Welcome to AuctionRPM — Your Auction Solution

Thank you for choosing Symmetric Software’s AuctionRPM!

A sample auction has already been pre-loaded into AuctionRPM. The following tutorial shows how to view and edit some of the
more widely-used settings and master data tables associated with auction management.

Setting up Buyer Premiums and Payment Types...

How Buyer Premiums and Payment Types work together:

In your auction, you may wish to have several ‘payment types’, that is, methods of payment (‘cash’, ‘check’, ‘credit’) with differing
amounts of Buyer Premiums. Buyer Premiums may be fixed at one percentage such as 10%, or graduated (tiered). The following
example shows the addition of a flat 10% Buyer Premium, and attaching it to a Payment Type named ‘Cash’.

1) Add a ‘10%’ Buyer Premium:

From the AuctionRPM main menu, click on “Tools — General — Master Data — Buyer Premiums - Add/New”.

Next, enter ‘10%’ in the Description field. Click on ‘Rates and Prices’ tab.

e  On the first row under ‘“Where Sale Price is between’, leave the left-most ‘.00’ alone.

TAB to the second “.00°. Press the ‘9’ key on the keyboard. Keep ‘9’ pressed until the entire box is filled with ‘9s’. The
second box now states ‘9999999.99°.

e TAB to the third box (“Percent”). For 10%, press ‘1000°. This turns to *10.00” in the box.

: 3 s : : « 12} : « 2
e Click ‘Done’. A confirmation box will appear (“Data has changed. Save changes?”). Click “Yes”.
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Welcome to AuctionRPM — Your Auction Solution

As you may have noticed, in the Buyer Premium table, a 13% buyer premium has also been entered. This is used for credit
transactions in our sample auction, and may also be used in any auction you choose, as needed.

e Note: If you only add a ‘Description’ but no ‘Rates and Prices’, a ‘0.00’ Buyer Premium will be charged. In other
words, if only a description is entered, a $0.00 BUYER PREMIUM WILL BE CHARGED.
2) Associate the ‘10%’ Buyer Premium with a ‘Cash’ Payment Type:
From the AuctionRPM main menu, click on “Tools — General — Master Data — Payment Types - Add/New”.

Next, enter ‘Cash’ in the Description field.

Click on ‘Buyer Premium to be Used’. A window that looks into the Buyer Premium table appears. This ‘window’ is also known
as an ‘AutoLocator’. Click on ‘10%’ (highlighting the 10% row). Click ‘Select’.

Back at the Payment Type screen, click on ‘Done’ (lower left corner of screen), and “Yes’ to save changes.
Congratulations — you have just entered your first ‘Payment Type’!

Notes:

e  Buyer Premiums are charged on the total of goods purchased. Generally, Consignor Fees are charged on an item-by-item
basis. This can be altered to charge based on consignor total sales for any particular auction, as needed.

3) Add Consignment Fees:
Let’s add a Consignor Fee of 15%. We will follow the same basic steps as with Buyer Premiums, above.
From the AuctionRPM main menu, click on “Tools — General - Master Data — Consignment Fee Codes — Add/New”
e  Under the General Information tab, enter “15%” as the Description.
e Click ‘Rates and Prices’ tab: “Where Sales Price is between .00 and 99999999.99°, °15.00 Percent’. Remember to simply
press the ‘9’-key until the column is filled with ‘9’s, and press ‘1500’ to create a 15% fee.
e Click “Done”, “Yes”.
3a) Choose the Default Consignment Fee Code (required):
The ‘Default Consignment Fee’ will automatically attach itself to each new consignor who is entered into AuctionRPM. There is

no need to select a consignment fee code for any newly-entered consignor unless, of course, there is some special need to do so.
Changing the Default affects any consignors added after the change is made.
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Welcome to AuctionRPM — Your Auction Solution

Let us assume that the 15% consignment fee will be used as a default for all future auctions. Click on “Tools — General - Settings
and Defaults — Accounting — Default Consignment Fee Code”. Click on the 15% Fee, then click ‘Select’. Click on ‘Exit” (lower
right-hand side of screen), then ‘Yes’ to save the changes. You are done.

