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Using This Online Support Center

Welcome to Seller CTBIDS Online Support Center. These pages are continuously updated, added to, and adjusted based
on the current state of the Seller CTBIDS and CTBIDS.com applications. To use this in-application capability, just enter a
word or phrase and hit “enter”. Knowledge base articles will be displayed and there is also a bug and enhancement

request form included.



Forgot Password and Password Requirements for CTBIDS Seller

Application: Seller CTBIDS

It Happens. &
At some point we all forget our password. Fortunately, Seller.CTBIDS.com has a simple way to create a new password.

Please Note: We do not have access to change or delete a password for Employees/Staff/Owners

To Change Your Password: &

1. Go to Seller.CTBIDS.com using a web browser

2. In the bottom right corner of the white box there is a link labeled “Forgot Password?”. Select this link.

(HBDSE

Sign In

( Email

{ Password

[ Keep me signed in

Sign In Forgot Password?

3. A small white box will appear with the label “Forgot Password” and a field to enter your Seller.CTBIDS.com registered e-mail address. Enter your e-mail address in this

field. When your e-mail address has been entered, select the button labeled “Send Password Link”.



o Back

Forgot password

[ Email
Send Password Link

4. If the e-mail address exists for an active Seller.CTBIDS.com user, an e-mail will be sent to that address that contains a link to a web page where you can change your

password.

o The link to change your password within the e-mail is active for 15 minutes after being sent. If we were not able to select the link in time, just repeat steps 1-4 to

obtain a new link.

5. When the link in the e-mail has been selected, a web page with a white box labeled “Set Password” will be displayed in a web browser. Enter a new password according

to the guidelines presented and select the button “Save”.

. SELLER

Set Password Password Strength:

X Atleast 1 Lowercase (a-z)

X Atleast 1 Uppercase (A-Z)
X Atleast 1 Number (0-9)

X Atleast 1 Symbol

X Between 8 to 15 Characters

[— New Password

{ Retype Password

Back To signin

That's it! You should now be able to sign in to Seller.CTBIDS.com with the email address and new password.

Password Requirements: &

As you type a new password, the password integrity rules will apply. Symbols that are accepted are |@#$% " &*



New Password

Retype Password

Password Strength: Good

+ 1 Uppercase

+ 1 Lowercase

X 1 Symbol

~" 1 Number (0-9)

+ Minimum 8 - Maximum 15 Characters



Changing your Account Email Address

Application: Seller CTBIDS

Email is an important piece of data for your account. We sign in with them and we receive communications through them.
As a result, CTBIDS email addresses must be validated before they can be used. Follow the instructions below to change
your account email address in Seller.CTBIDS.com.

To Change Your Email Address: &

1. Sign in to Seller.CTBIDS.com

2. Select the Account menu icon in the upper right-hand corner of the screen. This icon is the one that has 9 red dots and
is located to the right of the sign out button.

3. From the sub menu, select the “My Profile” menu item which will open the My Profile data form.

4. Select the yellow button labeled “Change Email”. When we select this button, a small white dialog will be displayed
where you can type in a new email address. After typing, select the button “Submit”.

5. An email will be sent to the new email address for verification. In this email there is a link that validates this email
address. Select this link within 15 minutes to validate this email account as your primary email address in
Seller.CTBIDS.com.

0 The link to validate your email address within the e-mail is active for 15 minutes after being sent. If we were not
able to select the link in time, just repeat steps 1-5 above to obtain a new link.

6. Selecting the validation link in the email will open a confirmation page in your browser and the email on your account
has been successfully changed.



Access and Edit My Profile

Application: Seller CTBIDS

Within Seller CTBIDS every user has a profile that can be edited. We can add a picture or avatar of ourselves, change our
first and last name, change our email address, and update our phone number.

To Access and Edit Your Profile: &

1. Sign In to the Seller CTBIDS application
2. In the upper right-hand corner of the web page is a section that displays your first and last name and your current
profile image. To the very right is a square icon with several red dots. This icon is the menu we will use to go to the

“My Profile” edit page. Hint: we can also select our profile image to open the “My Profile” page as well.

Carter, Jeffery

3. You may edit your first name, last name, and phone number and additionally upload a profile picture using this page.
You can also change your email address but keep in mind that email addresses MUST be validated before they can be

used to sign in to Seller CTBIDS.



