Germantown United Methodist Women’s

Children’s Boutique

www.gumwclothingsale.com

(901)754-7216 x302

info@gumwclothingsale.com
Thank you for your support of the GUMW Children's Boutique.  Each year we raise more money for the missions of GUMW and it is all because of you!










Instructions for Consignors:










1.  GET ORGANIZED.  Lay all your items that you wish to consign in one place.  Be sure to clean toys, wipe down games, wash and press all clothing, and check for stains or imperfections.  Once you are sure that everything is together and ready to sell, you will be ready to follow the easy instructions below.  At any time, if you have questions, please feel free to email us at info@gumwclothingsale.com or call our voicemail (901)754-7216 x302 and someone will assist you.







Organize your items for sale in order by size and group them by type of merchandise.  Boy's clothing first beginning with the smallest sizes and continuing thru the largest size you have for sale.  Then, continue with Girl's clothing in the same manner.  Now, group all like items together:  Toys, Media (books, DVDs...), Baby Equipment, shoes...  This organization is very important.  When you arrive at the sale to drop off your items, we will have a copy of your inventory sheet and will check your items against this list.  If the inventory sheet listing is in the same order as the clothing and items you are selling, your check-in will go more smoothly.


2. PREPARING YOUR ITEMS:
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Please use sturdy hangers for all your clothing.  Safety pins are your friends!  Notice in the picture that the pants are secured to the hanger with safety pins.  Also, the pants on the 2 pc. Outfit are secured with pins.  If you hang the pins on the TOP part of the hanger (the part that is angled) the pants will hang better and have a better chance to sell.  Pants that are pinned to the bottom (horizontal) part of the hanger will slide and will be more difficult to see and therefore are less likely to sell.  Please notice that the hanger hook points to the left when you are looking at the front of the clothing.  It might help you to remember the way it should point if you think of it as appearing as a question mark.  If everyone hangs their clothing in the same direction it will be easier to shop and more items will sell!

You may wish to go ahead and attach 3x5 index cards at this time if you will not be using cardstock when you print your tags.  There will be more on this topic later in the instructions.  Please use safety pins when you attach the index cards.  (There is no need to write on the cards.  As you read ahead you will understand more of our procedure.)


3. Get started on your inventory:
















Go to our website www.gumwclothingsale.com and click on the link “Item Entry and Tag Printing” (you should have already registered to consign and been given a consignor number and password, if not please register to consign through our link from our website.)  This will open up a page that will serve as your inventory for the sale.  This is the data that will be due prior to the start of the sale (refer to website for exact date).  Follow the instructions on the inventory page.  If you have any problems or questions, please contact us at info@gumwclothingsale.com.





On the Inventory input page, you will type in the information about your items.  If you have not organized your items by size and type of merchandise as requested above, this will be the time to do so.  From this point forward it is VERY important to stay organized in order to make this process as easy as possible.   

•Now, start with your first item and type in the best possible description.  Select from the drop down menu the category and size and then enter a good description of your item for sale.  If your item and the tag become separated the description will help us to locate a tag to be able to sell your item.


• Enter a price that you want your item to sell.  We suggest ½ to ¼ the retail value of your item new.

· Next select the quantity of the item you are selling.  Most of the time this will remain 1.  This only pertains to selling more than one of the exact same item at the same price.  Each item will then have an individual tag.  This does not pertain to items you group together to sell.
· Next you will decide if you wish your item to sell at half price during the times designated as the half-price sale.  Check the box next to “Check to Discount” only if you want this item to sell at half price during the half price. We always suggest that you use this Discount 1/2 price option.  Items marked at half price always sell better.

· Now move to the next box.  Here you will decide if you want your item to be donated to charity after the sale if it has not sold.  Again, only items that are indicated to be donated on this page will be donated.  
· Click SUBMIT.  The items you have entered will appear below in reverse order with item numbers to the left.  There is no need to save.  Once the item appears at the bottom, it is saved.  

