
Consignor Guide

Fall 2019


First United Methodist Church

Sale Dates: October 11-12, 2019 



We are so excited that you are interested in joining us for our very first Pre-Loved 
Consignment Sale. I hope you find this guide helpful and as always, if you have any 

questions, please feel free to contact me at fumcyouth@camelliacom.com. 


Drop Off 
Tuesday, October 8, 2019- 4:30pm-7:00pm


Wednesday, October 9, 2019- 12:30pm-4:30pm


Setup 

Thursday, October 10- 8:00am- 5:00pm


Volunteer and Consignor Pre-sale 

Thursday, October 10— 6:00pm- 8:00pm (Only available to consignors, and those 
who volunteer  to work a 4 hour shift)


Sale Day 1  

Friday, October 11- 8:00 am- 7:00 pm 


Sale Day 2 (Select Merchandise 50% off)  

Saturday, October 12- 8:00am - 2:00pm 


Pick up for items not donated  

Saturday, October 12- 4:00pm- 6:00pm 


Welcome! 

Dates

mailto:fumcyouth@camelliacom.com


How to Sign-Up as a Consignor


1. Go to https://www.myconsignmentsale.com/preloved 

2.  In the left hand column click the Green Join button 

3. Input information and click “I have read and agreed to the Terms of Service” 

4. Once clicked, your account has been successfully created and you will receive an email 

with your consignor id and password. (This will take about 30 mins for the email to come 
through!  Also check your SPAM folder. My email ended up there!


5. You will get an email that will look like this: 


6. Once you follow the link enter in your new consignorID and password, once logged in you 
will be on your home consignor page. The company we are using have a great deal of 
helpful links provided for you, as well as the directions I have provided. Your home screen 
will look like this: 


https://www.myconsignmentsale.com/preloved


How to Add Items 


1. Once logged into your account click the Green Add Items button that is listed under 
consignor in the left hand column. 


2. Each Item must have a name, gender, size, type, price, DIS, D, and Qty. 

3. For your item name, please make it as descriptive as possible i.e. “Navy Loft Dress”

4. Gender options to choose from are boys, girls, men, women, and both.

5. Size must be listed. 

6. Type of item you are selling

7. Price. Price your items to SELL, as you will not be able to negotiate prices. The minimum 

price is $3.00. 

8. The Red Dis stands for discount. If you mark this box, your items that are still available 

will be discounted 50% on Saturday.

9. D stands for Donate. If you would like your items that did not sell to be donated at the 

end, please click this button. If this button is not clicked, you will be expected to pick up 
any items not sold during the Pick-up hours. 


10. The Qty is there, for items that are the exact same. If you are selling as a set, leave the 
quantity 1. 


11. The top Green row is if all your entries will be the same size, gender, type, and price. For 
instance if all your clothes are women’s clothes you may select “women” in the drop 
down gender box and it will be applied to all items. You may only do this if it applies to all 
items you are inputting into the system. **You can do multiple entries. You could separate 
all mens clothes and input them at once, then all boys clothes etc. 


12. Once items are typed in, you must click the green add Items at the bottom of the screen. 


13. As stated above, you may go through the add items process as many times as necessary             
to get all items added.




14. To see a list of all items you have added, click the Green List Items button, that is located 
under the consignor tab in the left hand column. 


15. Once any item is added, a card is automatically created for it. 

      You will be able to print six items card per piece of paper. Each  
      tag will need to be cut and safety pinned onto the item.  If your                                                 

      items are not on a hanger (ie. Shoes in a gallon sized bag, or 

      anything else) please tape the tag to the front of the item. 

16. To print cards, click the Green Print Cards button, that is located  

under the consignor tab in the left hand column. At the bottom,  
you may select an order for the cards you are printing (Newest  
First, or Oldest First) as well as a particular font. Once the options 
have been selected, you will need to click Print All Available Cards  
or Print Only Unprinted Cards. 


17. Make sure you click the yellow print button. Do not click print 
from browser. 


18. If you have issues with printing, please click the Print Cards Help,  
for guidance and any possible troubling shooting. 


19. Once cards are printed and pinned to the item, you are good to go.

20. If you have consigned with us before, please make sure your item list in correct. If you 

had an item that did not sell last year, that is still on your item list, please mark it as 
unavailable! 


**If you have any questions, please reach out to fumcyouth@camelliacom.com**


EXAMPLES: 