4) Add Default Inventory Category (Required Entry):
Inventory Categories are used for many purposes. In advertising your auction, Inventory Categories allow you to specifically
target the correct Buying Audience. If Joe is interested in Wrought-Iron Staples, and you have ‘Staples’ or ‘Wrought Iron

Staples” as Inventory Categories, you may directly target Joe with news of the upcoming auction that features items of this nature.

Unless manually changed, the Default Inventory Category will become associated with each new inventory item. This is a
required field. To add a code:

Click on “Tools - General - Settings and Defaults — Miscellaneous - Default Inventory Category”.
If ‘General Merchandise’ already exists, simply highlight the entry by clicking on it, then click “Select”, otherwise...

e Click on “Add/New” to add a new Inventory Category.
e In “Category Description”, enter “General Merchandise”. Click “Done”, “Yes”.
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Note: You may also pre-enter Inventory Categories by clicking “Tools — General - Master Data — Inventory Categories — New”
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5) Add a Printer (Required Entry):

“Tools - Settings and Defaults - Print Settings”.

e  Click the ‘down-arrow’ on the Report Printer drop-down box. All printers that have been registered in Microsoft Windows
will be displayed.

e Select (highlight) the printer that will be used to print invoices and reports. Separate printers may be selected for Bidder
Cards, Special Forms, Credit Card Receipts, etc.

e Click “Exit”, “Yes” to leave the “Print Settings” screen.
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Welcome to AuctionRPM — Your Auction Solution

6) Now, go to “Auctions-Preparation-Schedule an Auction” and add details for your auction.
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Click “New” and enter (at the very least) the Auction Name, Auction Location, and Auction Dates. ‘Inspection’ is the ‘Preview’ date.
Sales Target is useful for pre-lotted auctions only, as desired. In the Details tab, sample Taxes and Payment Types have been pre-
entered, but may be changed by clicking on a ‘Tax Code’ button, or ‘Add/Remove’ in the Payment Type box. These values may be
changed in a similar manner as with Buyer Premiums, above. While in ‘Details’, check the ‘Charge Buyer Premium” and “Buyer
Premiums are Taxable” boxes (check your area’s taxation requirements prior to setting this option).

When finished, click “Done”, then ”Yes”.
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7) Add a Consignor:

8)

“Tools - Master Data - Consignor Master - New”.

o Demo Name: Ken Consignor, Address: 555 YerBlock,
Zip Code: 95373, Phone: 555-555-1212.

e  Enter Name (last name — comma — space — first name)

e Enter Address — But do not enter city or state

e Click inand enter Zip Code. <TAB> out. City and State are
Filled in automatically

e  Enter Phone Number

e  When finished with entry, click “Done”, “Yes”.

Welcome to AuctionRPM — Your Auction Solution
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Addition of inventory prior to the auction is known as “Pre-Lotting”.

For demonstration purposes, let’s pre-lot our inventory.

e Note: This entry may be done now (items are added to Inventory Master, then lotted into an auction), while adding lots to the
auction (using the ‘Add/Edit Lots’ screen) or, in the case of non-lotted auctions, during the auction itself (see section 10B,
below). Lots may also be imported using an Excel spreadsheet.

e  First, add inventory to AuctionRPM:

“Auctions — Preparation - Inventory Master - New”.

Note: Quantity is defaulted to “1”.

TAB to “Short Description”. Enter “Red Lamp"

Click on “Category Code” (Inventory Category)

Click anywhere on the row marked “General Merchandise”.
Click “Select”.

(Alternately, you may double-click on the desired Category Code.)
Click on “Consignor Code”, then click anywhere on the row that
Contains the correct Consignor. Click “Select”.

That’s all there is to it! If you wish to add more items

(highly recommended), click on “Save”. This records the current
item into the database, then gives you a fresh, new record to
work with. When finished adding records, click “Done”, “Yes”.

Note: If you click on “Save” by mistake, and think you are stuck,
click “Done” instead, then “No” to ‘Save Changes’.
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e Next, add inventory to your auction. Since we already have inventory in the system, let’s simply transfer some items from
General Inventory to our specific auction.

“Auctions — Preparation - Add/Edit Items”.

Select your auction from the drop-down box, located at the upper
center of the screen.

Select one or more items from General Inventory (left side of
screen).

