SUPER HEARTS KIDS CONSIGNMENT SELLERS MANUAL
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OUR PURPOSE:  To serve the community with a safe and secure venue for selling, buying and serving.
BUY:  Offer quality used items at bargain prices to parents in our community

SELL:  Provide a safe and secure avenue for parents to sell their gently used children’s items and earn income for their families
SERVE:  Encourage involvement in our Work Exchange Program where ‘parents serve parents’ and earn the right to Shop 1st
GIVE BACK:  Work with Sellers in donating unsold items (optional) to those less fortunate in our community and abroad.
OUR PASSION:   To serve others and honor Jesus Christ in everything we do
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Please see our website below for schedule & location.
www.superheartsconsignment.com

Welcome Sellers!   Thank you for choosing to sell your items with  
Super Hearts Kids Consignment.
I.  The Basics: 

· Super Hearts is open to the public.  Anyone is welcome to sign up to become a Seller.  

· Seller’s make 70% of their asking price on the items they sell.
· A $10 selling fee is paid up front when the seller signs up to sell. This fee helps cover the cost of building rent and marketing. 

· Sellers receive (2) passes to the Seller’s Sale, allowing you & a guest to shop before  the general public.

· Sellers tag and place their items out for sell, and then pick up (or donate) unsold items at the end of the sale.    
· Sellers are NOT required to be onsite during the event.   

· Your check will be mailed two weeks after the end of the Sale.  

Overview ~ Simple steps to Selling:

1.) Register for the upcoming Sale through website
2.) Print tags

3.) Tag your items

4.) Place items on the sales floor during one of our receiving days

5.) Pick up unsold items (or donate)

6.) Cash your check & enjoy your CLEAN CLOSETS!

*This Manual will walk you through the steps above. 
Please Note:  Drop down cribs are not accepted.  We also do not accept mattresses of any kind.  All equipment and toys should be in clean, working order and NOT on the recall list. To check the recall list visit: https://www.cpsc.gov/Recalls.  
Car seat recall list:  https://www.nhtsa.gov/recalls?utm_source=bing&utm_medium=cpc&utm_content=Recall&utm_campaign=Recalls-Fall17#car-seats
II.   SELLING INFORMATION
Step #1: Register Online

· Go to www.superheartsconsignment.com 
· Choose the SELL icon

· Choose 'Click here to register to Sell'
          (Returning Sellers can use the ‘quick link’ gold price tag  icon at the top of the page to access your account.)

· New Sellers, choose ‘New Registration' under 1st time Super Hearts Sellers– follow prompts to register
· If you are a returning Seller, choose ‘My Account Login' under Returning Sellers – once you have accessed your account, choose ‘Register for the upcoming Sale’ from the left column. 
Step #2:  Print your confirmation page:   Once registered for the upcoming sale, you will be sent an email with a link to access your Registration Confirmation Page.  Please click on this link and print the confirmation page.  Bring it to the sale with your items on one of our receiving days.   Trade in your ‘Registration Confirmation page’ at the door to receive your ‘Seller’s Packet’, containing your Seller’s Passes for the early sale and other documents.    
*Please hand out Sale Notices attached to your confirmation page to friends and neighbors.  Thank you for helping us sell your items by bringing in more Shoppers! 
      Step #3:  You are now ready to tag your items (Follow printing & tagging directions in section III.)

