
 

SELLER HANDBOOK 
 
 

FUNDRAISING SALE FOR THE 
LMBA 

The Hellenic Centre 
133 Southdale Rd W, London, ON 

 
  
SALE PRECENTAGES  

All Sellers will receive a base commission of 50% of their sale 
profits  
Volunteering at the LMBA sale will increase seller profits:  
Please note that Student volunteer hours do not apply.  
 
LMBA CLUB MEMBER:  
10 hour volunteer shift – 82.5% Club Member, 17.5% LMBA  
5 hour volunteer shift – 77.5% Club Member, 22.5% LMBA  
No volunteer shift— 55% Club Member, 45% LMBA  
 

NON MEMBER:  
10 hour volunteer shift – 77.5% Seller, 22.5% LMBA  
5 hour volunteer shift - 70% Seller, 30% LMBA  
No volunteer shift - 50% Seller, 50% LMBA 

 
IMPORTANT! Please read this handbook in its entirety as there have been many changes

 

 

 



Timeline: 
 
Thursday  
6pm-9pm*** Exact hours to sent out closer to the date – Please note that 
this shift you will have to put out your items on Friday from 9:30am – 1pm 
 
Friday 
7:00-10:00 am Volunteers early set up (set up of personal items between 
10am-1pm) 
9:30am Executive and Sales Committee members meeting  
9:30 am- 1:00pm  Sellers bring in their bins (nobody will be allowed after 1 
pm) 
10:00 am -3:00pm Volunteer shift starts (put out personal items from 9:30-
10:30am) 
10:30am Meeting for the 10am-3pm Volunteer shift at the Stage 
2:30pm-7:30pm shift – all personal items set up between 9:30am and 1pm 
2:30pm – Meeting for all Volunteers of the 10am-3pm and 2:30pm-7:30pm 
LOCATED in the LOBBY  
3:00-4:00 pm LMBA members and any volunteers of the 2:30-7:30 shift can 
shop early 
4:30-5:29 pm LMBA guests shop early – guest shoppers $2 Cash 
Admission 
5:30-9:00 pm General public shop $2 cash admission 
6:00-10:30pm Volunteer shift starts *Meeting at 6:00pm at the stage 
8:45-10:30 pm Tear down. All Sellers MUST sign in by 9 pm and help tear 
down everything or you will ensue a cash penalty 
10:30 pm All items removed and any remaining items will be donated by 
the LMBA. 

*** 
Expectant parents of Multiples & families with babies 6 months or younger may bring in 1 helper to 

assist in their shopping. 
A Member is defined as the household for which a membership has been purchased. During member 

only shopping—no non-members guests are allowed. Valid Membership cards must be present for 
early entry into the sale. 

*** 

 
 
 
 
 
 



SELLER REGISTRATION 

We have an all-inclusive system for seller and volunteer registration, 
and tagging items. To get started follow the instructions below:  
SET UP A NEW ACCOUNT  

1. Go to: 
https://myconsignmentmanager.com/sales/registerUserForward.
mycm?consignmentId=12064 

 

3. Follow the instructions to create and confirm your user account.  

4. Every seller will be auto assigned a seller number starting with a 
2XXX.  

 

REGISTERING FOR THE FIRST TIME— TIPS 
 

1. TIP— We suggest that you use the first part of your email address for 
your user ID. For example if your email address is janedoe@gmail.com, 
use janedoe as your user ID.  

https://myconsignmentmanager.com/sales/registerUserForward.mycm?consignmentId=12064
https://myconsignmentmanager.com/sales/registerUserForward.mycm?consignmentId=12064


2. Use dashes in your phone number (ie; 519-555-5555) and leave a 
space for your postal code (ie; N1R 3H6—be sure to use capitals) User 
ID and password fields are case sensitive. When you log in, these fields 
will have to be entered exactly as you are creating them in this step. 
Please use capitals for proper names and addresses.  