To select more than one item at a time, click on the first item.
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Welcome to AuctionRPM — Your Auction Solution

0 To select an entire range of items, hold down the SHIFT key and
click on the last item you wish to move.

0 To select only certain items, hold down the CONTROL key and
click each item you wish to move. Only the highlighted items
will be moved.

e  After selecting items, click on the blue arrow (almost dead-center
on the screen, “Add Selected Item to Current Lot Number”). Items
move from General Inventory to your auction.

e  When done moving items, click “Exit”.

Note: To add lots into an auction, without first adding them to the

Inventory Master, Use the ‘Add Items To Current Lot Number’ button,
located directly under the ‘blue arrow’ button.

Let’s Register Bidders and Sell Auction Items!

9) Register Bidders:

“Auctions — Day Of Auction - Bidder Registration - Buyer Lookup”.
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Note: This entry may be done while registering Bidders directly into your auction (which populates the Buyer Master table as
registration occurs), or by pre-entering Buyers into the Buyer Master table (“Tools - Master Data - Buyer Master”), and then
looking them up when they appear at the Registration desk on auction day. Buyer Master information may also be imported using

an Excel spreadsheet.

Use “Buyer Lookup” — This searches the Buyer Master to see if the person in question has been previously entered. In the
turquoise ‘search box’, enter ‘p-u-b-I-i-c’, or as many characters as needed to confirm whether or not ‘Public’ exists.

1. If ‘Public’ exists, simply click on ‘Select’, OR double-click on ‘Public, John Q.’.

2. If ‘Public’ does not exist, click on ‘Add/New’ and enter information into the Buyer Master. Click ‘Save’ when done.
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After finding (or entering) the Buyer, click on ‘Register’ to complete the registration.

Bidder Registration

Flegitered Bidder Count 23
View/E xchangs Biddsr Numbers

Auction Number.
|- Sample Austion - Leakless waten v |
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10) Sell Auction Items:

Select your type of auction...

e  Pre-lotted sales (inventory added and lotted prior to the auction):
“Auctions-Day of Auction-Pre Lotted Auction Bid Entry”.

OR

e Non-Lotted sales (items sold without pre-lotting):
“Auctions-Day of Auction-Non Lotted Auction Bid Entry”.

Registration Complete

Please make out a paddle/bidder card for bidder number:

6

Public, John Q.

Deposits

] o8 ]
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10A) Pre-lotted:

Select the Auction

Click in ‘Quantity’ box of Lot #1. A ‘ring’ forms.
Press <enter>.
Enter Winning Bid amount.

(Only use decimal points if needed). Press <enter>.

Enter Winning Bidder number. Press <enter>.
Do the same for all lots. You may also use TAB
Instead of <enter>. No mouse is required!
When finished, click “Exit”.
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10B) Non-lotted:

As you can see, we have a handful of pre-lotted items in
our non-lotted auction. If you wish to sell any of the pre-
lotted items, simply enter the lot number in the turquoise
“Lot Number” box. When asked if you want to edit the
item, click “Yes”. You may now sell this pre-lotted item.

To sell non-lotted items. ..
e Select the Auction

e The cursor is blinking in turquoise box “Lot Number”.

e  Press either TAB or <enter>. The cursor moves to
Description.

e  Enter item description. Press <enter>.

e  Press <enter> to bypass Deposit.

e Enter Consignor Code. If unknown, click on the
“Consignor Code” button, then SELECT the desired
Consignor.

o  Enter the following:

e  Quantity (It defaults to “1”)
¢ Winning Bid amount (only use decimal points if
needed)
e  Winning Bidder number (To find Bidder
numbers, click on the Bidder# button)
Press <enter>.
e When finished, click “Exit”.

Get Paid!

11) Invoice the Buyer:

“Accounting — Billing - Create Invoice”.

e  Select Auction number and Bidder number from the drop-down box.
Use the TAB key after making your choices. Buyer’s purchases will be

displayed.

e Optionally, click on “Print Edit List”. A recap of the Buyer’s items,
along with both CASH and CHARGE payment options is displayed.
The list may be reviewed onscreen, or it may be printed out. For this

demonstration, click “Exit”.

I:> :
.

"4, AuctionRPM - Version: 4,0 Build: 563 _(frmMain) (= [ © [

‘F\Ie Options  Tutorial Videos Reminders Help.