Step #4:  Bring your tagged items & printed ‘Registration Confirmation Page’ to the Sale during one of the Super Hearts receiving days.  (See Section IV. ‘RECEIVING’ for details)
Step #5:  Use your ‘Seller’s Shopping Passes’ to enter early and enjoy a special shopping period just for Sellers & 1 guest.    *One pass per person is required.  
· We invite you to join our Work Exchange program and SHOP 1st!   See ‘Work Exchange’ details in Section VI. 
Step #6:  Retrieve your unsold items during your Sale’s ‘pick-up time’ or donate unsold items.  See the ‘Schedule & Location’ tab on your city’s website for times. (‘PICK UP’ details in section V.)
Step #7:  Checks will be mailed 2 weeks after the Sale ends. 
***Important Note: Super Hearts Kids Consignment Sale runs in non-inventory mode.  This means that "Tags/Barcodes" do not match specifically with an item by description.  You can print as many tags/barcodes as you want (batch print) and attach them to your items.  This tag carries your consignor number and your price that our computer system reads when the item is purchased.  You will have to hand write the description on each tag.  Non-inventory mode does not allow you to see the items you sell in real time and also does not allow for an itemized list of items sold including a description.  At the end of each day of the sale, your ESTIMATED sales total will be uploaded to your Super Hearts account.  A few days after the end of the sale, your Sellers Report will be uploaded to your account.  This list will show how many of your items sold and for what price but will not include a description.  
III.  TAGGING YOUR ITEMS
 

Super Hearts Tags must be used.  We do not accept tags from other local sales. 
*Have the following supplies in hand for an efficient tagging experience:

You will need:
· Colored Card Stock Paper 

· White Card Stock Paper

· Scissors 

· Ink pen

· Hole punch

· Zip ties (also called ‘cable ties’)

· Quart & gallon size plastic bags (depending on the size of your shoes and loose items)
· Packing tape 

· Metal or plastic hangers (available for free at most local dry cleaners)

 

Please note:  Metal hangers are preferred because thin plastic hangers break easily. If you cannot find metal hangers, then plastic is okay to use.  We want to avoid your item falling on the floor as shoppers quickly look through the clothes. We do not have extra hangers on hand to re-hang the items.  Each piece of clothing should be safety pinned to the hanger. Metal hangers can normally be found for free or very inexpensive at most local dry cleaners.  

What to Sell:

ANYTHING FOR KIDS!    Top quality, gently worn children’s:

Baby equipment

Bikes

Books

Car seats

Clothes

Furniture

Games

Highchairs

Pack & plays

Shoes

Sporting goods

Strollers

Swings

Toys

Videos

· The 1st Sale of the year (January - April) is for Spring & Summer clothing.  

· The 2nd Sale of the year (September - October) is for Fall and Winter clothing.   

· See  ‘Schedule & Location' on our website.   

· Crossover clothing can be sold at either sale:   including jeans, jean shorts, short or long sleeve t-shirts.
· Maternity clothing can be sold at either sale.

· We accept clothing up to size 16+ for boys and 13+ for girls as well as Junior's Clothing.
RECALLED ITEMS:
It is the Seller’s responsibility not to sell recalled items.  If an item is in question, check the Consumer Protection website for recalls: https://www.cpsc.gov/Recalls, or https://www.nhtsa.gov/recalls?utm_source=bing&utm_medium=cpc&utm_content=Recall&utm_campaign=Recalls-Fall17#car-seats for car seat recalls. Another option is to go directly to the manufacture's website for a list of recalls.  The Consumer Protection Agency requires Resellers (which are the Sellers themselves) not to sell recalled items.  For your best interest as a Reseller, please make sure that recalled items are not brought to the sale.   Thank you.

A. PRINT YOUR TAGS (also called ‘Barcode Labels’):  
· Please DO NOT BOLD your barcodes. The Super Hearts scanners do not easily read barcodes printed in BOLD. 

1.) go to www.superheartsconsignment.com
2.) Click on ”Sell“

3.) Click on the ‘quick link’ price tag  at the top right corner of the page

(or choose ‘Register & Print Tags’)

4.) Input your Seller / Barcode # and password – If you do not know your Seller #, you may request an email to be sent to you with this information.    

(Your default password will be the last 4 digits of your phone #.  You can change your password once your are in your account.)            
5.) Once in your account, choose ‘Order Barcode Labels’ from the drop down box.  Choose the price and quantity of barcode labels.  Choose whether or not to let items in this group go ½ price on the last sale day.  Choose ‘submit barcode’ below the tag request boxes.   Now input the next price and quantity.  Continue doing this until you have requested all tags you will need.    Now choose ‘SUBMIT ORDER’.   
Time Saving Hints:  

· You will be asked for quantity & price of tags.   Print plenty of each price.   Do not consider your individual items when printing, simply print plenty of each price tag and decide on which tag to use when placing on the item. This will save you time. 

