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Standard Operating Procedure: Building an auction in Auction Flex

Purpose: To establish guidelines and instruction for creating a new sale in Auction Flex.
Assigned Sales Support staff are responsible for following this SOP.

Standard: Every auction should be accurate, don’t miss any details, include all necessary
information, no spelling errors, and timely.

BUILDING AN AUCTION

1 Sign into Auction Flex

2 Click on the Select/New tab
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4 Put in the Auction name

Typically it is the city first and then the street name - if you are unsure ask your supervisor.

Select the start & end dates- if you do not know please ask your supervisor, you will also need
to know the pickup time frame and preview hours if any.

|l Name I Nate(s)
gNewAuction 2

o

ﬁ Auction Name: || 8

Dates: 3/19/2020 B — 3192020 = 0

o

@ y settings from another auction {advanced option). P

o

- o

ﬁ Create NewAuction JA Cancel 0

0

Check the box that says copy settings from another auction. This is very important because it
copies all our terms and conditions and important information. Also, for the Rusty gallery sales
it copies the address, so you don’t have to put that in again.

= Copy Auction Settings
Auction to Copy Setlings from.
902 - Glittering Gemstone Jewelry Gallery Sale--Online Onlyll
REMINDER - -
Copy settings — Setal o’

Buyer's Premium: () No Chang

(® Copy from Auction

from another

. Tax Settings: (O No Change (@) CO
g ge |

auction [
— AuctionType: (O No Change @ Copy fromAuction kel:
s . -
al Check-In Options: () No Change  (®) Copy from Auction 20
1al 2
e Terms and Conditions: () No Change @) Copy from Auction 20
It 02
iar Location: (O NoChange @ Copy fromAuction 20
ro| 20
M Report Options: () No Change @ Copy from Auction g‘;
or
-;:l Email. () NoChange (@ CopyfromAuction 2
?: Payment Type Surcharge: () No Change @ Copy from Auction z
al c 20
o Buyer Charges: (O No Change (@ Copy fromAuction 20

Commission/BuyBack Settings: (O No Change @® Copy fromAuction

- BidIncrements. () No Change (8 Copy fromAuction

Ring Ranges: () No Change @) Copyfrom Auction
Upload Settings: (O Ng

[ 1]
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Select the Auction to copy settings from. If it is Gallery, select a previous gallery auction only.
For onsite sales copy settings from a previous onsite sale only.

Select Set All “Copy” and then hit the copy button at the bottom.

5 Auction Set Up - Description Tab

35 Edit This Auction
Auction ID: 908 Dates: 416/2020 B — 41972020 2]
ﬁ Name: | sample Auction Training
Settings BP &Ta ation Report Options Email Ring Options PayType Surcharge Hotes

Description: ate inti

OInformation P r Description Here A

| B.Charges

= Expenses

6 commission

= Increments

e [ty oo

In the descriptions tab a member of the description team will need to write a brief description
mentioning key items in the sale.

Skip Settings and BP & Tax Settings.

GUNS

THE FOLLOWING MUST BE INCLUDED IN THE
DESCRIPTION OF EVERY AUCTION WITH A GUN.
THIS IS A MANDATORY.

Auction description and every gun lot must have the below description:
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NOTE: Guns will not be kept at the Gallery location in Forney. Preview for guns will be at B & B
Guns & More, 10:00-4:00 pm WEDNESDAY September 18th located at 15784 Nike Dr. Terrell,
TX 75160 (see terms for details) and will be picked up after sale at this same location. There
will be a $30.00 charge plus tax per gun purchase collected at the gun store for the NIC’s
background check and processing of Form 4473. Guns will only be released after you pay for
your auction invoice on pickup day and bring your PAID receipt. Please see auction description
for more details regarding purchasing guns in our auction.

B & B Guns & More 972-563-2228

6 Terms and Conditions [click through the tabs for each

section below]

The terms and conditions tab is to be left the same unless we have guns in the auction then
the above note regarding guns needs to be added to the bottom

7 Location

Gallery - double check the address is correct

Onsite - fill in the onsite address

8 Report Options

Go to the Report Options tab and change the pickup date and address if needed and the

pickup times.