H Non Lotted Auction - Bid Entry

Auction Auction Total o0
20 - March 24th Estate Auction ~ | Selected Lots Total
Consignor @ty | Bid Amount | Bidder & | Tax1
201 585 1
a0 376 1
o 2001 2
204 rywindsor Siyle Brace Back Side. 585 2
25 nechole Desk 550 1
206 Two Parian Statues - Angels L 2
207 Framed il an Canvas - 13th Centuy Saling Ship 210 1
208 Reed & Baton Steting Fouridger 530 1
209 | Pine Trestle Coffee Table - Thiee (3] drawers in b 530 1
210 Walnut Jacobesn Style Dining Table w/ Two (2)1 530 1
241 Engish Blue & White Trarsfer Cream & Sugar - M: 585 1
an Lamps w/ elephant head handles 530 2
213 585 1

Bid Quick Entry

Lot Consignor
‘ Number Desciption Cods | Quaniy | Bid Amount idler q

[ | I N N N
&nhme Split Lots Delete Lot | Pass Out Bid |
e e e ‘
cil fere For Inter-Station Chat Click Here For Reminder Administration ~ MDB| CAPS | NUM| INS | 11:05 AM

Build: 563 (frmMain)

eos Reminders Help

B cxoonses

Accounting

Create Invoice

4 Reports
Invoice Mangement/Review Print All Open Invoices
_ Enter Payments Print A/R Statements
M Appraisals
Record Manual Consignor | Process and Print Consigner

Show Tutorial Video

Uses Confiqurable Menu Items

Auction Catslogue - One. [ w Payment/adustment
Column -

Auction Surmmary - B

Inven

Auction Worksheet

Auction Bids Won - By Lot

Auction Profi’Loss - By |§  Auction Bids Won-By [ Consignment Fees Due
Bidder Window
e

Click Here For Inter-Station Chat | Click Here For Reminder Administration  MDB| CAPS| NUM| IN5 || 11:21 AM [ 3/25/2011
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Welcome to AuctionRPM — Your Auction Solution

Pre-Invoice
— AuctionRPM - Report Gener
Create Invoice I
Aucton Bicder Invoice Ed o
Auction # 313 (032272071 07.00 FM - 032272011 11:00 FM
Auction Number. | [318 Juction Dale:3/20/2011 7.0000PH | uction i )
Bidder Number[[B Publ, John |
Bidder #: 6 Pubiic, John
12734 Rosella Ct. El Verano CA 95433
nvoice ltlems S D
Lot # | Quantty. |54 |Deseiption Lot # [ 0TV [Description Uit Fice | _Ewi Fiice |
il 5 Five 19th Century Coin Siver Teaspaons I 1 ive 13th Century Coin Silver Teaspoans
19 150,00 Danish Modern Dresser : s Moden Dresse =
W2 1} 5000 Darih Modeen Tal Chest 1 ot of Antigue Porcelsin & Glass Reference Books 10,
51 110,00 Lok of Antiqus Porceain & Glass Fsference Books I I St of Pendanis - some T4k i
54 1, 70,00 Lok of Perdans - some 14k o Simelta b Jenslars Lo 7
110,00 Lomete & Jewclrs Loop 0 of Serlina C andlehaders ~denzd H
1] 20.00] ling Cand| i

RECASTED INVOIGE TOTALS FOR UN PAID BID!

[Bayment Tupe: Bids Vi E? TaxZ Tar
Set All Invoice Now Reset All Invoice Now [Czh 2560 2450 00
Creck 20500 2450 = 0 o
[ 24800 340
#ofLots:| 7 Subtotal 25,00 Emal Chaice 2500 2340 0
S
| Add ttem Specific Buyer Expense | Print Edit List | [iopie reeased Taiak = e
I Assign Selected Items To New Bidder Number Save Report | Load Report
[ 0
Zaom Factar:| 85 Currert Page: o1 - B
I Cancal Clear Selected Bid Process Invoice 7 e — I Dl - >
Payment C ator

12) Press “Process Invoice”.

Click on ‘Cash’, verify the cash amount, then click ‘Proceed’. Finally, click on ‘Print Invoice”.
After you click ”Print Invoice”, the transaction is recorded and completed.