3. Password can not be more than 8 characters long and no special 
characters are required (ie; &%$, capitals, lowercase, etc)  

4. Ensure all your contact details are inputted correctly. All cheques will 
be sent to the address you have on file. Sellers must maintain their 
own account details and update changes accordingly—The LMBA will 
not be responsible for incorrect details.  

5. Skip the entry of the middle name field. Register in the name your 
cheque is to be issued in. Volunteers & LMBA members should ensure 
that your name is consistent to ensure you receive your correct 
commission.  
 
 

REGISTRATION COMPLETE & RETURNING TO THE SITE 
TO PREPARE TAGS 

 

 

1. Go to https://www.myconsignmentmanager.com/londonmultiples/ 

2. Select the Login button.  

 

 
 



 
 
 
 
 
 

TAGGING DEADLINE FOR THE CURRENT SALE 
9:00pm on the Wednesday PRIOR TO THE SALE 

 

All items must be entered before 9pm on the Wednesday prior to the 
sale, to be in the system for the sale. NO NEW ITEMS CAN BE ENTERED 
INTO THE SYSTEM AFTER THIS TIME. You will still be able to PRINT tags 
after this time for the last minute tagging. If you are concerned that you 
will need tags for the last minute found items - create generic tags – a 
page or more of 1.00, a page or more of 2.00 etc and have them 
available to print if you need them. Email 
londonmultiplessales@gmail.ca for assistance if you have questions 
about this. 
 
 
 
 
 
 



 
Once logged in you will have access to your “My Account” to update your 
personal info (address changes, email changes, etc).  
Manage your inventory, print tags as well as sign up for Available Volunteer 
shifts to receive increased sale profit %.

 



 

TAG ONCE & SELL AT TWO SALES 
 

1. You can organize and tag your items once and sell at both the LMBA sale and 
the KW POMBA sale (our sister club in Kitchener). You use the same seller number 
and same tags for both sales and we try to coordinate to ensure that our sales are 
not on the same weekend.  
 
Some things to note:  
1. When you register for the KW POMBA sale, you'll be automatically assigned a 
new seller number by the system. You must do the following to secure the same 
number in both sales:  
 
a. When asked how you heard about the sale, select Other and type your LMBA 
seller number in the text field. This is an important step and without it we won’t 
know to update your seller number so that it is the same for both organizations. 
Once you’ve secured the same seller number for both LMBA and KW POMBA 
sales you won’t need to do this again – it’ll always come up with the correct seller 
number at future sales.  
b. Wait until you receive an email letting you know that your seller number has 
been updated before printing out any new tags.  
For a YouTube video of how to register for both two sales, please see 
http://bit.ly/sellervideo5. ***NOTE This video shows KW and Guelph sales but 
the steps are the same*** 

 
 

TAG ONCE & SELL AT TWO SALES cont’d.  
There are slightly different instructions for transferring items between club sales 
than between two sales by the same club. To transfer items between club sales, 
please do the following:  
Go to https://www.myconsignmentmanager.com/  
1. Select the Seller’s Login button and log in with your user account.  

2. Select Manage Inventory from the top menu.  

3. For Choose a consignment to work on, select the LMBA sale.  

4. Select the Transfer Items tab.  

5. For Select Target Consignment, select the KW POMBA sale.  

http://bit.ly/sellervideo5


6. Place a check by all the unsold items you want to transfer.  

7. Click the Transfer Target Item(s) to Target Consignment Now button.  

8. Your items have now been transferred. Log in to  
https://www.myconsignmentmanager.com/kwpomba to continue managing your 
inventory and print out any additional tags needed.  
 
For a YouTube video of how to transfer items between the K-W POMBA and 
MBGW sales, please see http://bit.ly/sellervideo6. 

 
 

You must familiarize yourself with the rules and regulations for each sale as 
they are run by different organizations. 

