. Enter all cash and check payments
in this tab. Simply fill out the bidder number, payment type, dollar amount, and click
Pay. Remember, do not enter payments for credit cards here, even during
cashiering. Payments for credit cards are automatically generated during the
banking process. If you manually enter credit card payments, the associated cards
will not be charged correctly.
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Replace, modify, or delete sales from the F8
Sales Barr.

1. To replace a sale, go to the Sales
tab and enter the sold package

num be r or name. P ress E nter. Seles | uli-sales | Payment% |Bder im0 | EREEED SLEvER | o2 Seerder
Package Mo: |5 |Give Your House a New Lok ﬂ
2. Enter a new bidder number and | s 8 Jears oo i
sale price and click Sell. e [0 I
Auction Warning g|

) « To modify a sale, enter a new sale
Package number 5, "Give Your House a Mew Look!"
has already been sold to Carl & Louize Hays (Bidder 1 i
Murnber 123]. Do you want to replace the previous p rl Ce a n d Cl ICk Sel | -
zale, or continue and add a second sale?

« To delete a sale, simply delete the

bidder number and click Sell.
Replace | Cantinue Cancel
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After printing a bidder receipt, your guest may find errors or have questions about
purchases listed on the receipt. To replace a sale of a package, or sell the package
to a different bidder, choose the Sales tab of the F8 Sales Bar. Enter the package
number and press Enter. The Sales Bar will fill in the winning bidder that was
previously entered. To replace the sale, change the bidder number, press Enter,
correct the sale amount if necessary, and click Sell. The software will prompt you to
replace the existing sale or add a new one. You may sell packages to more than
one bidder, you can split a package between bidders this way, or sell the same item
multiple times if you have more than one. If you would like to modify the sale price
of an existing sale, bring up the sale the same way, change the sale price and click
Sell, then click Replace to remove the old price and enter the new one. To delete a
sale, enter the package number and press Enter to view the current purchaser.
Delete the bidder number from the box and click Sell. The software will prompt you
to delete the sale. Click Continue to remove the sale.
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You can also view and delete sales from' the
Bidder Purchases Form.

« In the F8 Sales Bar, click
the Bidder Info tab and
click View Receipts to
view the Bidder
Purchases Form.

« To delete a sale, select the
sale under Purchases and
press the Delete key on
your keyboard.

9 greatergiving
&

M Bidder Purchases Form

Eidder: | 102 | Tom & Joan Bergland
d: |$3365 Tax: $266 Ef;’;ﬁm i $0
Recalc Tax | Amount Paid: ,— Amount Dus: | $3633

Purchases:

201 450 Gift Certificate at Bob's Au| 1 $50 $65

Gty Value Sale Price ~

Payments Received:

Papment Type

Date Check # Hofer ft
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Additionally, you can view and delete sales from the Bidder Purchases Form.
From the F8 Sales Bar, choose the Bidder Info tab. Next to Action, choose View
Receipt, and click the action button to bring up the Bidder Purchases Form. Here
you can add or delete sales listed in the Purchases grid or payments listed in the
Payments grid using the Insert and Delete keys on your keyboard. Credit card
payments pending submission are listed in the Credit Card Charges to be
Submitted grid. To view or edit credit cards on file, click the View Edit Cards

button.
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Back up your database and run final event
reports.

At the end of your event, in the Utilities menu, click Backup Database to
secure all of your event data and remove it from the event site.

Here are some common post-event reports:
BID-03: Sales listing by supporter — Details purchases by bid number.

PKG- 03: Sales listing by package with buyers — Lists package sales by
package number.

PAY-02: Payment totals by type — Event revenue.

SUM-13: Summary — sales totals by pkg. sorted by amount and SUM-14:
Summary — sales totals by bidder sorted by amt. rank highest-grossing
bidders and packages.

You can access SUM reports: in the File menu, click Print General Reports.
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Your event is over and your guests have gone home. Now it’s time to back up your
database, run some final event reports to congratulate yourself on a job well done,
and head home as well. To back up your database to your removable media, such
as a memory stick, close all open grid views and go to Utilities, then select Backup
Database. Some common event reports are the Sales listing by supporter, which
details all purchases by bidder number, the Sales listing by package with buyers,
which lists package sales by package number, the Payment totals by type, which
displays your event revenue by payment type. The Summary sales totals by
package sorted by amount and the Summary sales totals by bidder sorted by
amount reports rank your highest-grossing bidders and packages. Summary
reports are accessible by going to File and Print General Report. The summary
reports are also helpful during your event to stir up excitement by capitalizing on
high-bidding guests and luxurious packages.
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¥ Sync Between Terminals g greatergiving
and Event Software PC |

1- After registration, —_—
import express
bidders from
Auctionpay
terminals

2 = After check-out,
export bidder
amounts to
Auctionpay
terminal 3
= After settlement, send
bidder payments from