The invoice “prints” to the screen. You may then choose to print on paper, or Exit the screen.
Done Deal!

e
— o e — |
| Create Inv: I Il R e Invoice #
Ml [Public. John .
Invoice 5554 Rormta ct. Toagle

9944

[ElVerano. CA 95433
((555) 5555555

Auetion Number EH Jwction Dale3/22/2011 7:00:00 PM ' Fiiday, March 25, 2011
Bidder Number | [B Publc, John 0 | Bidder 1 6

Inv

e ltems

I EIE] 13 Danish Modern Diesser 1 5000
Lot # [Quantty: [Bid | Desciption 19 20 Darish Modern Tall Chest 1 5000
1 7.00 Five 19t Cenluy Coin Siver Teaspoons l Lot of rkigue Percelain & Glass Aeference
50,00 Darish Madem Dresser 19|  Bogks ! 10400
50,00 Darish Modern T Chest 319 54 Lot of Pendants - some 14k 1 7m0
I 1000 Lot of Anfius Parcelain &, Glass Fcference Books I 219 58| el et | non 1 nmn i =
LD Lk of Fencis oo l4k Payments BaTow | 25m
omele L Jeweles Looy = S —r
1 of Stelng Cancleholders - dented l Total Paid IO BP:|10% = Zh1

Qui ay Options Subtotat 26950

TauCode 1: [Sales Tax ~|[ 2158 [
Cah | 2308  check || 2siog =
Tax Code 2 [Use Auction Defauls + )
CiedtCad 296,35 _Emai Charge 2635 | ToyCodet [Une Aucion Derate sl

Tax Code 4: [Use Auction Defauls ] | 00

Total 291.06

Set All Invoice Now Reset All Invoice Now
#0flots:| 7 Subtotal 24500

=

Include Forecasted Tatals

Add Item Specific Buyer Expense | Print Edit List |I7 OrEdiList

I Assign Selacted ltems To New Bidder Number

Flecet Payments | [ Add/Edi Payments | Balance Due: 291.06
Edit Bid

[ Cancel Clear Selected Pracess Invoice

Payment Calculator

Prepare and Print.

I Buyer Buyer
- Invoice # . Invoice #
M John 0. [ PPublic. John Q.
Invoice  famima o 9944 Invoice  pagmn Toame 9944
[El Verano, CA 95433 [El Verano, CA 95433
Friday, March 25, 2011 |(555) 5555555 ﬁ" This Friday, March 26, 2011 |(555) 555-5555 On This
Bidder #: & uction) i Bidder 6 oy

Auiction Murbe

Lot Humber Gueniily: | Winring Bid | Tax Code 1 | Buyer Premiom:
E I

Feset Faymenis [ Add/Edit Papments ||

Balance Due:

Finalize Invoice ! Cancel

[ ResetPayments || AddEdtPaments | Balance Due: 00

EiE] T | I L] 13 Danish Moder Dresser 1
33 20 Danish My P s B ] 20 Danish Modem Tal Chest 1
Lotol & ot of Aniicue Porcelain . Glass Reference
I g 5 Bocks | Date[ 372572011 ¥ 319 51 ot s Antique Porestai & Glass A 1
EiE] 54 Lotof P 719 54 Lok of Pendants - some 1k 1
f Amount >
| 21 B 1 et n v v BE B | rnelte & lewelers | oon 1 nnn vl 2
Payme Bid Tolal Payments Bid Totak 245.00)
Total Peid I | S Total Paid [2STOER o7 ox = 245
Quick-Pay O Sublatal Quick-Pay Options Sublotak 26350
il =l - Tax Code 1: [Saes T g 215 ||
I 2108 i | o chea || o a5 12
=T = r— — [ T Code 2 [ Use Auction Defauls v] | 0
Credit Card 2635 | Em: z & Defentte = ]| il Ceibad 525]_Enal Chage 58 | o Cose [Toe o Dot =] 00
Defauks~| | Tax Code 4: [Use Auction Defaults v ] | 0
| Total: Total: 291.06
|

Cancel

nalize Invoice
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Welcome to AuctionRPM — Your Auction Solution

AuctionRPM - Report Generation

March 22nd Estate Auction
My

Invoice
(Page10f1)

Completed Invoice:

For a tour of the software, or help with any of AuctionRPM’s numerous features, please call toll-free 1-866-802-6508, or 1-209-588-
1232 for personalized assistance.

Thank you again for your interest in AuctionRPM!
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