 
 
 
 
 

How to register as a sale volunteer  
1. Go to https://www.myconsignmentmanager.com/londonmultiples/ and 
log in to sign up for a shift.  
2. Sign in at the Check-in Table at the beginning of your shift(s).  
3. Sign out at the Check-in Table at the end of your shift(s).  
 

IMPORTANT! Remember to sign-in and sign-out for your volunteer shifts so that 
we can calculate the correct commission on your sales. A paper sign in sheet will 
be avail-able at the Sale venue.  
You do not have to sell to volunteer. Setting up a volunteer only account on this 
site allows you to access the volunteer sign up but does not require you to sell. 

 
 
 
 
 
 
 
 
 
 

http://bit.ly/sellervideo6
https://www.myconsignmentmanager.com/londonmultiples/


 

TAGS 
 

We have a NEW tagging system starting with our FALL 2018 Sale. 
Therefore, there will be NEW tags required for ALL items. If you have 
items already tagged with old tags used at previous LMBA sale, you will 
be required to replace them for the Upcoming Fall 2018 Sale. The new 
tags have bar codes and a unique item number that will be required to 
scan items into the system when purchased. 

 
 

How to Create your tags  
• Tags need to be attached to every item you plan on selling. The tag will include 
your seller number, the item number, price, size, barcode, and description.  
 
 
 
 
 



 
 

How create tags for your items, you’ll need to have  
access to a computer with a modern browser, a printer and internet 
connection.  
1. Go to https://www.myconsignmentmanager.com/londonmultiples 

2. Select the Login button and log in with your user account.  

3. Go to Enter Items by clicking on the Enter items link at the top of the 
screen.  

4. Enter a price by selecting from the drop down menu or typing it in. 
Prices start at $1.00 and go up by $0.50 increments.  

5. Description/Brand Name field—Leave blank if you want to create 
many tags at one time at different price points. Fill in with a description 
if you want to create many tags at one time that is easier for shoppers 
to read. However, keep in mind that using too many CAPITAL letters 
may push your description too close to the edge of the tags and you will 
have edit them and Upper case letters take up more room than lower 
case  

6. Check the Donate box if you want this item to be donated at the end 
of the sale if it doesn’t sell. You can not add this option after the tag has 
been print-ed. Note the “D” on the tag above indicates to be donated 
at end of sale.  
 

7. Choose a size by selecting from the drop down menu or typing in the 
first digit of the size you want. You can choose “not applicable” for 
items where a size is not necessary. You can also choose “blank size” 
and nothing will ap pear for the size on your label. If the sizes available 
don’t match exactly the size on the item, - choose the closest size or 
use “blank size” and handwrite the size on the label.  
8. Choose category by selecting from the drop down menu or typing in 
the first letter of the category you want. Take a few minutes to 
familiarize your self with the categories. If you don’t know the category, 



you can use “Miscellaneous” or “blank category”. If you choose “blank 
category”, nothing will show up on the label.  

9. ***NEXT SALE (Sprint 2019)***Check the allow discount box if you 

want this item to be discounted by 50% during the last hour of the sale if it 
doesn’t sell before then. You can choose which items you want to be 
discounted and which you don’t. ***NO DISCOUNTS ALLOWED AT THE 
FALL 2018 SALE – we will not change over the system during the sale, so 
if you do check this box, there is no discount given to the purchaser.  

10. Select the number of tags to create with this exact same 
information. Typically, you’ll want many tags at the lower prices and 
fewer tags at the higher prices (ie; $1.00 vs $10.00)  
 
 

You can log back into the system at any time before the sale and 
create more tags so don’t worry if you run out and need more. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Additional Information 
 
 

Maximum number of items 

•  you can enter up to 1000 items for each sale.  
• Editing tag information  

• Previously entered items can be edited at any point. Click “Manage Inventory” 
from the menu list or orange menu bar. Check the box to the left of the item you 
wish to edit and click “Edit Item”.  
 
