
POINT of SALE
GUIDE



Donate Items Tab 
A Point of Sale item, commonly referred 
to as POS, is an item sold by and visible 
to your volunteer team only. 

Examples of POS items include raffle 
tickets, carnival games and drink tokens. 

Our platform will allow you to easily 
manage and sell these items through a 
custom link on your volunteer device. 

This link will also provide a host of 
attendee management options  
as well.

Please view features of the Point of Sale 
Kiosk to the right.

Add Auction Items 
Your volunteer can enter the donor’s 
information, the item specifics and upload 
photos Here, the donor can enter his/her 
information, the item specifics and upload 
photos. The item will be marked with an "N" 
tag in your All Items area of your Auction 
Dashboard where it can be reviewed and 
approved by the auction admin. 

Register Attendees
Easily register attendees from your volunteer 
device by clicking the "Quick Register" button 
in the top right corner. Your guest can enter his/
her details and pre-register a credit card for an 
expedited check out process.

Pay Invoices
Winning bidders or POS purchasers can easily 
access and pay their invoices from the Pay tab. 
Search by username, email, bidder number or 
guest name to retrieve all invoices for payment. 

OVERVIEW
Donate Items Tab 
Easily enter donor information, item specifics and upload photos to add 
items to your auction. 

Items Tab   
View all of your POS items on one screen and/or easily perform a search by 
name, catalogue number or category.

Pay Tab  
Winning bidders or POS purchasers can easily access and pay their invoices 
from the Pay tab. Search by username, email, bidder number or guest name 
to retrieve all invoices for payment. 

Quick Register   
Easily register attendees from your volunteer device by clicking the "Quick 
Register" button. Your guest can enter his/her details and pre-register a 
credit card for an expedited check out process.

Attendee Tab 
An at a glance view of your guest list. Search, check guests in, swiftly edit 
guest data or add attendees and assign bidder numbers instantly. 
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ADDING ITEMS1
STEP 1  
If on a desk or laptop, please log into your auction 
and visit your Auction Dashboard. Then navigate to 
Items > Add Items. 

STEP 2   
Begin adding your item and select your listing type 
as ‘Point of Sale.’ Then, continue to enter your 
item details including selecting the appropriate 
time block, price and quantity.

Ensure you have a time block that will 
accommodate the length of time you would like 
your POS items to be visible and sold by your 
volunteer team.

Please note, a default image will appear if no 
image is uploaded by the auction administrator.



FINDING YOUR POS LINK2
In order to view your POS items, you will need to access your Point 
of Sale Admin link. Only the auction admin and volunteer team will 
be able to view items entered under this link, they will not be visible 
to the general public.

STEP 1  
To find this link, please log into the admin area of your auction. 
Then, from your Auction Dashboard, please follow the below path:

Invite & Promote > Links & Widgets > Point of Sale - Admin

STEP 2   
Copy and paste your link into any web enabled tablet or laptop. 
Your volunteer team will now have access to the features within the 
POS management suite.



DONATED ITEMS3
Easily upload donated items to your auction through your  
Point of Sale link. 

Here, your volunteer can enter the donor’s information, the  
item specifics and upload photos. 

STEP 1
From your Point of Sale Admin link, click on the Donate Items 
tab and enter the donor’s contact details and company name. 

STEP 2 
Input the item data and upload up to five images per item. 

STEP 3 
The item will be marked with an "N" tag in your All Items area of 
your Auction Dashboard where it can be reviewed and approved 
by the auction admin. Please see the following page to preview 
these notifications. 



DONATED ITEMS – AUCTION NOTIFICATIONS4



DONATED ITEMS – EMAIL NOTIFICATIONS5
ADMIN
When an auction item is donated, the auction 
admin will also receive an email notification. 

Please see an example of the message below:

Dear John Smith,

You’ve received a new item donated through 
your auction page.

Donor Name: Jane Smith
Item Name: 10 Day Adventure Vacation
Item Auction: Charity Auctions Today 
Category: Adventure

Approve this item from your Auction 
Dashboard to make it available for bidding.

Thank you,
CharityAuctionsToday Team

DONOR
Once the auction item has been approved by 
the auction admin, the donor will receive an 
email notification. 

Please see an example of the message below:

Dear Jane Smith,

The auction admin has approved your donated 
item.

Item Name: 10 Day Adventure Vacation
Item Auction: Charity Auctions Today 
Category: Adventure

Thank you,
CharityAuctionsToday Team



SELL ITEMS AT A LIVE EVENT6
To sell items, please click on the ‘Items’ tab.

All POS items will appear below. If you have assigned 
categories or catalogue numbers to your POS items, 
you can easily navigate by entering this information in 
the search field or by clicking on the category menu.

Once you find the item your guest would like to 
purchase, please click on the item to complete  
the purchase. More detailed instructions are on  
the following page.



SELL ITEMS AT A LIVE EVENT 7
Now that you have selected your item, please follow the below steps 
to complete the transaction.

STEP 1  
Enter the quantity your guest would like to purchase and then enter 
either their username, email or bidder number. You can also search 
for the guest by name to begin the sale. 

STEP 2   
Enter the payment method by selecting the one of the options from 
the drop down menu and clicking ‘Buy Now.’ This will complete the 
transaction.

The four payment options are as follows:

Add to Final Invoice – will add the charge to the final guest invoice
Pay Now – will allow the guest to pay immediately with credit card
Paid with Check – the guest submitted a check payment
Paid with Cash – the guest submitted a cash payment



PAY INVOICES8
Guests can pay their invoices from the Point of Sale 
Kiosk as well. In order to facilitate this, please click on 
the ‘Pay’ tab and follow the steps below.

STEP 1  
Enter the guest’s username, email, bidder number or 
perform a search for the guest by name. Then click  
the ‘Get Invoices’ button.

STEP 2   
All unpaid and paid invoices will now appear on the 
screen for the guest. Please press the ‘Click Here To 
Pay’ button to begin the payment process.

STEP 3   
If a credit card has been pre-registered, the guest can 
choose to pay with the card on file, or he/she can enter 
a new credit card to submit payment. Once all details 
have been entered, click the ‘Complete.’

All guests will receive a paid receipt once a payment 
has been submitted.

 

STEP 1 
If you need to add an attendee on the fly, click  
the ‘Add Attendees’ link in the top right corner.  
This will create a bidder record so you can generate 
an invoice at the end of the night.

STEP 2
Once a bidder has been registered through the ‘All 
Attendees’ page, you will need to send them a text 
message with your auction link.  Click on the paper 
airplane icon to send the text message.



GUEST CHECK IN AND REGISTRATION9
GUEST CHECK IN
Click the ‘Attendee’ tab to view your guest list. Here, you 
will be able to search for the attendee by name, confirm 
his/her data and click ‘Check-in.’ If needed, you can 
amend the guest details by clicking the pencil icon.  
Once the guest details have been updated, resend the 
auction link via text message by clicking the paper 
airplane icon.

ADD ATTENDEE
Add an attendee by clicking the ‘Add Attendee’ button 
and entering the guest’s details. Once complete, you can 
choose to save the attendee, save and add a new 
attendee or save and check in the guest. Be sure to send 
the auction link to the newly added attendee via text 
message by clicking the paper airplane icon.

QUICK REGISTER
Quickly register a guest by clicking the ‘Quick Register’  
button. Here, the guest will enter the relevant 
information and click to ‘Complete Registration.’ Our 
system will reply with a text containing a link to your 
auction. If you have chosen to pre-register credit cards, 
this information will be required upon using this 
registration option.



SAMPLE BIDDER REGISTRATION FORMS10


