
ONLINE & IN-PERSON RESALES
REGISTRATION & TAGGING INSTRUCTIONS



WHAT IS MY SALE MANAGER (MSM)?

❑ My Sale Manager is a service 

that allows us to fully automate 

our resale.

❑ MSM allows the organization to:

❑ Manage seller registration 

❑ Automate shift sign up by eliminating 

the tedious task of assigning sellers to 

shifts

❑ Automate resale by using barcoded 

price tags

❑ Eliminate manual errors at check out

❑ Eliminate the task of sorting tags after 

the resale 

❑ Faster checks to the seller

❑ MSM allows resale 

participants to:

❑ Easily sign up to become a seller

❑ Select the exact shifts you want 

to work and get immediate 

confirmation of shift selection

❑ Easily enter information to create 

barcoded tags

❑ Store tag information and 

manage your personal resale 

inventory all in one convenient 

place



TO REGISTER AS A SELLER OR VOLUNTEER

Go to 

www.DuPageAreaMoms.org. 

Select the Resale drop down 

menu 

Select Resale Registration.

http://www.dupageareamoms.org/


TO REGISTER AS A SELLER OR VOLUNTEER

Scroll down to the Sell or 

Volunteer section

Select the button that applies to 

you.



NEW CONSIGNER LOG IN

First time logging in? Click 

on Need a consignor 

number and fill out form 

to set up consigner 

account.



RETURNING CONSIGNER LOG IN

Consignor Number is your 

seller number from the 

last resale.

Password default is the 

last 4 digits of your phone 

number

Forgot your consignor or 

seller number? Click here 

and enter your email 

address.



ONCE YOU’VE LOGGED IN

Click here to Register



TO REGISTER

Check this box and click Submit

to register for the upcoming 

resale.



Confirm all your personal 

information is correct. 

If everything is correct - Click Info 

Correct – No Changes needed

Or

Update information - Click 

Changes Made – Please Update

TO REGISTER



After reading, type “YES” 

in the box

Click Continue



PAY CONSIGNOR FEE

Once you’ve updated your contact 

information and signed the Seller 

Agreement, you will be prompted to 

pay the Registration Fee by using 

PayPal. Click the orange PayPal button 

to be taken to their web page. Make 

sure you have your PayPal account 

information handy before you click. If 

you are inactive on MySaleManager for 

too long, the system will time you out 

and you won’t be able to register 

without contacting us. If you do get 

timed out, but have already paid your 

fee, please email a copy of your paid 

receipt to 

DupageAreaMomsResale@gmail.com

mailto:DupageAreaMomsResale@gmail.com


UPDATING YOUR INFORMATION

Click Edit My Consignor Info to update 

contact information and change password

• Update any personal information as needed

• To change your password, enter your new 
password here and then click submit



SIGN UP FOR A DROP-OFF APPOINTMENT

Click Get a Drop-off Appt. 

Pick a time and date for 

sold item drop off and 

click Sign Up 



MY HOMEPAGE

Click to visit My Homepage. This is where you will 

access your inventory, see your drop off 

appointment, access your seller reports and more.



ENTER OR EDIT INVENTORY

Select Work with 

Consigned 

Inventory from the 

drop-down menu.



ENTER OR EDIT INVENTORY

Select Active 

Inventory to enter 

new items.

Select Inactive Inventory 

to activate inventory 

from a previous sale. First 

“Delete All Sold Items” 

then “Delete All Donated 

Items” (note if prior 

resale was online don’t 

delete unsold donated 

items). Now your 

inventory should consist 

of items that were 

returned to you unsold. 

Click the button to make 

your inventory Active.



ADD ITEMS

Use PC Version if using a 

computer

Use Mobile Version if using a 

smartphone 

Here you decide how you will 

be entering your inventory into 

the system.  

At this time we are not 

providing detailed instructions 

on the Mobile Voice Entry, but 

you are welcome to try it out 

for yourself



ADD ITEMS

Tip: Tags will be printed exactly as entered. 

*Fields with an asterisk are required



SUGGESTIONS FOR ENTERING INVENTORY

❑ Start as soon as possible getting your items entered a box/bin at a time. Don’t 

procrastinate, we find that sellers who do a bit at a time have more items ready 

increasing their potential profit.

❑ Entering in batches of similar items or sizes will speed up the process since the 

prior pull down category and size will stay populated until you change it. 

Remember to change the category and size when appropriate.