Issue: Cannot Edit Other User Profiles

Application: Seller CTBIDS

When an Administrator, Staff member, or Agent is created for your location, Seller.CTBIDS.com either creates a new user
if the email address is not found in Seller.CTBIDS.com or links your location and role to an existing Seller.CTBIDS.com
user. Some important things to keep in mind:

1. All user accounts in Seller.CTBIDS.com allows the account owner to edit their own profile.

2. Users cannot modify the profile of other users in Seller.CTBIDS.com.

As a result, when you go to edit an existing Administrator, Staff, or Agent for your location the profile fields, first name,
last name, email address, and mobile phone number will not be editable. Profile changes can only be made by the
users themselves.
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Creating Administrators , Staff , and Agents

Within the Seller.CTBIDS.com application you can add users to your location which allows them access to your location
information. Such users can have one of three different roles: Administrators, Staff and Agents

+ Location Administrators have full access to your location information including managing other users, your location
data, sales management, item management, invoice management, customers, and all location reports. Location
Administrators can be added and removed (inactivated) from your location with one exception, the original Location
Administrator can not be inactivated (this is usually the first administrator added to your account).

o Staff can be employees, temporary help, or consultants who need access to creating sales, managing items,
processing invoices, and pulling reports.

+ Agents are limited to sale item creation only and have full edit capabilities for sale items.

Any Seller.CTBIDS.com user can be associated with one or more locations and have different roles per location.

EXAMPLE:

Sally is a consultant who works for three different locations - North Caring Transitions Location, South Caring Transitions,
and West Caring Transitions. For the North Caring Transitions, Sally helps John, the Owner, with all administrative
activities. Sally is added to John’s location in the role of “Administrator” so that when Sally signs in to Seller.CTBIDS.com
she has access to John's location as an Administrator.

Sally also works with Tina, the Owner of South Caring Transitions, as a Sale Processing Consultant. In this capacity, Sally
is given the role of “Staff” so she can access all sale management for Tina without accessing Tina’s administrative
information.

Sally has taken a small part-time job helping Scott process one of his sale by creating items (either via the CTBIDS Seller
mobile application or via the Seller.CTBIDS.com website). In this case, Scott has added Sally to his location in the role of
“Agent”.

When a person is added to your location through Seller.CTBIDS.com, the form requires you to provide or select the
following information:

» Select Location - If you are connected to more than one location through your Seller.CTBIDS.com account, you will
need to select the appropriate Location for which to assign the new person. If you are connected to only one location,
this will default to that location for you.

+ First Name - Enter the person’s first name here. If the person you are adding already has a Seller.CTBIDS.com
account, their existing profile name will be retained. If the person is NOT already a user in Seller.CTBIDS.com, then this
First Name will be the First name of that user until they change it.

o Last Name - Similar to First Name, this will be a new user’s last name if their profile does not already exist in
Seller.CTBIDS.com.

+ Email - Enter the person’s email address. Seller.CTBIDS.com uses this email to first see if a user exists with this email
address in Seller.CTBIDS.com. If it does, the system will use this to connect that person to your location. If the email
address is not assigned to a user of Seller.CTBIDS.com, then this email address will be the person’s sign in address
and will need to be validated before the person can sign in to Seller.CTBIDS.com. In the event the person is a new
user, they will receive an email to validate their email account - please see steps below
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+ Mobile - Enter the person’s mobile number here. If the person is already a user of Seller.CTBIDS.com, the system will
use their current mobile number and will not be changed by this field value.

* Role - Select one of the three roles defined above (Administrator, Staff, or Agent).

o After information is entered, the employee must set their password via their email

1. The employee must go to their email that was entered in to create their account, and activate their account by
setting their password in the link provided in the email
a. If the employee does not access their email in the allotted time given, the owner can go in and change their
status to ‘Active’ and the employee should be able to click ‘Forgot Password?’ button during login to set a
new password

2. Once the password has been set, their account should automatically change to ‘Active’

3. The staff member does NOT need to create an account with CTBids.com - this is completely_
separate website, and they only need setup for Seller.CTBids.com

4. Please note that you can only edit their role and status once entry is completed

We do this to ensure that we do not inadvertently activate users with access to our information.

Please Note: We do not have access to change or delete a password for Employees/Staff/Owners
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Editing Location Information

Application: Seller CTBIDS

Within Seller CTBIDS we can edit and update our location information. Location information is used a wide variety of
places but the primary consumer of location information is CTBIDS users through the CTBIDS.com application.

To edit your location information in Seller CTBIDS, sign in to Seller CTBIDS and go to the “Locations” menu item on the
left-hand side of the application. Click the ‘Search Icon’ and then click the ‘Pencil Icon’ to edit yur location settings.