Keep the cashier’s name on there as Autumn unless you are asked to change it. The cashiers
go in and make sure it has their information on it before it closes. This is on the Invoice Page
Header- none of the other tabs under Report Options need changed.

9 Emalil

Go to the email tab and do the same as above just change the pickup dates and times and

address.

No other tabs need any information
added. Click the door with the green
arrow to close the auction set up window.

5 Edit This Auction

SaSs.

@) Information

“ B.Charges

% Expenses

6 Commission

== Increments

[ [Copy Settings

Auction ID: 908 Dates: 4/16/2020 B — 4192020

Name: | gample Auction Training
Settings BP & Tax Setings  Description TG Location Report Options

Description: | Enter Description Here

Email Ring Options

PayType Surcharge  Hotes
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10 Upload Auction

Now click on the Upload Auction to Internet.

11

Easy Navigator
Active Auction

l 908 - Sample Auction Training

I gelect/New |

Pre Auction
/) Custorner Auction
Center Setup
Auction Day
Check-In # | Clerk & Check-Out Download
w@\ﬁ Customers l Auction '—.  Bidders "} Auction
N s> 7| <hits2> B | <Alt+3» By | from Higid
Post Auction
o Invoice a7/~ Invoice )
ﬁ Summary /.3 Receipt Pay || Auction
| Reports Reports Consignors !‘vi’ Sumrmary

Dates

Under General go to the Dates tab.

Registration
/i Bidding
Soft Close

PostAuction

Auction ID:_gog

: Upload Auction ID: 908 to HiBid. ﬁ

Name: l Sample Auction Training

Pick up Locati

1elds (preview,auction,checkout) are optional, but recommendead. Be

sure to include specific times and don't forget to incdude the relevant time zone (EST,

CST, MST, PST, etc.)

Dates: 4/16/2020 | W@ — 4/19/2020

Preview Dates/Times:

Auction Dates/Times:
(live or internet-oniy)

Checkout Dates/Times:

Your Auctions

l 0 Learn More About Uploading
| (basic listing is FREE)

& HiBid
Upload To HiBid

[ Include FloorAbsentee Bids

Upload / Update
Floor Abs Bids Only

&

Stop
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Enter your preview date and time frame- if no preview you must put No Preview \[@)
for this Auction! PREVIEW

Must say no

December 8th until Monday December 11th when the auction will begin to preview
close at 7:00 pm at a rate of 7 lots per minute).

Under Auction Dates/Times put in dates and times example (Wednesday

Then enter your check out Dates/Times example (Tuesday December 12th 12:00 noon
until 4:00 pm).

12 Notices
% Upload Auction ID: 908 to HiBid.
Auction 1D 908 o Sample Auction Training Learn More Abot Uploading
0 Your Auctions
Auction Info BP Payment Shipping/Pick up Location (oasic listing is FREE)

‘ - } The Bidding Not 9" Notice appear prominently in your auction listing, ~
catalog, and lot pages. These notices should be as short anc concise as possible.

Bidding Notice Instructions: rpe—_
A General If your auction will not be using internet bidding of any sort (sbsentee or live), then v 4’} H|B|d
TEUEE L Bidding Notice
ey ; ) , Upload To HiBid
& Bidding NEED HELP? Call (214) 247-7304 and dial ext. 2. We attemptto describe allthese ifemsto iry to ~
give you a visual ofthe itern you are bidding on, we describe them to tha best of our ability and many
Stagger times rely on information from the consigner that is given to us. If you have questions or are NOT v M include FloorAbsentee Bids
Boft Close Auction Notice (optional)
Other Sites A “’ Uicad IL_mae
| Miscellaneous . Floor ks Bids Only

FostAuction

ONLY USE THE BIDDING URL FIELDS BELOWY IF YOU ARE NOT USING HIBID
Bidding URL (must start with hitp:/f or hitps:0) Bidding URL Caption:

Stop

Then click on the notices tab. Under Auction Notice put in (ONE DAY PICK UP ONLY & THE
DATE AND TIMES OF THE PICK UP) and any other specific instructions that pertain to that
offsite sale. For offsite sales where we will not help load please put (PLEASE BRING HELP TO
LOAD LARGE ITEMS- RUSTY EMPLOYEES ARE NOT ALLOWED TO HELP LOAD) this is only
for offsite auctions, we help load at the Gallery.