 

 
IMPORTANT!  
Once an item has been edited, print the new tag and destroy the old tag. You cannot use the old 
tag for something else. Each tag has a unique item # and the same tag cannot be entered into the 
system more than once. Editing the tag information does not change the item #. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



How to Print and Attach Tags  
 

• DO NOT PHOTOCOPY TAGS—each item must have its own unique item # to be 
scanned  

• Tags must be printed on white cardstock paper  (available at Michaels or 
Staples) with a weight of 65lb to 110lb as regular paper tears easier and can come 
off items. An item cannot be sold without a tag attached.  
• An item tag can only be used on one item as each has a unique item number 
and the system will not allow the same item number to be entered in more than 
once at checkout.  
• Print your tags using the normal or draft print setting. Using the best quality 
print setting may cause the barcode to bleed and the scanning system will not be 
able to read it properly.  
To print your tags, do the following:  
1. Choose the Print Tags option from the list or the green menu bar at the top of 
the page.  

2. Check the box at the left for each item you want to print or check box at the 
top of the list on the left to select all items.  

3. Click Generate Tag(s) generate a PDF file that you can either save on your 
computer to be printed later or printed immediately. Once you have done this, 
your items will be marked as Generated under the tag status. This lets you know 
which tags you have printed and which you have not. If you print your tags but 
use them on your items you can print them again, however, you cannot print the 
same tag more than once to use on more than one item.  
 

TIP: Do a test print after 8-16 items to ensure you catch any issues with 
inputting text before you print them all. Make sure the barcodes are crisp and 
clear and the lines have not bleed together. 

 
 
Check with the LMBA Sale rules for more details of how to attach tags to your 
items. Join the LMBA Sales Communication Page on Facebook for help and photos. 
 
 
 
 



4. Cut the labels and attach to the items:  

• Clothing—use tagging guns and barbs  

• Books—use masking/painters tape which won’t damage the item.  

• Use Ziploc bags—For collections of small items (eg socks) tape tag to the 
outside of the bag  

• Toys & Shoes—use tape, zip ties, ribbon or elastics as appropriate  
 
DO NOT TAPE OVER THE BAR CODE! 
 

TIP  
• Attach the tag by the barb to the neck tag on the clothing item. Doing this 
consistently will make the shopping experience easier for shoppers.  

• All clothing items must be on hangers. Ensure the top of the hanger forms a 
question mark shape when looking at the item from the front.  

 
 
 

ACCEPTABLE ITEMS  
Seasonal Guidelines  
• Items need to be seasonably appropriate to sell effectively and ensure we have a 
successful sale  

Fall sale can include: winter coats & snow pants, winter boots, winter hats, mitts, 
scarves, sleds, kids’ snow shovels, ice skates, skis, outdoor and indoor sports 
equipment, soccer shoes, fleece clothing and velvet dresses.  We will be allowing 
tank tops as long as they are paired with a sweater or long sleeved shirt.  No tank 
tops on their own please. Holiday clothing: any holiday that takes place from Sept 
15 until April 15. 



 

Items NOT allowed in the Fall Sale: Sandals (including Crocs unless the fur liner is 
included), shorts, capris, bonnets, summer print shirts, spaghetti strapped dresses 
or tank tops on their own (must be paired with a sweater or long sleeved shirt to 
be eligible for the Fall sale).  

 

Spring sale can include: shorts, capris, tank tops, sandals, sun hats, roller blades, 
summer dresses, soccer, baseball, lacrosse equipment, outdoor and indoor sports 
equipment,  pants that are not fleece lined and long sleeved shirts that do not 
have winter themes or fleece in them. Holiday clothing: any holiday that takes 
place from April 16 until Sept 14.  

 

Items NOT allowed in the Spring Sale: Turtle neck shirts or turtle neck sweaters, 
velvet dresses, winter coats, skates, winter boots, hats, scarves, gloves, heavy 
fleece/wool items, winter sports items, winter toys, fleece lined tops or pants or 
winter themed clothing (Santa, snowmen, reindeer, etc.) 