EI_I_ER CTBIDS Scheduled Maintenance - 9/23/22 2:30-5:30am EST Gareig, Katie (| Q')

All - v

Clear All

Provide criteria to filter your search

] ves
CTBIDS Scheduled Maintenance - 9/23/22 2:30-5:30om EST Garcia, Kotie | O m e
@_ H

Tile Contact Nome State Ciy

All - -

Contact 1) State Tl city i Stotus Tl Last Modified 1]

ettich = Nathlng|Raally for. Sale Joel Roadruek Alasko Anchorage Active 09/12/2022 03:21 PM EDT

Showing 1 of «| Pagel |»

Your location should be displayed in the provided list. If you are an Administrator in additional locations, those locations
will also be listed here.

Select the edit icon located to the right of the location in the list (its a pencil in a square). When selected, the edit
location page will be displayed.
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Location Details Settings & Defaults

ocation Title * Time Zone *
|—Tesl Location [_Eustem Time v ]

PayPal Email *
[_ CTBIDSsupport@CaringTransitions.com ]

[ |

[t ] G |

I’ (655 555. 5555 ] O Use Automatic SKU's
[0 Apply Tax On Buyers Premium
[0 Send Copy of Invoices

|’Cnrianrnnsmnns.com l tem Receipt Methods *

Country O Pickup () Delivery & Shipping
[_USA - J ctbids.com url
tate * https:/fouyeruat.ctbids.comfestate-salesfcatalinablank/4
[Oh\o v l

[_Cim:lrmut\ ]
[4s202 |

Locations have many fields that can be edited on this page. Please note, the “Save” button will only be selectable when
all required fields contain information.

The editable fields for a location include:
+ Location Title - [visible to the public] The location title is displayed in CTBIDS.com everywhere your location is
referenced. For example, “Caring Transitions of Eugene/Springfield”
« Brief Description - [visible to the public] A brief description of your location, used as a tagline and often in
conjunction with the Location Title. For example. “Serving the Eugene and Springfield Oregon Areas.”
« Contact Name - [visible to the public] The contact name can be the name of a person or a generic name that people
see through CTBIDS.com. It can be the Owner, a staff member, or even a generic name like “Sales” or “Support”.

* Location Email - [visible to the public] The location email is the email address that is provided to users of
CTBIDS.com to contact your location. It can be a direct email address, like someperson@caringtransitions.com or an
email group/list such as salesupport@caringtransitions.com.

* Location Phone - [visible to the public] The location phone number is provided to users of CTBIDS.com to contact a
representative of your location. If you use a calling service, put their number here.

+ External Website - [visible to the public] The link provided in the external website field is provided to CTBIDS.com
users to direct them to your location website. For example “www.caringtransitionsofeugene.com”.

o Country - The location country should be the country where your location is located. CTBIDS.com is a global
environment so identifying your country helps identify currency, shipping, and representations in other third party
applications. Select your location’s country by using the dropdown provided.

« State - The state is your physical location address state. Select your state by using the dropdown provided.

« City - When a state is selected, a list of cities are provided in the dropdown. Select your physical location address city.

o Zip - Enter your locations physical zip code (postal code).

o About [visible to the public] - The text in the about field supports more characters than the Brief Description field and
is presented to the users of CTBIDS.com to elaborate on your location.

« Time Zone - Select the timezone of your location. This timezone setting will be applied to all sales created for your
location. Timezones are used throughout the entire CTBIDS ecosystem. We use these timezones when saving
information such as sale starts, item closings, etc.

+ PayPal Email - Payments made through CTBIDS.com are done using PayPal. Each location has their own PayPal
account and this field requires you to provide the email address for the PayPal location in order to receive payments.
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Google Code - All location will now be using Google Analytics and have been provided a code to use in websites,
which has been entered in this field. This code is activated when CTBIDS.com users view pages and items that are
related to your location. Please Do Not Remove this code unless otherwise asked to do so. There will be more
information to come of this in the future. If you require assistance with Google Analytics please reach out to:
marketing@caringtransitions.com.

FB Pixel - If you use Facebook pixels for tracking people between CTBIDS.com and Facebook then add that pixel value
here. The Facebook pixel is processed in CTBIDS.com web pages and items similar to the Google Code.

Use Automatic SKU’s checkbox - If your location does not use patterned SKUs and you would like all items to have a
SKU automatically given when an item is created then select this checkbox. You can always override an automatically
generated SKU.

Apply Tax on Buyer’s Premium- Creates a default setting on the sale setup, so that it will automatically apply taxes
to the BP for the sale

Send Copy of Invoices- Checkable box to enable all sale invoices to be BCC’ed to an email of choice for keeping
records of

Item Receipt Method- Checkable boxes to enable how the customers will receive their item. There will be 3 options
to chose from, you can choose as many as you want but at least one IRM must be chosen in order to save your
Locations settings.