❑ Using detailed descriptions is better than generic descriptions, you’ll be able to 

match up the tag with the actual item easier. “Dr Seuss Red Fish Blue Fish” is 

better than “Dr Seuss Book” or “Book.”

❑ Keep our Categories & Sizes document from our website handy. Note the 

expanded categories and items included within a category. For ONLINE 

Resales, buyers will be able to filter using the categories and sizes while 

shopping.



MORE SUGGESTIONS FOR ENTERING INVENTORY

❑ We recommend placing tags on all your items even if you are only 
participating in our ONLINE Resale, this will help you find your sold items 
quickly.

❑ For ONLINE Resale, SOLD tags are required for each sold item, these tags will 
have the buyer code on them and are different from the tags used for an IN-
PERSON Resale.

❑ For seasonal items, consider using a code such as putting a “s” or “f” in one of 
the description lines to indicate that item is for spring or fall resale only. This will 
help when activating unsold inventory from one resale to the next.

❑ Note that donation of unsold items is only available for sellers who participate 
in our IN-PERSON Resales. 



ENTERING NEW ITEMS

Select a Category from the Drop-down menu. 

Be as specific as possible when selecting a category. This will 

help ONLINE buyers find your items as they shop & assist with 

placement of items on the sale floor for IN-PERSON Resales. 
Tip: A list of 

categories with 

descriptions of 

items and sizes is 

on our website. 

Sizes and 

categories will 

enable ONLINE 

Shoppers to filter 

inventory on our 

ONLINE store.



ENTERING NEW ITEMS

Enter a description
Note: 24 characters are allowed; Description Line 2 is optional

Tip: more details are better, you’ll be able to match up the 

printed tag with the actual item easier. “Old Navy Jeans” better 

than “jeans.”

Enter a price and 

quantity 

Tip: If you have 

multiple of the 

same items, 

changing the 

quantity will result 

in multiple items 

stored in inventory 

and multiple tags 

printed. 

Select Size

Note: For non-clothes items 

just choose “0” for Size 



Click Submit Items to 

save your item entry.

ENTERING NEW ITEMS FOR IN-PERSON RESALE

Check this box if 

you plan to 

donate this item if 

not sold at our IN-

PERSON Resale.

Note: ONLINE only 

items are not 

eligible to be 

donated. 

Check this box to have 

your item 50% off on the 

discount day of the 

resale.



Select Choose File to 

upload photo 

This message will appear once your file is uploaded. 

Click Submit Items to 

save your item entry.

This box MUST be 

checked for your 

item to be included 

in the ONLINE 

Resale. Be sure to 

check this box only 

once you are ready 

for your item to be 

included in the 

ONLINE Resale. 

Inventory will be 

uploaded 

periodically, and 

items can’t be 

edited or deleted 
once this happens.

UPLOADING A PHOTO FOR ONLINE RESALE



Every item you want to include in the ONLINE Resale MUST

show these two icons. If you click on the Camera Icon, it will 

open the picture you have attached. You are only allowed 

one picture per item. If you want to show more than one 

angle, there are collage apps you can use to combined 

multiple photos into one. 

This picture was created in Pic Stitch.

If you have an item 

entered from a 

previous resale, select 

Edit. Here you will be 

able to upload photo

and mark your item 

ready to be sold 

online.

PHOTO FOR ONLINE RESALE



DELETE OR EDIT INVENTORY

This is the screen you will

see when editing an item. 

Click Submit to save 

changes to your item.

Once you have made the 

change you will get a pop up 

to let you know it was 

successfully updated.



THINGS TO DOUBLE-CHECK

❑ For ONLINE Resale: make sure all your inventory has a photo uploaded and is 

marked ready to be sold online. Note, inventory will be uploaded periodically, 

a “lock” symbol will let you know that item is uploaded, and it can’t be edited 

or deleted.

❑ Make sure that your inventory is under the correct category. Correct category 

will help ONLINE buyers quickly find the items they want and assist with placing 

inventory in correct areas for IN-PERSON Resale.

❑ We recommend printing tags for ALL your inventory, even for items for ONLINE

Resale only, to will assist you in finding sold items quickly. 

❑ All IN-PERSON items require a tag.



CONTACT INFORMATION

Website: www.DuPageAreaMoms.org 

Email: DuPageAreaMomsResale@gmail.com 

Phone call/text: 630-909-9283

Facebook: @DAMResale

Instagram: @DuPageAreaMoms 


