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This Toolkit provides you with the basic information and instructions to get your auction
organized and items posted. But it may not cover off all the questions you have. So be sure to
check out the Help link in the Manage your Auction section of our Administration site, or feel
free to give us a call or email your GoBid representative — you’ll find a contact sheet at the back
of this toolkit.

Before we get into some of the detailed technical information, there are a few steps you need to
take first:

Setting up your Auction

Your starting point is our Charity Administration Site that you can find at
www.gobid.ca/administration (you can also access it through www.gobidcharities.ca). In both
cases, you’ll need to enter the GoBid passphrase (“dibog”).

Once into the Administration home page, select the Set-up Account button. That will take you to
a page called Create Your Auction Account.

Here you’ll be entering basic information about your organization — in essence, it’s your account
profile. For most of this form, the information you enter can be changed later through the
Manage Account section. The exception is outlined in the next section.

Also important here is the set-up of your own userID and password. From here on in, the userID
and password you create will allow you to get into the Manage Auction section — you’ll still need
the original passphrase to get into the Administration site, though.

Selecting your Auction Dates & Times

As part of this account profile page, you’ll be asked to enter an auction start date & time, and end
date & time, in Pacific time. After initial discussions with you, GoBid will provide these dates to
you.

You will not be able to change this information once you have entered it, so please be sure it is
correct. In the event the information needs to be changed, GoBid Technical Services
(support@gobid.ca) will make the changes for you.

Once you’ve filled in this profile page, just press the submit button at the bottom of the page.

Auction Account Approval Process

Once you have submitted your account profile, your account will be activated and you will
receive an email from GoBid confirming your userID and password. Please save a copy of this
email for future reference.

GoBid reserves the right to decline an account if the information provided is incorrect or false.
Once your account has been approved you may login to the Manage Your Auction page

(www.gobid.ca/administration) and view your features. You can add items at any time prior to or
even during the auction.



Managing Your Auction

Getting Into the System

To log in so you can manage your auction, please return to www.gobid.ca/administration
(remember, you’ll still need the “dibog” passphrase), and click Manage Auction.

Enter your account userID and password to access the management option page.

Oops - Need a Password Reminder?

If you have forgotten your password, click the forgot your password? link on the log-in page.

To retrieve your password you will need to provide just your email address. Your information
will then be emailed to you. Then just pick up where you left off.

What You Can Do Once You’re There

Once you’re into the Non-Profit Admin Section, you’ll be able to carry out any of the following
functions:

* Additems

* [tem maintenance (edit/remove items you’ve already added)

* View your auction stats

* Edit your auction profile

* Update your auction template

* Access our help section

* Print a master list of all items and descriptions



Adding ltems

This section allows you to add items to your auction. All items entered prior to your auction start
date will be stored in our database but will not display until your auction begins.

When you visit this page, you’ll find some instructions on uploading images. Scroll down a bit
and you’ll see the fields you need to fill in. Here’s a guide to filling out those fields.
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| \
Characters remainingt {100
/

Item Description
(maximum of 325 characters)

Start Date/Time
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Where do you want to
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don't price it out of reach

gnd interest right off the
af.

Set the bid increment
amount relafive to the
overall valve of the
item. For example, you
miﬂhl set this af two
dollars for an item worth
$50, so that a bid of $38
can be beaten by a bid
of $40. But a $1000
item might have an
increment of $25-$50.

n some cases, donors
may want fo get at
least some money (for
example, $1000 on a
55003 donation). Enter
that here - your start-
ing bid should be this
amount + at least one
bid increment.

Photos sell items! We
advise you to get them
and then use this
function to load them
onto our server.



ltem Maintenance (Editing/Removing Items)

Once you have added items, you may edit or remove them at anytime. Entering this section will
allow you to view your items. Simply find the item you want to work on and select either the
pencil (for editing the item) or the scissors (for removing it altogether).

Editing Items: once you click the pencil, you’ll be taken to a page just like the one described on
the previous page — only all the original item information will already be there. Just enter the new
information you wish to use and re-submit.

Removing Items: you will be asked to confirm the deletion by clicking 'yes' or 'no'. Yes will
delete the item and redirect you back to the item maintenance section. No will redirect you back
to the item maintenance section, without any changes to the item.

IMPORTANT

Please make sure you do not remove an item that already has a bid on it.

Auction Statistics

This section gives you a snapshot of your auction and allows you to view your earnings. You’ll
find information (eg how many times it’s been viewed, how many bids, current bidding price,
etc.) about each item, plus a summary of the auction totals.

Edit Your Account Profile

This section will allow you to edit your GoBid auction account profile that you filled in earlier
(see page 1). Some fields may not be changed, such as organization name and account userID.
But this function is helpful if you need to change any organization contact information or your
account password.

Help Section
If you need help with any of the functions described in the previous pages, click on this link.
You’ll find instructions to guide you through the functions, plus additional tidbits of information.

If you require more information or are having trouble with some of the terminology used in the
Help Section, please contact GoBid Technical Services at support@gobid.ca.



GENERAL:

Charity information Web site:
www.gobidcharities.ca

Charity administration Web site:

www.gobid.ca/administration

Email:
info@gobid.ca

Technical Support (email):
support@gobid.co

Phone:
(250) 479-366]

Fax:
(250) 658-4526

taking charity
auctions online

REGIONAL CONTACTS:

Cathy Noel
Chief Executive Officer
cathy@gobid.ca

Leslie Kanerva (National Sales & Marketing)
P: 604.908.4054

F: 604.948.2382

leslie@gobid.ca

Wayde Lever (Alberta)
P: 780.420.1683
(:780.982.7104
F: 780.425.2240
wayde@gobid.ca

Shannon Smith (Manitoba/Ontario)
P: 705.426.1166

F:705.426.1094
shannon@gobid.ca

Vaughn McIntyre (Maritime provinces & New England)
Vaughn McIntyre Consulting
P: 506.529.8016

vmc@vaughnmdintyre.ca

Terry Schaver (United States)
P: 916.617.4338

terry@gobidusa.com