You can always review the methods each customer selected when you select a Pickup Report for your sale
o Pickup - Buyer will come in and pickup their items during designated pickup time
o Delivery - If you have a delivery option available, please select this, it is separate from shipping

o Shipping - Shipping an item(s) to a customer at a cost you determine
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CTBIDS: Converting Old Accounts to New Accounts

Application: CTBIDS.com

If you or your customers had an account in CTBIDS.com prior to this new release and you would like to retain and use this
old account for the new CTBIDS.com site, please perform the following:

'1. In the upper right hand side of the CTBIDS.com home page is a set of buttons:

Sign In Sell With Us

2. Select the button labeled “Sign In”. When selected, the sign in dialog will appear:

Sign In

Existing user: If you already have an
old account? Click here to login

Sign In with Your Social Media Account

G 0 «
Oor
Email *
I Email I
Please enter value
Password *

kAR

oA

Please enter value

[ Keep me signed in

Forgot/Reset password?

3. At the top of this dialog is a section for existing users. Click the hyperlink labeled “Click here”:

Sign In

4. When this link is selected, it changes the dialog to provide a field where we enter the old account email address. Enter

the old account email address in the field provided:

Existing User

Enter your account email address m

We will send you a link where you can reset your password.
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5. Once an email address has been entered, select the “Send” button and, if the email matches an active account email
address in CTBIDS.com, an email is sent from CTBIDS with a link to create a password to that email address. Please note
that the system will not indicate if the email address is active or not when performing this action in order to provide
confidentiality to all our CTBIDS.com users. As a Seller, we can search for CTBIDS.com customers using their
email address through the customer search page in Seller CTBIDS. If the customer exists it will show in the listing

along with their account status of active or inactive.

0 If the account holder does not see an email from CTBIDS with a link to change the password, check the spam or
junk email folder. If the account holder still does not receive an email from CTBIDS to change their password,
check the email address. CTBIDS may not have an active account from the legacy CTBIDS with that email address.
A new CTBIDS account is the only option in this case.

6. Selecting the reset password link in the email will open a web page in the new CTBIDS site where a password can be

created.

7. When the account password has been changed, access to CTBIDS can be made using the email address and password.
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Field: Location About

Application: Seller CTBIDS

The Location About field is a text field that allows you to describe your location to users of CTBIDS.com.

0 Tip: Make your location description brief but meaningful to users of CTBIDS. For example:

“We provide trusted liquidation services to clients in the greater city area, including offering a wide variety of
items to prospective customers in our online store.

We pride ourselves on running a great online store with remarkable customer care. Feel free to contact us with

questions on items listed for sale, or for a free consultation on your senior relocation, downsizing or estate sale
needs.”
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Fields: Staff & Agent

Field: Staff & Agent Status ¢

The Staff & Agents Status dropdown field allows you to activate or inactivate existing location users. When a user is
inactive, they will not have access to your location functionality in the Seller CTBIDS website or CTSeller NG mobile app.

When creating a new Administrator, Staff, or Agent the status of the user will remain inactive until the user has validated
their email address and, if necessary, creates their password for Seller CTBIDS.

0 When using part time Staff or Agents don’t forget to inactivate the users at the completion of their obligations. If
they perform work at a later date you can always active them again. This helps overall application security.

Field: Staff & Agents Role ¢

The Staff & Agents Role dropdown is where we specify the role that a new user will have when adding them to our
location. Available roles to select from are:

1. Administrator - Administrators have access to all functionality and data within Seller CTBIDS website and CTSeller
NG mobile app for your location.

2. Staff - Staff has access to Sales, Items, Invoices, Customers, and non-administrative reports within Seller CTBIDS
website and CTSeller NG mobile app. Does not have permission to reply to messages on items from the Sale
Dashboard (this requires Admin level access).

3. Agents - Agents have access to item creation only using the Seller CTBIDS website and CTSeller NG mobile app.
Agents are also able to edit and add photos to a Pending or Ready item. Agents are not able to create a new sale.
Does not have permission to reply to messages on items from the Sale Dashboard (this requires Admin level access).

The role for any current Administrator, Staff, or Agent can be changed at any time and takes effect at the users next sign
in.

A\ Staff & Agent Roles do not have the permission to reply to questions from customers from the sale dashboard
(after selecting the eyeball icon). Replying to questions is assigned to only the Administrator Role.