Auctionpay terminals back
to Event Software PC

Day of Event Post Event
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After the event, most likely back at the office the next day, you will need to complete a
Sync 2. Connect the master terminal to the server computer to sync winning bid dollar
amounts with credit cards. Credit cards are now assigned amounts to send to the bank.
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Reconciliation and Settlement |

o . T et TSRS
1- Enter in final amount to bill each umss:‘:‘I N —
- TRANSACTION TOTAL IDDER #
guest by bidder number (manually o st e —
Response. 4pp,
or through event software sync) R L S
r — ::f::nmu ;o sause :r::n 41
BIDDER ID: *102 M e e e
AMOUNT  [32000.00]'.,, 2

e Transmit batch with simple upload via
]_ 4= || CLEAR | ENTER

phone line and review settlement report

3 = Auctionpay transmits

funds into client account
within 5 business days

Dedicated to Nonprofit Fundraismg ﬂ“EE

Settlement with Auctionpay is very straight-forward. Our goal is to get your funds into
your account as quickly as possible! Here’s how it works. We recommend doing this
the next business day. Double check all entered winning bids for errors in the

software, comparing against bid sheets and runner sheets. When you agree with
everything that was entered in the software, it is time to Run Sync 2.
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Event Night - Express ;

Ch k 9 greatergiving
eckout
Wiew Utiities Help

Look Up Persaon...
Searchfadd Person...

—Sync 2

Mews Tkem Fa
e Donar F4
Mew Package

Mew Staff Member F3
Mew Bidder Fé&

reate Joink Mailing List, ..
Bid Sheet Setup Wizard
Table Setup,..

Set Current Event.,,
Set Current Operator, .,
Synchronize with an Auctionpay terminal. ..

|
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Ensure all winning bids are posted, and cash and check payments are entered into
the software prior to performing Sync 2. No card payments should be entered into
the software. This will be done during Sync 3. First, power up and connect the
master terminal to the computer with the sync cable provided. From the Event
Software PC menu, select Data, then Synchronize with an Auctionpay terminal.
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Auctionpay Sync Wizard (1/3) EJ

Thiz wizard iz a guide for the electronic interface of data [or sync) between Greater Giving E vent Software PC and
Auctionpay Event Payments. This process reduces the amount of data entry required during and after the auction.
Mate that credit card numbers are not downloaded into Greater Giving Event S oftware PC; these are stored
securely in the Auctionpay master terminal

" [Sync 1) Retrieve Express Bidders from Auctionpay Terminal

Complete this step at the close of guest registiation. 4t this stage, the Auctionpay terminal holds bidder
numbers and credit card information for each guest who has pre-swiped their card ([Express bidders). During
the sync, the Auctionpay master terminal sends the Express bidders ta the Greater Giving Event Software
PLC. resulting in “Express Checkout'" appearing on printed receipts.

@ [Sync 2) Send Express Bidder Amounts Due to Auctionpay Terminal

This step is performed once event data has been audited after the event. At this point, Greater Giving
Ewvent Software PC contains Express bidders as well as their dollar amount due. Greater Giving Event
Software PC sends the amount owed by each Espress bidder to the Auctionpay master terminal for
payment processing.

Settl [must be leted before Sync 3)

Settlement is completed by ransmitting transactions from the Auctionpay master terminal to the bank
for credit card processing

" [Sync 3) Retrieve Bidder Payments from Auctionpay Terminal

This step imports credit card payment confirmations from the Auctionpay master terminal and posts them in
the Greater Giving Event S oftware P,

Nest » Cancel
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In the Sync Wizard dialog box, select Sync 2, then click Next, Next, and Finish.
Ensure the final purchase amounts are correct by auditing the bidder totals. This
can be done by comparing a Credit Report from the Master terminal to the “BID-
03: Sales listing by bidder” report run from the bidder grid in the software. If a
dollar amount needs to be changed in the Master terminal, this can be corrected
with the Adjustment function before sending charges to the bank. Notice that Sync
2 can be performed multiple times as needed.
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Dedicated to Nonprofit Fundraising Success

Charges are sent from the Auctionpay Master terminal to the bank for processing by using the Send
to Bank function. Power up the Master terminal. Insert the provided phone cord into the LINE port in
the back of the Master terminal. Insert the other end of the phone cord into a dedicated analog phone
line. On the terminal press Tools, More, and Send to Bank. For “Upload Now?” press Yes. For “Do
you need to dial 9 or other prefix?”, press Yes or No as appropriate and follow the prompt. The
terminal will next prompt “Correct?” with the total amount to be transmitted. Press Yes or No as
appropriate. If No is selected because the total is incorrect, the charges will not be sent to the bank.
Upon selecting Yes, the terminal will begin transmitting payment transactions. Once the transmission
is complete, the terminal will generate a Banking report showing all approved and declined charges.