· Decide if the majority of items will or will not go half price and print your tags accordingly. Then print another set of tags with ‘NO ½ Price’ selected (if needed).   When tagging your items, it will help to have stacks of price tags for each dollar amount you have chosen to work with, and a separate set of tags to choose from with ‘No ½ price” selected.   Bottom line:  it’s more time efficient to have different tag options printed and at your finger tips when tagging.  Avoid, printing a tag for each individual items.  This will be too time consuming and not necessary.  (Left over tags? No problem! Tags can be reused for the next sale.  Just make sure your SORT # matches. See FAQ's on website for more information.)
6.) We suggest barcode labels on both White AND Colored Card Stock for your quickest tagging experience.
· White card stock = give item to charity if unsold

· Colored card stock = I will pick item up if unsold

· Grey, ivory or off-white is always considered WHITE and will be donated.

· Use a ‘true color’ cardstock when tagging items for pick-up if unsold.
*Printing on both white and color cardstock from the beginning put the tags you need for individual items at your fingertips while tagging. 

An important note about tagging your items correctly:

· Parent volunteers sort each and every unsold item that Sellers tag with a color tag

· This process is VERY labor intensive

· If Sellers price all items with a color tag and then leave a portion for charity, these items were sorted without reason and the volunteers’ time wasted  

· Please understand the system and make the right choice to use both white cardstock and color card stock when tagging your items.  Only use colored card stock for items that you absolutely must have back if unsold.  Please consider donating to those in need by using white card stock.

· Thank you for tagging correctly, ensuring that our sorting system is accurate and manageable.  Thank you also for respecting the time of our parent volunteers. 
Mandatory:
· Super Hearts tags must be used. 

· CARDSTOCK paper must be used. (Copy paper is too thin and will not be accepted.)

· Card stock is available @ Wal-Mart or office stores and prints in your home printer.  

· Please do not use red cardstock – computer scanners do not like the red background. 

· Please do not use dark cardstock colors that are hard to read text and pricing. 

· Neon and pastel cardstock colors work great. 

Sorting Numbers:  You will see your Sale Specific’ Sort # on the bottom right corner of your tag.  This number may change every sale.  Your Sort # is used to place your unsold items where you can find them for easy pick-up after the Sale.   It is the Seller’s responsibility to make sure the correct Sort # for that sale is being used.  When you register for the sale, the system will tell you what your Sort # for that sale is.  The same tags from a previous Super Hearts sale can be used but the Sort # must be the correct one for the current sale.  If it is not, place a small sticker over the incorrect Sort # and hand write the correct one on the sticker.
· To Clarify:  Your SELLER / CONSIGNOR # (above your barcode) will never change.  This number is assigned to you when you first register as a Seller with Super Hearts and will remain yours forever.   Your SORT # may change every sale (depending on when you register for the coming sale).  The Sort # can be found at the bottom right of your tags with the appropriate date.   

IN SUMMARY: 

· Seller / Consignor #:  your barcode number / how you are paid & tied into our accounting 

· Sort #:  how we sort unsold items for you to pick up after the sale

· Not all Sellers return to each season’s sale.  A separate Sort # allows our sorting of unsold items to use as few #’s as possible.   Only registered Sellers present at any given sale have a Sort #. 

B. TAG YOUR ITEMS: 
Quality & Condition:
· All items must be clean & in good condition 

· No holes, stains or missing buttons, etc 

· Please only bring items meeting these high standards.  Unacceptable items will be pulled from the racks and tables.  
CLOTHING: (See example of tag below)
1.) Write in the Size:  
· Top right corner of tag 

· Use numerical sizing (2T, 3T, etc)  not S,M,L 
2.) Write in Description:  
· Bottom center of tag 

· This allows for matching tags that have fallen off with the correct item.
3.) Hole Punch 
 
· Hole Punch where indicated on your tag

· Not too close to the corner 

· Important Tip:  Use hole punch reinforcements or clear packing tape around hole of card.  This provides extra assurance that the tag will not fall off.
4.) Zip Tie:  
· Attach tag to button hole, belt loop, zipper or collar tag of item 

· Tag MUST be visible from the front torso of the item 

· Use safety pins ONLY if there is no place to zip tie (not recommended)

· Zip ties are available in Wal-Mart or Home Depot’s electrical dept.    