Field: Staff & Agents Mobile Phone Number &

The Staff & Agent Mobile field is where we specify the mobile phone number of the new Administrator, Staff, or Agent.
This field is editable only during creating a new Administrator, Staff, or Agent. Once created, this field is no longer
editable since the newly assigned user can edit and change their own mobile phone number within the application. If the
user already has a Seller CTBIDS profile, this field is ignored and the mobile phone number of the user from their profile
will be used instead.

Field: Staff & Agents Email Address &

The Staff & Agents Email address field is where we provide an email address of the user we want to become an
Administrator, Staff, or Agent at one of our locations. The email address is important when creating a new user as an
email is sent to the new user with a link to validate their addition to your users.
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o If a user already has a Seller CTBIDS account then this email address is used to connect that user to your location.
If the email address does not exist in Seller CTBIDS, then a new user for Seller CTBIDS is created and that user will

have to create a password before they can sign in to your location.

Field: Staff & Agents First Name &

The Staff & Agents First name field is where you enter in the first name of the new Administrator, Staff, or Agent. This
field is editable only during creating a new Administrator, Staff, or Agent. Once created, this field is no longer editable
since the newly assigned user can edit and change their own profile within the application. If the user already has a Seller
CTBIDS profile, this field is ignored and the first name of the user from their profile will be used instead.

Field: Staff & Agent Last Name &

The Staff & Agents Last Name field is where you enter in the last name of the new Administrator, Staff, or Agent. This
field is editable only during creating a new Administrator, Staff, or Agent. Once created, this field is no longer editable
since the newly assigned user can edit and change their own profile within the application. If the user already has a Seller
CTBIDS profile, this field is ignored and the last name of the user from their profile will be used instead.

Field: Staff & Agents Location Dropdown &

The Staff & Agent Location dropdown allows you to identify to which location (if you administrate more than one location)
the new Administrator, Staff, or Agent is to be assigned to. If you administrate only one location then this field will default

to that location.

This field is only available when creating a new Administrator, Staff, or Agent in Seller CTBIDS. When editing already
assigned Administrators, Staff, or Agents this field is not editable and displays the original selected location.
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Field: Template Editor

Application: Seller CTBIDS

The following fields use the Template Editor to edit formatted text within the application:

+ Sales Terms and Conditions (Location Default and Specific Sale)

» Sale Invoice Message (Location Default and Specific Sale)

» Sale Shipping Message (Location Default and Specific Sale)

+ Sale Payment Message (Location Default and Specific Sale)

+ Sale Provenance (Specific Sale)
The Template Editor provides various editing and formatting tools to help you create that perfect text. Formatting

capabilities are:

+ Adjust font sizes - small, normal, large, and huge
» Adjust font styling - bold, italics, underline, strikethrough, and quote (indentation with a grey line to the left of the
text)

o Adjust list items - numbered list, bullet list, indent, and outdent.
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Sale Fields

Field: Sale Payment Message &

The required, rich text field Payment Message is where we add payment information to our items and invoices. The
contents of this field are provided to users of CTBIDS.

Rich text fields, such as Payment Message, are not editable directly. You can edit the contents of this field by selecting
the pencil-in-a-box icon.

Payment Info *

1. Invoices will be sent out once the sale has completely closed. ]
Payment is due immediately upon receipt of invoice. @
2. Login to your CTBids Account: Invoices>Purchases>Check out

Upon selecting the pencil icon, an editor will pop up allowing you to edit the contents of this field. Supported formatting
elements include font size, font styles such s bold, italics, underline, and strike through. You can also create bullet and

numbered lists and indent or outdent sections of your text.

Hi Hz SansSerif 2 Normal % B I Us»n ==& @ I

Alovely sprawling estate over 10.5 acres. Lots of machinery for land management as well as house goods that span the
time periods from 1800s to modern day. Wonderful pastel paintings as the owner was an artist.

Cancel

When you have created your sale Payment Message just select the “Save” button to save the text.

To view the text as it appears in a web page, just select the eye icon.

Field: Sale Shipping Message &

The required, rich text field Shipping Message is where we add shipping information to our items and invoices. The
contents of this field are provided to users of CTBIDS.

Rich text fields, such as Shipping Message, are not editable directly. You can edit the contents of this field by selecting
the pencil-in-a-box icon.
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Shipping Info *

to jcarter@caringtransitions.com so we know not to expect you at

pickup. ©
4. All items must be paid for before they are picked up or shipped. ]

Upon selecting the pencil icon, an editor will pop up allowing you to edit the contents of this field. Supported formatting
elements include font size, font styles such s bold, italics, underline, and strike through. You can also create bullet and
numbered lists and indent or outdent sections of your text.

