
1. Choose the Enter Winners link from the Run the Event Tab.

2. Enter the 
Winner bid 
numbers and the 
amount on the 
winning bid 
beside each gift. 
Remember to 
save changes at 
the end.

3. Choose the Cashier link 
from the Run the Event Tab.

4. When a guest approaches to checkout, enter their name or bidder number to locate their 
items.

Entering Winners and Guest Checkout.



5. Confirm with the guest that the items that appear are the items they bid on. Check the ones 
they will be paying for, and click the Checkout button. 

6. Ask the guest if they would like to make an extra donation to the organization. If they do, 
enter the amount and click Add Donation. Choose the Payment Type from the drop down 
menu and confirm the email address for the receipt to be sent.

7. Click the radial 
if they are willing 
to pay cc 
transaction fees, 
and then swipe 
their card when 
the cursor is 
blinking in the 
empty box. Click 
Process Payment 
to complete 
transaction.