· Test zip tie for security – must be inserted the right way in order to hold
5.) Sorting Numbers
· Make sure that the 'Sort #' on the bottom of your tag is the correct Sort # for the current sale. It is the Seller's responsibility to make sure that the Sort # is the correct one issued for the current sale.  If an incorrect Sort # is used, unsold items will not be available for pick up and will be given to charity. The date beside sort # is not important.

 Tag Example:







6.) Place Clothing on Hangers:  
· Metal or plastic hangers can be used but metal hangers are preferred. Plastic can break easily.  If you don't have metal hangers, plastic is fine.
· Available (free or low cost) @ most dry cleaners 

· Safety pen clothes on the outside of hangers

· Face hanger opening to the left - looks like a question mark.
7.) Sort your clothing by gender and size:   You will place your own items on the racks at the sale.  It will save time if they are pre-sorted by gender and size.   Use a zip tie around the top of the hangers to bundle same sizes together.   Remember to take a pair of scissors to the sale to cut the zip ties bundling your groups together.  
NON CLOTHING ITEMS: 

Right a brief description under the price.  If  size does not apply, leave top right corner blank. 
Securing tags to toys & equipment:
· Use zip ties whenever possible
· Place hole reinforcements or clear packing tape over hole of tag 

· If needed, use clear packing tape 

· Small Items, Loose Toys & small shoes:
· Place in zip lock bag with tag inside- security close/tape bags 

Limitations and Requirements: 

· Stuffed Animals:  Consider placing smaller stuffed animals together in a zip lock bag
· Shoes:  Ensure that shoes are zip tied together well or shoes are placed in zip lock bag.  Should be clean and not worn out.
BOOKS: 
· Use painters tape to tape tag to book if worried that packing tape will rip the book or cover when removed.  Painters tape will not rip cover.

· If you are bringing 10+ books for sale, it is mandatory that you bring them in a cardboard box.  Boxes will be used to display books for ease in shopping.   

· Please place the books in the box with the spines facing up.   

· Cut all four of the box sides off so that the box is only deep enough for your tallest book.   When shoppers are looking down at the boxes, they should be able to read the titles on the book spines.     

 LARGE PLASTIC TOYS:
· Plastic toys:   use a sharpie marker and write the following on the bottom of the item:  Seller #, Price, Sort #.   This extra step ensures the item can be sold and it is known who the seller is in case the tag falls off.  This process goes for all LARGE plastic toys (too large to display on a table), whether they were used indoor or outdoor by your child.  

· Tag these items with a normal price tag as well.   The underneath marking is a secondary security. 

· Items include bikes, cozy coops, scooters, outside playgrounds, toy boxes, …….ANYTHING PLASTIC. 