Hi Hz SansSerif 4 Normal * B I U S 9 = = &= &= @ L

Alovely sprawling estate over 10.5 acres. Lots of machinery for land management as well as house goods that span the
time periods from 1800s to modern day. Wonderful pastel paintings as the owner was an artist.

Cancel

When you have created your sale Shipping Message just select the “Save” button to save the text.

To view the text as it appears in a web page, just select the eye icon.

Field: Sale Location &

The Sale Location field is a dropdown that allows you to select the location that is managing this sale. If you have only

one location assigned, this dropdown field will default to that one location.

Field: Sale Contact Phone Number &

This required field is where we enter the sale contact phone number that is displayed to users within CTBIDS for this sale.
You can enter a phone number as (XXX) XXX-XXXX or just type the 10 digits.

Field: Sale Contact Email &

The required field Contact Email is where we specify the email address that is presented to users of CTBIDS for a given
sale.

A This email address is where any ‘Ask Seller a Question’ customer-questions will be sent to.
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© The email address that you have entered in your CTBIDS Location Details is what will be seen in other contact
information areas for your location on CTBIDS: Under the Locations tab, on a sale in the top right side that says

‘Caring Transitions Location’, and at the bottom of every item listing titled 'Seller Details’.

Field: Sale Contact Name &

The required field Contact Name is to identify the contact person, department, or group who will receive contact from
users of CTBIDS for this sale.

Field: Sale Title &

This required field is the title of your sale as displayed to users through CTBIDS.

Field: Sale Address 1 and Sale Address 2 &

The required field Sale Address 1 and the optional field Sale Address 2 is where we put the address where the sale is
conducted. Neither Sale Address 1 or Sale Address 2 are displayed to the users of CTBIDS.

Field: Sale Zip &
The required field Zip is where we enter the zip code for the sale. This zip code is used in CTBIDS search and is also

displayed for a sale.

0 Tip: Seller CTBIDS recognizes zip codes and will attempt to autofill the state and city for you. If the zip code spans
multiple cities, you will have the ability to select the correct city for the zip code in the sale City edit field.

Field: Sale State &

The required dropdown field State is where we identify the sate of the sale. We can select from a listing of states (or
provinces) or this field can be automatically selected when a zip code has been entered.

Field: Sale City &

This required dropdown selection, City, is where we select the city for our sale. The list of cities is dependent on the
selected sale state or is automatically populated once we enter a sale zip code. If the zip code spans multiple cities then
a manual city selection will be required if the correct city is not displayed.

Field: Sale Client Name &

This optional field allows you to provide a client name for the sale. The client name is for record keeping and can be used
to search for sales.

Field: Sale Time Zone &

The required dropdown selection Time Zone is where we specify the time zone for our sale start and end times. Daylight
saving time, if applicable, will be managed by the system.
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The default dropdown selection time zone will be set from the location time zone but can be changed using this
dropdown selection. In most cases you will not need to change the time zone, however if your sale is across time zone
boundaries and you want to represent your sale start and end in the sale location time zone then you can can change
that using this field.
Please note, if you select a time zone different form the location setup there will be a popup - Are you sure you want
to update the time zone for this sale?

Are you sure you want to update the time zone for this sale?

Mo Yes

6 Note: Users of CTBIDS applications will see times in their time zone as identified by the computer or device they
are using. Time zone selections are used to save the time in that time zone. For example, a sale scheduled to start
at 1:00pm EDT will show to users in the Mountain time zone of 11:00am MDT and will show to users in Arizona as
10:00am MST.

Field: Sale Start Time &

The required field Start Time is a pop-up calendar field where we can select the date and the time that we expect our
sale to start. The time selected in the pop-up calendar is in the time zone defined in the field above it.

0 Note: The start date and time of a sale is very important as CTBIDS will display the sale if there is 1 or more items
that are in the “ready” state.

6 Note: A sale cannot start in the past and the start date and time cannot be updated once a sale has started.

Field: Sale End Time &

The required field End Time is a pop-up calendar field where we can select the date and the time that we expect our sale
to end or start closing. The time selected in the pop-up calendar is in the time zone defined in the field above it.

0 Note: The end date and time of a sale is very important. For sales with auction items, the end time selected is the
start of sale closing which is a time period between the sale end date and time and the last item closing based on
duration, item closing time, and soft closing behavior.

A Warning: Do not change the end date and time of an ongoing sale (i.e. a sale has already started) without serious
consideration. Active bidding on items whose closing time shifts is not considered good business practice.