44



P Sync Between Terminals and ggreatergwmg

Software
e
@ =
= After registration, — |0 : 2=

import express :—_: BE—s sar
bidders from T
Auctionpay
terminals 2 = After check-out, -/

export bidder

amounts to

Auctionpay

terminal

3  After settlement, send
bidder payments from
Auctionpay terminals back
to Event Software PC

Day of Event Post Event
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After the terminal generates the Banking report showing all approved and declined
charges, it is time to run sync 3. Yes, you need to run sync 3 before dealing with any
declined charges. Remember Sync 3 transfers the final payment information back to
your database to close out all your bids. Credit cards that did not go through will be
flagged.
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9 greatergiving
Checkout
—Sync 3 view Utiities Help

Look Up Persaon...
Searchfadd Person...

Mews Tkem Fa
e Donar F4
Mew Package

Mew Staff Member F3
Mew Bidder Fé&

reate Joink Mailing List, ..
Bid Sheet Setup Wizard
Table Setup,..

Set Current Event.,,
Set Current Operator, .,
Synchronize with an Auctionpay terminal. ..

|
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Power up and connect the Master terminal to the server computer with sync cable
provided. From the Event Software PC menu, select Data, then Synchronize with
an Auctionpay terminal.



] 9 greatergiving
Sync 3 >

Thiz wizard iz a guide for the electronic interface of data [or sync] between Greater Giving Event Software PC and
Auctionpay Event Papments, This process reduces the amount of data entiy required during and after the auction,
Mate that credit card numbers are not downloaded into Greater Giving Event Software PC; these are stored
securely in the Auctionpay master terminal

" [Sync 1) Retrieve Express Bidders from Auctionpay Terminal

Complete this step at the close of guest registration. At this stage. the Auctionpay terminal halds bidder
numbers and credit card information for each guest who has pre-swiped their card (Express bidders]. During
the syne, the Auctionpay master teiminal sends the Express bidders to the Greater Giving Event Software
PL, resulting in "Ewpress Checkout' appearing on printed receipts.

" [Sync 2) Send Express Bidder Amounts Due to Auctionpay Terminal

This step is performed once event data has been audited after the event. At this point, Greater Giving
Ewvent Software PC contain: Express bidders as well as their dollar amount due. Greater Giving E vent
Software PC sends the amount owed by each Express bidder to the Auctionpay master terminal for
payment processing.

Settl [must be leted before Sync 3]

Settlement is completed by transmitting transactions from the Auctionpay master terminal ta the bank.
for credit card processing.

* [Sync 3) Retrieve Bidder Payments from Auctionpay Terminal

Thiz step imports credit card payment confirmations from the Auctionpay master terminal and posts them in
the Greater Giving Event Saftware PC.

| Hext > | Cancel
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In the Sync Wizard, select Sync 3, then Next, Next, and Finish. Note, Sync 3 can
only be performed once (unless you are syncing with multiple Masters). After
completing sync 3, see if you have any declines, which take place when the bank
does not approve a charge. There are two options for handling declines. You can
resubmit the charge using the method described in your orange quick start guide
provided, or you can obtain an alternate form of payment from the guest. Once the
batch has been uploaded, Auctionpay transmits funds into your account within 5
business days. You would then return the terminals in the packaging that
Auctionpay provides and drop it in the mail.
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Synchronizing your database with Event
Software Online

Synchronization Complete fgl

° Once a” Outstandlng balances The synchronization completed successfully. L
are resolved, in the Data menu, | |Admit Types

Dowrloaded 13 new records

click Synchronize with Online | | amiates
PrOJeCt to send your event Downloaded 12 new records

Categories

information to Event Software Downloaded 22 new records -
On | I ne. glo‘:\ls;g;ded 22 new records
° After the SynC’ a Summary Of ggm?;;tdt:des‘t new records
uploaded data appears. Donor Types ;
. . . e Item Types
The synchronization will fail if you Downlosded 11 new records "
have any credit card charges :
awaiting submission. _VewinsbBroer |
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For those users that originally downloaded the event night database from Event
Software Online, you can upload your new data back online using the
synchronization tool. Once all outstanding credit card charges are submitted, go to
Data and select Synchronize with Online Project. After the synchronization is
complete, a summary of uploaded data will appear. Keep in mind that the
synchronization will fail if you have any credit card charges to be submitted.
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» Call Client Services at: 1-866-269-8151
Monday-Friday: 6:30 am — 5:00 pm PT

After-hours support is available for
event night only at the same number.

» Email; support@areatergiving.com
Questions are answered within 1 business
day.

» Visit our website at www.greatergiving.com

Dedicated to Nonprofit Fundraising Success

If you have any questions, feel free to give us a call at 1-866-269-8151
or email us at support@greatergiving.com. Emailed questions are
answered within one business day. Our phone support line is available
for general inquiries Monday through Friday, 6:30 AM to 5:00 PM Pacific
Time. After-hours support is available for organizations on event night
only. For resources regarding the terminals or Event Software PC, visit
www.greatergiving.com and click on the Support Center. Thank you.
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