· Please note:  Super Hearts Staff may move such items outside during the sale if needed.  It is the Seller’s responsibility to mark the bottom of LARGE plastic items, even if they are dropped off inside the building.
· This is a mandatory policy protecting Sellers and ensuring they are paid for items.   
IV.   RECEIVING:  Dropping off your items
· Please see the ‘Schedule & Location’ tab on the website for Receiving dates, hours & location. 
· Sellers check-in at the entrance door by handing a staff member their ‘registration confirmation page’.  You will have printed this page at home after registering on line for the upcoming sale. 
· Please do not forget your ‘registration confirmation page’.   If forgotten, this will significantly slow down your check-in time.  After printing, place in your car.
· You will trade your ‘registration confirmation page’ for your Seller’s Packet, containing the following: 
· (2) Seller’s Day passes
· Instructions for placing items on the sales floor 
· Shopping notices to hand out to friends  
· Sellers are responsible for placing their own items in the appropriate areas.   Please plan enough time to place your items out and be able to exit the Super Hearts Kids Consignment Sale by closing time. 
· Sellers are NOT allowed to tag any items while onsite at the Super Hearts Kids Consignment Sale.  For security of items, please tag at home or by your car, but NOT inside the Sale.  Thank you.
V. PICKING UP UNSOLD ITEMS
· Your Pick-up Time can be found on the website’s ‘Schedule & Location’ tab and also in the Seller's Packet you receive when dropping off items. 
· You will be given instructions for picking up unsold items as you enter.  You may also print ‘Pick-Up Procedures’ in the Seller University section of the website.  Once in Seller U, click on the ‘Receiving & Pick-Up’ chalkboard.
· All items will be sorted individually.  If someone other than the Seller is picking up unsold items, you may want to send your helper with a list of important (non clothing) items to look for.  Anyone picking up other than the Seller, must bring an ‘Unsold Items Release Form’ filled out by the Seller.  This form is available on the Seller U section.  Once in Seller U, click on the ‘Receiving & Pick-Up’ chalkboard.    
· Everyone exiting with items must show a valid Driver’s License.
VI.   WORK EXCHANGE OPPORTUNITY
Sellers:  Don’t miss the best opportunity of the season to 

Shop 1st and purchase the best items for the lowest cost!

Super Hearts NEEDS YOU!
The Super Hearts Work Exchange Program is set up to provide needed staffing and help at the Sale.    Work Exchangers work in exchange for shopping before the Sellers or the general public.    Please consider joining us.  

Benefits to Work Exchangers: 

· Shop early during our private Work Exchangers Sale

· Miss long checkout lines & crowded shopping during other shopping periods 

· 30 minute early admission on the ½ price day sale

· Work Exchangers working the ‘sorting shift’ take home their personal unsold items after the sorting shift.
· Receive a higher percentage depending on the number of shifts worked.

· Volunteer for one  3-hour shift = receive 75% of items sold

· Volunteer for two 3-hour shifts (one shift must include the sorting shift on Sunday evening) = receive 80% of items sold
Work Exchange Options: 

· Work Exchanger:  

· (1) 3 hour shift

· Shop early on the Work Exchanger Sale Day

· Choose any available shift on our schedule
· SUPER Work Exchanger: 

· (2)  3 hour shifts

· Shop 1st on the Work Exchanger Sale Day

· Choose any available shift on our Schedule AND choose the Sorting Shift.  Please note:  All ‘Supers’ must work the sorting shift on Sunday evening plus another shift of their choice. 
Space is limited!  Sign up today by going to www.superheartsconsignment.com – choose Choose ‘Work Exchange’ on the navigation bar. 

Thank you for your consideration in joining the Work Exchange program to make the Super Hearts Kids Consignment Sale as efficient and well run as possible!

VII. EVENT DATES, TIMES  & LOCATION
Please see our website’s homepage for event times & dates.  Choose the ‘schedule & location’ tab off the navigation bar. 

PARENTS FAIR / Business Exhibitors Booths

· The Super Hearts Kids Consignment Sale is a great venue for Business Owners to showcase their goods and services.
· To confirm a booth, ‘contact us’ from the homepage of our website.
· Booths still available for the Next Event. Choose ‘Business Booths’ on our website’s homepage for more information. 
VIII. CONTACT INFORMATION
To contact us, please visit our website’s homepage and choose the ‘contact us’ tab on the navigation bar, or email us at superheartsconsignment@gmail.com.     
For quick reference to Selling questions and time saving hints for pricing & tagging, 

check out the Super Hearts ‘SELLER UNIVERSITY’ on our website.
Thank you for selling your items with the Super Hearts Kids Consignment Sale.   

You’re hard work will pay off.  In the end, you’ll love your ‘Clean Closets & Full Pockets!”   
www.superheartsconsignment.com
�
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Rare Editions Pink and Purple Dress w/ Bloomers





Write size of clothing


 in corner of tag.





Barcode: Our scanners know this is your barcode and the price.





Sort #: Make sure this number matches the one assigned for the current sale. 





Write description of clothing in the middle of tag.





Punch hole here.
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