Field: Sale Close Duration &

The required dropdown selection Close Duration allows us to identify the number of minutes AFTER the sale End Time to
distribute all sale items to close.

0 Example 1: Sally has a sale that consists of 95 items. Her sale end time is 5:00pm and her Close Duration is 90
minutes. As a result, Sally’s items in her sale will have closing times spread out over the duration after the sale
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has started closing. Sally will have 2 items closing at 5:00, 2 items closing at 5:01, 2 items closing at 5:03, 2 items
closing at 5:04, 2 items closing at 5:05, 1 item closing at 5:06, and 1 item closing every minute from 5:07 to
6:29pm.

o Example 2: John has a sale that consists of 4 items. His sale end time is 4:30pm and his Close Duration is 120
minutes. As a result, John’s items in his sale will have closing times spread out over the duration after the sale has
started closing. John will have 1 item closing at 4:30, 1 item closing at 4:31, 1 item closing at 4:32, 1 item closing
at 4:33, and 1 item closing at 4:34.

1. Your items will now close in the order that you selected for the sale
a. Please note that items will close in the same increment of minutes of the ‘Close Duration’ that you selected when
you created your sale. These will go in blocks of the amount of items vs the amount of minutes selected.
i. Example: If you have a 90 minute Close Duration set for your sale, they will go in blocks of 90 items/lots.

ii. Example #2: If you have a 90 minute Close Duration for your sale and you have 180 items/lots, you will have
two items close per minute. These items will go in blocks of 90 with each block closing two items/lots per minute
(ex: item 1 and item 91, item 2 and item 92 will be closing at the same time).

b. The number that you order your items/lots will affect the order that they appear in in your sale based on the block
that they are in. For example: If there are 270 items/lots in your sale and you selected a 90 minute Close Duration
period then you will have 3 blocks of 90 items. (Iltems numbered with the order of 1, 91, 181 will appear next to
each other in your sale).

2. If you did not save to Sync Items, or the items are not showing in the correct order for your sale, you will need to re-
sync the items.
a. To re-sync the items, you will need to change one item to zero, and then back to the original number you had it set
at. Once that is completed, you will need to click the green Sync Item Closing Time

Field: Sale Tax (%) &

The required sale Tax ( % ) field requires a tax percentage for items sold. If you operate in an area where tax is not
collected on sold items, just enter 0 in this field.

3/22/24 Release provide an implied decimal:
Implied Decimal on Sale, Item, and Buyer Premium sale settings:

Implied decimal has been added to Sale tax setting,individual item sale tax setting, buyers premium percentage setting

o Seller.com users will now see an implied decimal to help reduce tax percentage and Buyer Premium percentage entry
mistakes.

A Warning: Make sure you are aware of the tax laws in your area and the area of a sale.
© Note: In some areas certain items are not taxed while other items are taxed. To account for this, each item has a

checkbox that allows to remove the tax on that item even if you have a tax percentage listed for the sale.

Field: Sale Buyers Premium &
The required field Buyers premium ( % ) allows you to specify the buyers premium for the sale overall.

According to Wikipedia:

26


http://seller.com/

In auctions, the buyer's premium is a charge in addition to the hammer price (i.e. the winning bid announced) of
an auction item, or lot. The winning customer is required to pay both the hammer price and the percentage of that
price called for by the buyer's premium.

Caring Transitions encourages a buyers premium of 15% for auction centric sales.

The sale Buyer’s Premium value is universal to the sale’s auction items but can be overridden on an item by item basis

using the field “ltem Buyers Premium”.

0 Buyer’s premium is only applied to auction items. Direct Buy and Onsite items do not compute buyer’s premium.

Field: Sale Pickup Information &

The sale Pickup Information text area is where you can write pick up details to be displayed on customer invoices. This
information is not visible on the CTBIDS web site EXCEPT for invoices.

ﬂ Tip: A well crafted pick up information includes the date, time, and location for pickup. If sale location is difficult to
find, provide your customers easy to understand navigation instructions.

Field: Sale Provenance &

The required, rich text field Sale Provenance is where we provide a description of the sale. This description is provided to
users of CTBIDS.

Rich text fields, such as Sale provenance, are not editable directly. You can edit the contents of this field by selecting the
pencil-in-a-box icon.