All the rest of the tabs under general do not need any information entered.

13 Registration

Now click on the Registration tab on the left and go to the Successful Registration Email- if it is
an offsite sale please put the city where the auction is so that when the bidders register they
will see what location they just registered for.
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3 Upload Auction ID: 03t HiBid.

Auction ID: 908 Name: | Sample Auction Training Learn More About Unicasdng
e Your Auctions
basic listing is FR
{'} Intemet Registz guthantication (CC verified and info provided) ~ ¢ - =)
[ |

Setting edit Card Registration Settings

~ N N N ' - -
ale now ready fo bid at Rusty by Design 4.)H|B|d
Body: This sale is al our Main Gallery in Farney, TH! "
Welcome to Rusty by Daslgn. You are now ready 10 92gin bidding. Please
call us with any questions at (214) 247-7304. Thank you and Happy Bidding!

Upload To HiBid

Stagger [ includs Flaor Absentee Bids
Sof Close ***Note: buyers premium Tor 2ll Rusty auctions is 18%  FFFECTIVE JUNE
FIRST WE WILL ONLY ACCEPT PAYMENT THRU CURRENCY PAY OR BY
& Other Sites = CARD AT PICKUP YWE ARE NOW CASHLESS, THANKYOU!I *=* No Checks Y Uploadd ¢ e
- (2 i o

PostAucticn

Stop

14 Bidding

Now click on the Bidding tab on the left under settings you will need to change
the Open Internet Bidding and enter your open date and we almost always start
the auctions at 9:00 am so you will enter 10:00 am since it is set for Eastern
Time. Then enter your close time- this is very important and should always say Set close for
8:00 pm- please double check this time. When you are in this area do not 8:00 PM
use the tab button on your keyboard- use the mouse because it is very easy
to click on upload this auction and we do not want to upload until it is ready.

IMPORTANT

%5 Upload Auction ID: 908 to HiBid. =

Auction ID: 908 Name:  Sample Auction Training g Learn More About Uploading

Your Auctions
(basic listing is FREE)

"} Internet Bidding Type:  Internet OnlyAuction e
-

Seftings  Bid Options  Min Bid Settings  Bid Increments

Minimum Bid Type: | Public Bidding (ebay style) v
IOy General I v <" HiBid
Bid Amount Type: | Maximum Bidding (Up to) v ; u

Open Intemet Bidding (Eastern Time): | 4/16/2020 10:00:00 AM Upload To HiBid

Close Bidding on First Lot (Eastern Time). | 4/19/2020 8:00:00 PM Include Floor Absentee Bids

Soft Close

Other Sites Upload / Update

@ oot
PostAuction

Stop

15 Bid Options

Then go to the Bid Options Tab still under the Bidding section- be sure to click on the top box
and make sure it has a check mark “Show Immediate Bid Status” it will give you a pop up
notification select yes. Only the top 3 boxes should be checked in this section. Do not change
the Min. Bid Settings or Bid Increments.
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p
s Upload Auction |D: 908 to HiBid.

Auction ID: 908 Name: | Sample Auction Training
<)

/A General

Reugistration

Interne Internet Only Auction v

in Bid Settings  Bid Increments

Show Immediate Bid Status (wonflost and winning amount) on Closed Lots
Bidding is Times the Money on Lots with a Quantity Greater Than One
Show Bidding Reserve Status (Reserve Met or Mot Met) on Lots with a Reserve
Bidding
Stagger
Soft Close

Other Sites

PostAuction

Show Bid Confirm Page with Buyer's Premium []

DO NOT
CHECK LAST
210)¢

16 Other Sites

Now Click on the Other Sites tab on the left put in the dates of the auction and the lot range for
example 12/06/2017 10:00:00 AM then put 1-200 (the first and last lot # of the sale) for the last
day put 08:00:00 PM if there are more days just skip a few days between. Just make sure your
start & end dates are in there. This is the only tab you enter information in under other sites.

