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Sale

	Sale/Auction

	Invoices, Checks, Payments, and Reports
After the auction is complete, you can print exhibitor checks (for show premiums, sale amounts, or combined totals), print reports (Buyer Invoices, Destination Packing Lists, Exhibitor Thank You Lists, etc.), and mark Buyer Invoices as Paid when funds are received.


	Checks
1. Click on the Finances menu, Checks tab to print Exhibitor Checks.
2. Click Add Set of Checks, then name the check set.
3. Select the Budgets, Auctions (including Add-ons, Floor, and/or Sale Price), and/or Block Sale to include on the set of checks, and click Save.
4. Click View beside the Check Set.
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	5. Enter the starting check number, then Preview Checks or Generate Checks.
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	6. Preview checks creates a PDF file of the line items that will be written on each check. You can make corrections/changes as necessary before printing checks.
7. Generate Checks begins the printing process, generating a PDF file to be printed on check blanks.
8. After Generating Checks, on the Check Set List, click View beside the Check Set that shows Generated.
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	9. This screen allows you to Print All, Print Labels (Avery 5160-size mailing labels), or download the file to Excel. There is also the option to Void the set of checks if necessary.
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	Buyer Payments
To record payments received from buyers:
1. Click on the Sale menu, Buyers tab.
2. Select to view a Buyer.
3. Click Record a Check Payment.
4. Enter payment information.
5. Click Save.
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	Reports:
Click on the Reports menu, Standard Reports tab and scroll down to the Sale reports to download and print standard reports for different areas of the Sale.

If you need a report that is not listed, you may create the report under Custom Reports (See Custom Reports Help Sheet for complete instructions).
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Exhibitor Pre-Check

2018 Demo Fair 4HO Entries.

Payee: ‘Samplefamily, Sally ‘Saly Samplefamily

Payee Type: Exhibitor 1234 Sample .

Exhibitor #: 4 Sampe, TX 77777

Club:

Type  Division Class  Entry htem Description Amount  Commission Adj. Amount

Premium _ Creatve Ans B Awar ‘Grand Champion 22000 ooo% 22000

Promum  CreaweAts  PPOSU 13 vara Best of Show Photo 000 oo00% 000
Class 2

Premium  CreatveAs PO 13 Avarg Photography Special 000 oo00% 000
ny-Show Avara
Class?

Promum  CreaeAts PO 13 Reton Puple 000 oo00% 000
Class 2

$220.00
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Budgels | Checks

@ Backto Check et List

2021 Premiums and Bake Sale

1 Checks totaling $220.00
Generated on 03/22/2022 01:35 PM.

Bake Sale

[{ 100 | rioor Amounis | ste amoueis ]}
Static Budget

8 Print All

Edt

B Print Labels

@ Vo i Sotof Ghecks.

Checks Line Item Source Quick Help @

“This setting determines what line tems wil make thelr way onto
the final checks.

(T setting affects both preview and generation)

& Download Excel
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Order Buyers Destinations Auction Bulk Add-ons Bulk Adjustments Block Sale Checks

© Back to Buyers

Buyer Details 8 Print Invoice @ Delete this Buyer
Basics E3 Outstanding Balance $11,350.00
Name Bob Buyer Record a Check Payment
Identifier 23 Payments $201.00
Contact  None
Default Sale Order $201.00 (2)
Phone Number 555-555-5544
Check #2232 $1.00 10/10/2015 recorded by Edit
Email Address  None (8 months ago) Demo Admin
Check #Cash $200.00 1/06/2016 recorded by Edit

Address Ea (8 days ago) Demo Admin
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Record a Buyer Payment

Sale Order

Check Number

Amount

Date Received

Notes

01/14/2016

cancel
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Buyor Bid Cards. POF &8
To be used to place a bid during the auction

Buyer Balanco Dus POF &3
Liss each buyer along withthelr urchased, paid, and balance due amounts. The notes fleld
Includes check numbers and notes that were taken during receiptof payment.

Buyer Invoices POF &8
Generates an invoics or each buyer n your ai. Al enty purchases, add-ons, and adjustments.
are ncluded for each buyer. Each nvoice can be malled o the Buyer In awindowed envelope.

Buyer Labels POF &8
Uses Avery 5160
Buyer List POF &8

Lists al buyers inthefai with address and contact informalon, Sorted by Name o Identflr

Buyer Statements POF &8
(Generates a statement fo each buyer i your falr. Allentry purchases, add-ons, and
adjustments are included for each buyer. Each statement can be malld to the Buyer in a
windowed envelope.

Destination Packing List POF &8
Generates a st of al animals designated to b delivered by efther a Block Sal or an Aucton,
Qrouped by destination

Entry Salo Roceipt POF &8
Lists al Aucton information fo each Entry i the selected Sale Order. This report Includes all
Enirios on the Salo Ordr,oven i they haven't boen sol

Exhibitor Sale Line Items POF &8
Lits all sale o toms (Aucton and Block Sale), rouped by Exhibitor. Important: This report
assumes Exhibitor Checks have been generated; f they have nt,this eport wil bo empty.

Exhibitor "Thank You" List POF &8
Generates a st of buyers (ith thei total contributions) for each Exhibitor I your Fair. Each ist
can be malled o the Exhbitor in a windowed envelope.

Sale Summary POF &8
‘Summarizes the et sales totals with adjustments and flooring and provides the dotals
‘xplaining how the bids, adjustments, and flooring are calculated

Sale Summary by Division POF &8
Lists totalsales (anc add-ons) or all enres n your fa, rouped by Entry Division.

Sale Program POF &8
Lists al ontrios. in a partcular Sale Order along with Club/Parents/Adcfess, Animaliformation,
and Auction/Buyer nformation.

Top Buyers POF &8
Lists the top buyers I thefa,ranked by the totl sale contrbutions (ncluding ad-one).
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Create a new Set of Checks

e 2021 Premiums and Sale.

Enter a name that will help you identiy this set of checks.

Select Budgets to be in this set of checks

O Defaut Budget [}
Poiis (05 8000
Staight Promiums: ss90050

Tota:

O static Budget [ Fraiced |
Points (0 $0.00) $1.000.00
Staignt Promiums: 000

Tota: $100000

O staticBudgt ==
Points (07 * 50,0
Staign Promiums: s22000

Tota

Select Auctions to be i this set of checks

@ BakeSale =

@ Addons
G Floor Amounts
G Sale Amounts
o Beef and Swine Sale. =
Add-Ons
Floor Amounts
Sale Amounts

O Sheep and Goat [ocun ]
Sale
Add-ons

Floor Amounts

Sale Amounts
Select Block Sale to be in this set of checks:

O BlockSale

Cancel [NEEVY
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Checks Not Generated
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