 

Items you can sell in either sale: Bathing suits, costumes, life jackets, water shoes, 
rain boots, soccer shoes, splash pants, baseball caps, indoor and outdoor sports 
equipment (hockey/skates only winter) costumes and school uniforms are 
allowed at both sales.  

 

**Separate racks are provided for these items, so please separate them from your 
other items when packing up for the sale.  Bicycles and outdoor equipment are 
also allowed at both sales except winter sleds/ skis / snowboards. 

 

**Please pack up your clothing items separate from your other items. Please pack 
them according to size to make it easier for quality check volunteers.  

 

 

 



General Guidelines  
• All items must be clean and in good working order. Games and DVDs should be 
checked and double checked for the all the pieces and that the DVD (and the 
correct DVD) is in the correct case.  

• ***New*** clothes MUST be free of stains, smell fresh and have no missing 
buttons or zippers.  

• If an item requires batteries, please include them with the item so buyers can try 
the item out before purchasing. It the item won’t turn on—we reserve the right to 
remove it from the sale.  
 

Unacceptable Items:  
Out of Season items, cribs, mattresses and expired car seats 

 
LMBA reserves the right to remove items that  
don’t meet the quality and safety guidelines. 
 
 

VOLUNTEERING—  
IT HAS ITS BENEFITS!  
Our sale is only successful due to the individuals that  
volunteer.  
The LMBA is a volunteer only club and we need your help to ensure our sale 
continues to be successful!  
• Volunteers shop FIRST and EARN MORE. Sign up for a volunteer shift through your account.  

• You do not have to sell to volunteer—setting up an account allows you to access the volunteer 
sign up but does not require you to sell  

• You will be provided dinner/lunch by LMBA depending on the shift to work  
 

 
 
 
 
 
 
 
 
 



DROP OFF Procedure  
 

1. Sorting—have the clothes sorted by size and gender. Either group items by 
elastic bands on the hangers or paper labels between layers.  
 

2. SIGN-IN—Check in with the volunteer at drop off area and confirm your 
seller details.  
 

 
3.  Unpack at Drop off —pull up to the front door and unpack your things. You 

are responsible for putting out your own items.  Once your items are 
unpacked from your car (in the lobby) move your car to the parking lot so 
that others can quickly unload their cars.  

4. BEFORE YOU LEAVE– Please leave behind NO MORE THAN 5 plastic totes, bins 
or boxes.  We Will be providing labels with your seller number. DO NOT LEAVE 
behind any detachable lids—take them home with you.  

5. Please ensure you membership is up to date and current to receive your 
correct seller profit %. NO MEMBERSHIP will be processed two weeks before the 
sale. Your membership (form and payment) must be in by August 30, 2018 to sell 
in the sale or to receive early entry to the sale if you need to renew your 
membership. If you are a new member or you want to sign up – your membership 
(form and payment) must be received by September 12, 2018 for early entry to 
the sale. No memberships will be processed at the sale.  
 

PICK UP Procedure  
If you are volunteering on Sale Day, please do not start to sort your own items 
while items are being boxed and stay until the sorting process is complete. Once 
all the items are sort-ed and boxed up you may take yours out to your car and 
then return to help finish with clean up.  
If you are NOT volunteering during Sale Day, please:  
1. Arrive promptly at 8:45PM on the day of sale and sign in. 

2. Once you have signed in—you can begin to assist with the take down.   
3. Check the “Not Suitable for Sale/Lost Tag” area for any unsold items that may 
belong to you.  



4. If the sorting takes longer than anticipated—please be patient. It’s not our 
intention to keep you waiting but we need to be sure items are placed in the 
correct bins and that all items are sorted to ensure nothing is left behind.  

5. If you choose to donate some or all of your items please ensure your tags have 
the donate “D” on them. If you change your mind and want to donate items—
please place them at the donate table set up.  
 
 

IMPORTANT!  
Remember to sign IN AND OUT for your volunteer shift(s) so that we can calculate 
the correct commission for your sales. 
 

 