5 Upload Auction ID: 902 o HiBid.

Auctior 1D 008 Name. | Sample Auction Training
- Session 1 Lataflime:  JjJ AM ?
Session 1 LolRange:
/i General
Registration Session 2 DatefTime:  J AM
Bidding Session 2 Lot Range:
Stagoer

Session 3 DataMime: N Am
Session 3 LoiRange:

 otmarsies Ny

e — Session & atefTime: 4 J AM

S0s55/0n 4 LoIRsnge:
PostAuction

Session 5 Data/Time:  J AM
Session 5 Lol Range:
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17 Post Auction

3 Upload Auction ID: 908 to Hiid. =

Auction ID: 908 Name: | Sample Auction Training

Your Auctions
(basic listing is FREE)

0 Learn More About Uploading

' iUpload Prices Realized (After the 2
‘ | } Show Unsold Lots as Passed O
Show Unsold Lots as Sold with Highest Bid Achieved @

Do Not Show Unsold Lots
/i General O

= & HiBid
Registration

Show BuyBack Lots the same as Unsold Lots (above) @ —
- A ) Upload To HiBid
Bidding Show BuyBack Lots as Sold with Invoiced BB Amount O

Stagger

Soft Close
Other Sites

Include Buyer's Premium with Prices Realized [] B Include FloorAbsentee Bids

Maximum Extended Price To Show: 9,999,999.99 1') Upload ! Update
(the price will be replaced with a note to contact the auctioneer) - Floor Abs Bids Only
|:|For AFlex Support Staff Only - DO NOT CLICK!
Stop

Now very important go to the Post Auction tab and make sure the box is checked that says
Upload Prices Realized (After the auction) everything else remains the same so just make sure
the box is checked- no other information needs to be changed in this tab.

Close this tab. (red X)

18 Setting Up Lot Number 1

.

%5 Lots and Preview Images For Auction - 908/ Sample Auction Training

il e - Detailed Catalog by
&: Entry = Images
|
5} Lot Detail -
,  Auction . = oo it
¥ review
| Setup 3 [7] Renumber
& consignors 4% Sale Order
o Advanced B source
Reassign
Clerk ©.  Check-Out % s
Auction : . Bidders 4<3)
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Click on Fast Entry

Fill in the blanks, Enter lot # 1- Source code will always be 1999, QTY will be 1, Inventory Type

Default, Lead Description will say Preview & Pickup at House

in “City of the Sale location” if

there is not a preview just put pick up and leave the preview part out.

In the additional information box below please include exact location and pick up times and
put any preview information in this box so customers can see it.

Start Bid is $5.00- tax is always buyer determined then hit save.

-

5 Fast Entry - 908 Sample Auction Training

Default

v

EDIT EXIS

Close this tab. (red X)

19 Adding Logo to Lot 1

Now go into detailed entry and go to the images tab.

NG LOTS BELOWY

(Y ]
2 Fast Entry -0 Lots [7lGoLatt | | [Z]EdtLott [Juse EyeFi % [ Print Label oo Lote ¢
ENTER NEWW LOTS HERE
Source Code /Info Auction Gty Lead / Description Est. Min - Max (Each) -
1 1999 1.00 || Preview and Pick up at House Location 0.00 0.00
Unidentified Lots A Ry | Exactlocation preview and pick up information || Total Reserve § Start Bid (Each)
0.00 5.00

