Making a catalog using TogetherAuction and templates.
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Pre-Auction reports

Report Name Description / comments
This is the starting point for generating a printed catalog using mail merge templates. More customized bid sheets may also be produced using this method.
Item Spreadsheet P i T
Includes all items from current auction with qty>0.
Member Paddles Lists phone, member name, and bidding paddle number for all members by last name.
Bid Sheets Print a single bid sheet or all items in a category. Choose either pre-printed bid increments or blank (fill in bid amounts).
Item List by Donor Use this to help 'check in' items and keep track of what has/hasn't arrived yet. Also helps to place items where they belong with the proper bid sheet.

Identifies donors who have donated items in past years but not (yet) this year. These are the folks you may want to focus your phone-a-thon solicitation efforts on.
(Also note we have a corresponding targeted-email recipient checkbox on the Bulk Mail page.)

Lists all members by last name with paddle & statement summary info. Includes all members (like paddle report) but also includes sale & payment info like

Prior Donors

Checkln Statement Summary report.
Cateqory Counts Number of live/silent donations per category. Useful to help choose category colors to use for bid sheets. ~
Post-Auction reports -
Report Name Description / comments

Preview / print statements for all auction participants (donors and/or buyers). This may take a long time to load. If you just want a single statement, use the

Bulk Statements Check Out feature instead.

Statements Summary Same as bulk statements above, but in a summary report format.
Mailing Labels 3-up Avery 5160 Mailing Lables to go with Statements.
Handout report lists sold physical items to be picked up. Run this report after sale entry is complete just before the live auction. If it isn't on the report, it wasn't
Sold Physical ltems entered as a sale yet when the report was run (live items, for example) - if it prints on someone's statement (look for: "Winner Collects Iltem Tonight!") then it
should go home with them.
Payments by Date Reconcile amounts received by date and payment type (cash/checks/credit/gift).
Sale Detail Lists all sales. You can select just one category or all categories. Note that this shows the total value of all sales entered, not just those that have also been paid
- for.
Summarizes all sales by date. You can select just one category or all categories. Similar to the above detail report, but just the 'bottom line' broken out by date of
Sale Summary i p
sale entry (help decide how many weeks to keep your after-sale going).
Duplicate Members Lists potential duplicate members (more than one with same phone) by last name, with internal ID. See Help on Fixing Duplicate Members for more info.

The auction committee chairs this year are: Jo Anne St. Clair (268-1923) and Cathy O'Neil (267-4975)
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1. The first step is to download the excel spreadsheet containing the items and donors.  This is the first report from the reports page (you have to sign-in using your secret admin password to see the Reports tab at the top of the screen.
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Choose “Save” instead of “Open” and put it someplace you’ll remember – I like to save it on the desktop.  Type over the filename with “auction.xls” and then save it.
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2. Once the download is done (it should only take a second or two) use the “Open” feature to open the spreadsheet.  You can then immediately minimize the window, but if the Excel application isn’t active, the mail-merge data transfer won’t work.
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NEW: At this point, you should save the spreadsheet as type Excel Workbook, replace the existing file, close it, and then re-open and minimize it.

You may wonder how the system decides which items to include in the spreadsheet, considering that it supports multiple auctions over time.  The answer is in the setup auctions page.  
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There, for each auction, you’ll see “Active From” and “Active Thru” date range.  For any given date, only one auction can be “active” (Is Default = true)  – that’s the one it uses for most functions, including the “Backup” download.  Auctions are ‘active’ a certain number of days before the event date, forward until the next auction’s active point. 

3. You can either download the templates as you need them, or download them ahead of time and save them locally – either way, proceed as above to the point of opening one of the template documents.  Main Catalog items is the most interesting template, so we’ll start with that one.  Again, remember not to open it directly from the website – save it first, then open the saved copy (otherwise it can open inside a web browser window without all the toolbars we’ll need).
Here's an important tip I just discovered with newer versions of word.  This fixes an annoying description cutoff at 255 chars.  The gist of it is that you need to make a setup change to MS Word in the general properties called “Confirm file format conversion on open” – depending on the version you have, it might look like this:
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The first time you open the document, you’ll get a window like this – answer yes:
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That will bring up the window below – use the … button next to the filename to navigate to your “auction.xls” file on your desktop (it will default to a path on my computer that you won’t have) and press OK
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Next comes this ominous sounding dialog.  You basically do the same thing again, selecting your “auction.xls” path in the dialog that comes up. 
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Finally, you get this last dialog, which you just press OK on:
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Alternately, some newer versions of MS word allow several connection options with a slightly different looking set of dialog boxes that ask similar questions.  You may have to go to the “Mailings” tab, then hit the “Select Recipients” button, then “Use existing list” to get it to navigate to the auction.xls file.  Then, you would get this question:
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Once you’ve setup these filenames and re-saved your template, you won’t have to go thru as many of them each time you re-open it (as long as you remember to open and minimize the auction.xls spreadsheet first)

This is what it should look like once it’s finally open:
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If you are in a new version of MS word, it might look like this instead (notice I found the Mailings tab)
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Finally, if you don’t see the toolbar with the blue arrows, choose View Toolbars and check the Mail Merge checkbox.  From this point, you need to know a bit about how mail merge works – I’ll go thru the basics:

Use format styles to see how formatting is applied to each element.  Other interesting things are file-page setup (this template uses book fold).  Also note the paragraph format of many elements are:

 [image: image13.png]21X

ndrtscnd sy (o8B 555 |

Pagnation
¥ widowjorphen control IV Keep with next
IV Keep lnes together I~ page break before:

T~ suppress line numbers
T~ Donit hyphenate.

Preview

= ==





The real test is to try it out – use the Merge to New Document toolbar command:
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And it will open a new document that looks like this:
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From there, you can paste it all into the body of an overall document (with a nice cover and a few pages of intro material including a table of contents which will generate page guidelines for the various categories.   The default sort is by item number (category prefix plus item number within category), but the other logical choice would be category name (mostly those are the same but not always depending on your prefixes) –that should happen before you merge to a new document.

Hopefully you can see how this becomes a quickly repeatable process once you settle on a template format you like.

The same process applies to the template for live items (it just selects fewer fields from the database for live items only, each record only takes up a single line, and it’s sorted by live item order).   Similarly, the calendar is a list of items that have the event date filled in, sorted by date.  These lists are then copied into the main document, which I’ve added a download link (most items removed).
You can pepper the final document with images related to the theme for extra pizzazz.

The final step is to get a pdf converter (lookup CutePDF – it’s free and it works fine) so you can send your document to the printer without enclosing any special fonts you may have used (Mine uses a fancy True Type font called “Andestite” I found online someplace – you’d have to find and install it into your windows\fonts folder to see exactly what I see when I open it).

Hope this guide helps you produce a fantastic professional-looking catalog!

Jim Pinkham
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TogetherAuction

If you’ve done this before, you’ll get a confirmation to overwrite your last one – say yes and it will save.  This is why you never want to edit the contents of this spreadsheet – always fix problems using the website then repeat the download process. 





I had to scroll down the advanced tab all the way to the end to see this.





The first option works, but truncates long descriptions.  The 2nd option allows long descriptions, but mangles about 20% of the items.   I couldn’t get past that issue, so I used both and tediously merged the resulting files.   Thanks a lot Microsoft.  You may want to use an older copy like MS Word 2003 if you can find it – that used to work just fine.





Mail Merge Toolbar








