
Resale Registration Process



What is My Sale Manager ?

• My Sale Manager is a service that allows us to fully 

automate our resale.

• This online program 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



What is My Sale Manager?

• The service allows resale members 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



Where do I start ? 

https://dupageareamoms.org/

The link above will 

take you to our site, 

that has the links for  

the current resale 

registration page. 

Follow those links to 

MySaleManager which

will look like this…

https://dupageareamoms.org/


Returning Consigner Log In 

Consignor Number is 

your seller number from 

the last resale.  

Forgot your consignor 

or seller number? 

Click here and enter 

your email address.

Password default is 

the last 4 digits of 

your phone number.



New Consignor Log In 

First Time logging in? 

Click on “Need a 

consignor number” 

and fill out form to set 

up consigner account.



Once you’ve 

logged in: 

Click here to 

register



Register

• Click this box to 

register for the 

upcoming resale



Updating your 

information: 

Click here to 

change/update 

contact information 

and password



How to change your password 

• To change your 
password, enter 
your new 
password here. 

• Then click 
submit.



Go to 

Homepage: 

Click to visit My 

Homepage. Here 

you will need to read 

and sign worker and 

seller agreements. 



Homepage:
Verify your information. 

(Click to edit)

Verify your registration 

status. (click to update)

Click to read and 

electronically sign 

seller agreement



Consignor/seller agreement 

After reading, type “YES” in 

the box, and click continue.



PayPal information 

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


Click to read and 

electronically sign 

worker agreement

Homepage:



Worker Agreement 

After reading, type “YES” in 

the box, and click continue.



Click to sign up for a 

time to drop off your 

items.

Homepage:



Drop Off Appointment 

• Choose a time to drop off your items.

• Your appointment time will appear here after you make a 

selection. 



Click to sign up for a 

volunteer shift.

Homepage:



Volunteer Shift Sign Up
Select shifts here.

Your volunteer shifts will appear here.

(Note: shifts fill up on a first come-first serve basis. Please 

look for “OPEN” shifts when signing up)



How to start entering tags 



How start entering tags 



Enter Tags 

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”. Now 

your inventory should 

consist of items that 

were returned to you 

unsold. Click the button 

to make your inventory 

Active. 



Enter tags 

Here you decide 

how you will be 

entering your 

inventory into the 

system.  

Use Mobile 

Version if using a 

smartphone 

Use PC Version if 

using a computer

At this time we are not 

providing detailed 

instructions on the Beta 

versions, but you are 

welcome to try it out for 

yourself



Enter new items into Inventory 

Tip:  Tags will be 

printed exactly as 

entered. 

*Fields with an 

asterisk are required



Suggestions for Entering Inventory 

• Enter similar items together. For example, pull together all your Boys Jeans. 

Then when you print your tags, all your Jean tags will print together, making it 

easier to find which tag goes on which item.

• If you print to PDF formats, you can separate your PDF files by the containers 

the items are in. Using the above example, if you entered 7 Jeans items and 

14 Dockers items and they are all in your blue bin at home. Then you can 

save the file as BlueBin.pdf so can more easily find the item to attach the tag. 

• You can use the MySaleManager system as extensively or as little as you 

like. Save and separately print tags, or print the entire inventory at one time. 

Whatever works best for you individually is the method you should use. There 

is no method that is strategically better than the others. 

• Run a “test” print with 6 items before entering your entire inventory. This way, 

if you have any issues, you can solve those early, rather than the day before 

the sale.

• 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.



Enter new items into Inventory 

Select a Category from the 

Drop-down menu

Please use your best judgement 

when selecting an item category.

The item sorters will be able 

to see inventory by category and 

use this information to place items 

correctly on the sale floor. A list of 

categories and sizes is on our website. 



Enter new items into Inventory 

Enter a description

Note:  24 

characters are 

allowed; 

Description Line 2 

is optional 

Select Size

Note:  For non-

clothes items just 

choose  “0” Size 

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. 



Enter new items into Inventory 

Select if you want this item to be eligible for the ½ price sale on Saturday afternoon.

Select if you want your item donated if it doesn’t sell.



Enter new items into Inventory 

Items in your 

inventory show 

up here…



Delete or Edit items in Inventory 

You can delete individual items by 

selecting the delete option

Click here to edit an item already 

entered into inventory.



Delete or Edit in Inventory 

This is the screen you will

see when editing an item

Once you have made 

the change you will get 

a pop up 



Change multiple items in Inventory 

Take care when using the Inventory Functions tab

This section applies to ALL of your inventory

This section applies only to items that are checked



All Done entering inventory? 

Click here when you 

are finished entering

inventory and ready to print tags 

Tip:  You don’t have to enter 

items all at once. You can quit 

and finish later. Your items will 

be saved.



Print Tags 

Choose your option…

The first option will send the 

file directly to your printer.

The second option will print 

to an HTML version. Not 

recommended

The third option will generate 

a PDF version that you can 

save and print later.



Print Tags 



Print Selected Tags 



What tags look like: 

Seller 

number

Item 

Description

Category 

Price

Size

Reduced for half price 

sale (Or Do Not 

Reduce) depending on 

how you entered that 

item.

This Black Dot will appear 

on all items that you have 

designated for Donation.



What type of Cardstock should I Use? 

You may pick up cardstock from a DuPage Area Moms Resale 
Committee member at one of our designated pickup times/locations 
(provided in The Seller Instruction Packet found on our website). 

You may also order cardstock from one of the following links:

Amazon:

White tags
https://www.amazon.com/Neenah-Premium-Cardstock-Brightness-
91904/dp/B00006IDRW/ref=sr_1_fkmr0_2?ie=UTF8&qid=1494796492&sr=8-2-
fkmr0&keywords=65lb+Neenah+Bright+White+Premium+cardstock+95+brightness

Office Max/Depot:

White tags (note their item# is 458621):
http://www.officedepot.com/a/products/458621/Neenah-Bright-White-Premium-
Cardstock-Letter/

*Please note: We will only be using white tags going forward.  If you still have items that have been 
tagged with a pink tag, you do not need to reprint the tag. These will be accepted and phased out. 

https://www.amazon.com/Neenah-Premium-Cardstock-Brightness-91904/dp/B00006IDRW/ref=sr_1_fkmr0_2?ie=UTF8&qid=1494796492&sr=8-2-fkmr0&keywords=65lb+Neenah+Bright+White+Premium+cardstock+95+brightness
http://www.officedepot.com/a/products/458621/Neenah-Bright-White-Premium-Cardstock-Letter/