Tax Status 1 Tax Status 2

V || Buyer Determ v | | Buyer Determ

P JCTION ALLOCATIONS  INVOICES ¥ -
£ Lots and Preview Images For Buction - 908 / Sample Auction Training X Open Picture )
Fast Enir]| A1 Detailed | Cetelog by Lok [ [ Sharsd -] @# @
Entry Images * Name h Date modified Type
auctionflex 3/1/2019 3:27 AM File folder e
© Remove [ Lotz CLICEREEESS Rusty Gallery Auctions 3/17/2000937PM  File folder |
i3 - - | R ustyOnslte Estate Sale Auctions 3/18/20202:19AM  File fo.ldg‘r —
"'-F Lot Detail ol = - i= Rustylogo gradient 3/18/202010:29 AM  JIPEG imac
Edlit
@ p . '/ - Desktop
review
| 7] Renumber
‘ Essy Mav Customer  Aucsetup Auclots Checkin | Clerking Checkout Shipoing  COPay | Charts Ml List |RFM Srwr | AFM Sevr | Backip
2 Detailed Entry - Auction 908 Lot 1
Y
Let#: Inventory Type: Lead 3M92020 11°44:12 M
1 Default ~ | |Preview and Pick up at House Location é’ I'
AGES  WEBLINKS EXPENSES ALTERNATEBIDS AUCTION ALLOCATIONS INVOICES 3 \’ [b
Image Capton
| >
Catalogimage \cblimage  Crog & Drop Imawss Below -
Canture Device : Image Rusty bgo gradient v I I Select
%g;ﬂ"gfﬁ':' fo type: Al Graphics Files [*.bmp;” dib;* cur” ani;"ico;"| + Cancel
A Remowve i
K Femovs Al ]
by design

é‘ Export inages

Fike Sze. 3TKB
HD Friendiness.

G-Picker | Edil mage

&4 Movetotop
[ Copy -=VVedb

V)|(¢]

A Move To Dot

& looomo

1 Image

-

Inveritory/Lot Controls - Auction 908 Only

o S *

4
| Refresh

Pl _IE |

by Design LLC.rev.3.20.20




Click add from existing file use the drop-down arrow to go to the F Drive, shared, Auction Flex,
images and select the second Rusty By Design Logo

Close this tab. (red X)

20 Lead picture

Last Step: Pick the lead picture- The photographers should be putting photos in a marketing
folder under each sale in the cloud you can choose from, then under auction lots and preview
images there is a Preview tab over to the left.

%5 Lots and Preview Images For Auction - 908 / Sample Auction 5 Lots and Preview ImagesEgudugiion - 908/ Sample Auction Training
_ Detailed || _ <N
Ertry || "
Lot? |

E} LotDetail 2dd from TWAIN

dl-'; Capture Device
= Preview

-'3”. Consignors X FRemove

45 Sale Order \ Remove &l
LI o Advanced X

o Advanced

M Source
= ‘g‘ Export Images
= Reassign
i Movetotop

1 Move To Bott 1 Image

Pull from the marketing folder or any edited image in the folders marked for that specific sale.

YOU HAVE SUCCESSFULLY SET
UP A NEW AUCTION!!!!
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DEFINITIONS

Sale Open Date - The day the auction goes live and opens for bidding
Sale Close Date - The day the auction timer runs out and bidding ends

Upload Auction - When we upload to the internet the auction catalog for the general public to
view

Pickup - The day the buyers pick up the items they won
Preview - The day we open the house or gallery to view the items before bidding closes

Gallery - The location in Forney where we receive consignment, bring in buyouts, and host
gallery auctions

Onsite Sale - When we host a sale at someone’s home

Lead Picture - The main photo that is displayed with the auction’s name on our website

REMINDERS

v Keep the cloud icon on your desktop for quick access
v Do not share your login credentials
v Log out of the cloud when you are not using it

v Always “logout” do not click the X to close out
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UPLOADING AN AUCTION
| BEFORE YOU GET STARTED ]

City name O GALLERY
Sale name

Start and end dates

Preview day and times O NONE

Get Sale description 0O DONE
Guns or no Guns 0O YES O NO
Autumn Cashier or No O YES O NO
|dentify Main Photo O DONE
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