· Add other items to your inventory in the same manner.  You can stop and come back to this page at any time.  Simply close the page and come back to it later to edit or add more inventory.
· The deadline for adding inventory and making any changes will be posted on our website.  This is a firm deadline.  At this time, if you try to login and modify your inventory, you will get an error message.
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 4. Print Your Tags: 

Once your inventory is complete and you will not be making any more changes, you are ready to print your tags:













· This is very important: Before you print, make sure you have a high quality printer and that the ink is set to high quality print.  If your tags are not printed with enough quality, they will not scan and your items might not sell.  The great thing about this program is that you can login to your inventory from any computer.  If you need to print your tags somewhere different from the computer where you entered inventory, this will work.  Simply login again by going to our website, www.gumwclothingsale.com, from the computer where you wish to print and click on Item Entry and Tag Printing to print your tags.  We will print your tags for you if you do not have access to a high quality printer.  We will charge a nominal fee of $2.00 for this service.  Please contact us at info@gumwclothingsale.com prior to the inventory deadline posted on the website if you need us to print your tags.

· Once your printer is ready, go to the Consignor Item Entry page and select “Print All Tags”

• On this page, you will find that tags have populated with all the information you typed in regarding your items for sale.  Simply cut the tags apart and attach them to the corresponding item.


Secure the regular paper tags to the bottom half of the 3x5 index card that you will attach to your clothing using the examples in the diagrams above.  (Use glue or strong tape or staples to secure the paper to the cards.  If you want to buy label paper, this would be an easy way to stick the tags to your cards.)  For toys, books, DVDs, high chairs, and other items, consider using clear packing tape, safety pins, or other means to secure the cards to your items.  We cannot be responsible for lost tags.



You may not write the information on the cards only.  We have implemented a barcode system to keep better account of the items sold.  If you do not have the capability of printing your tags, as stated above, please contact us at info@gumwclothingsale.com and we will print them for you for a nominal fee of $2.00.
Print out a copy of your inventory sheet to bring with you to drop off.  This will remain your copy and you will take it back home with you.  However, it is nice to have a copy in case any issues arise.
5. Schedule an appointment for dropoff:





Due to the automation of our sale, you may experience a wait time at drop off.  By scheduling a time for dropoff, we hope to minimize the time that you wait to be checked in.



Go to www.gumwclothingsale.com and click on “Drop off Appointment Scheduling”.  You will be directed back to the login screen and then to the Drop off Appointment Schedule.  Select the time that works best for you.  We have included a couple of evening times for those who work or cannot make our drop off.  If the drop off time you want is not available, please select your next best time or contact us at info@gumwclothingsale.com and we will try to accommodate.


6. Drop off:


When you arrive at your scheduled drop off time:

· Bring all of your items into the OLEC gym and then check in at our Front Desk area in the gym with a volunteer.

· When a volunteer directs you to an open check in rack, place your items in inventory order so our volunteer can make sure your items will be ready for the sale.  Our volunteers will check for any stains or excess wear or broken items.  Please do not be offended if we find a problem with your item.  Remember if you wouldn’t buy a stained or broken item, someone else won’t either.

· Please be patient as we check in your items.  We will be making sure your tags scan properly to be able to sell your items for the correct price at our sale.

· After we have checked in your items to be ready to sell, you will need to place the items onto the sale floor in the appropriate areas.  

· Please be aware that drop off may take up to 30 minutes depending on how many items you have and if there are any problems with your tags or inventory.  

· The more you follow the directions laid out in these instructions, the smoother check in will be and the more items you will sell!

7. Pick Up:











If you are not donating your unsold items to charity, you must pick up your remaining items in the gym of the Owing Life Enrichment Center of Germantown United Methodist Church on the date specified on the website.  Any items that are not picked up at this time will be immediately donated to charity.  We will have a copy of your sold inventory sheet at pickup.  Please make sure you look through your items before leaving to make sure you have the correct unsold items.  We do our best to sort unsold items back into the correct consignor piles, but some items can be missed.  It is the consignor’s responsibility to check unsold merchandise against the original inventory and sold inventory to ensure all items are returned to you prior to our scheduled donation time.
8. Volunteer to Work


Volunteers are what make our sale the best it can be!  Please consider volunteering to work at least one shift at our sale.  There are many benefits to volunteering: 

1. You can shop early for the best selection of clothing and items for your child. 

2. You are helping to raise money to support our mission work through GUMW. 

3. You will have a fun time in the fellowship of other women or men like yourself.


Click on the link from our webpage www.gumwclothingsale.com “Worker Registration” and “Volunteer 

Schedule” to select the shift that you can volunteer and help out at our sale.

7. Thank you!












Thank you for your cooperation with our rules


Thank you for your patience in working with our system






Thank you for your understanding that we are all volunteers and are working very hard to make this sale a success for missions and a success in the eyes of our consignors.


