S'JIL' r'IU'-.-"_"'LI"I_'.' :
A lovely sprawling estate over 10.5 acres. Lots of machinery for land
management as well as house goods that span the time periods from ©®
1800s to modern day. Wonderful pastel paintings as the owner was an

Upon selecting the pencil icon, an editor will pop up allowing you to edit the contents of this field. Supported formatting
elements include font size, font styles such s bold, italics, underline, and strike through. You can also create bullet and
numbered lists and indent or outdent sections of your text.
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Alovely sprawling estate over 10.5 acres. Lots of machinery for land management as well as house goods that span the
time periods from 1800s to modern day. Wonderful pastel paintings as the owner was an artist.

Cancel

When you have created your sale provenance just select the “Save” button to save the text.

To view the text as it appears in a web page, select the eye icon.

Field: Sale Terms & Conditions &

The required, rich text field Terms & Conditions is where we provide the terms and conditions of the sale. The contents of
this field are provided to users of CTBIDS.

Rich text fields, such as Terms & Conditions, are not editable directly. You can edit the contents of this field by selecting

the pencil-in-a-box icon.

Terms & Conditions *
Bidding Terms & Conditions: |
1. Placing a bid is an agreement to purchase. If you are the winning @
bidder, you are committed to purchasing and picking up your item(s)

Upon selecting the pencil icon, an editor will pop up allowing you to edit the contents of this field. Supported formatting
elements include font size, font styles such s bold, italics, underline, and strike through. You can also create bullet and
numbered lists and indent or outdent sections of your text.
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Alovely sprawling estate over 10.5 acres. Lots of machinery for land management as well as house goods that span the
time periods from 1800s to modern day. Wonderful pastel paintings as the owner was an artist.

Cancel

When you have created your sale Terms & Conditions just select the “Save” button to save the text.

To view the text as it appears in a web page, select the eye icon.
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ltem Fields

Field: Item Sale &

The required Item Sale drop down field is where we select the sale for this item. This drop down selection will contain
upcoming or active sales for the location specified in the Item Location drop down field.

Field: Item Location &

The required Item Location Field allows you to select the location whose sale you are creating an item for. Upon selection

of a location, the item sale drop down selection will contain the list of upcoming or active sales.

Field: Item Area &

The required field Item Area drop down selection associates the item with an area of a house for use in CTBIDS. This drop
down will be preselected based on the drop down value in the field Item Category but can be changed as needed.

Field: Item Category &

The Item Category drop down is a required field to associate this item to an item category.

o Note: Selecting this field will automatically select a value for the Item Area drop down selection.
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How to Create a Sale

Application: Seller CTBIDS

Creating a sale is easy in Seller CTBIDS. Watch the video for a complete step by step overview or follow the steps below.
1. Sign in to Seller CTBIDS

2. Select the left-side menu item “Sales”

HISELLER]

Sale Title

State

All

3. Select the button “+ Create” in the upper left-hand corner of the sale listing table

4. Creating a sale has two tabs required to complete, Detail and Settings, and one tab optional, Media. You will start
creating your sale using the “Detail” tab. Enter in all required field information - only the address 2 field is optional in this
tab but the address is the address that will show on invoices as the pickup address - and select the button “Next” to go to
the Settings tab.

A\ Please note, filling out the first tab “Detail” and selecting the Next button does not save your sale. It is only when
you complete filling out the second tab “Settings” and selecting “Save” on that tab will the sale actually be

created.
e Tip: On the sale “Detail” tab, if you enter a zip code into the Zip Code field the state and city will attempt to auto-

populate for you. If the zip code spans multiple cities, you will need to select the correct city from the drop down
selection.
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Zip *
{_97424 ]

State *

[_Oregon v ]
City *

{_ Cottage grove v ]

Client Name

[- Jeff and Christine, I

Screenshot

5. After selecting the Next button from the sale “Detail” tab you will be presented with the sale “Settings” tab.

6. Select the time zone for the sale. This selection corresponds to the date and time selectors below this field and will
store the sale start and end times based on the time zone selected.
a. Please note, if you select a time zone different form the location setup there will be a popup - Are you sure you
want to update the time zone for this sale?

Are you sure you want to update the time zone for this sale?

Mo Yes

7. Select the sale start and end date and time by using the date and time selector. You can open these date and time
selectors by clicking on the corresponding start time or end time fields.

8. Select the desired closing duration that you wish your item closings to be distributed. Your available selections are 90,
120, 150, and 180 minutes. Starting with the sale close date and time, your items will be distributed to close every
minute over the duration of time selected after the time of sale closing.

9. Enter the tax percentage in accordance with your tax laws. “0” is a valid value for this field.
10. The buyer’s premium defaults to 15% but can be changed in this form. This can also be marked as “0”.
11. Select if you want to Apply Tax on Buyers Premium

12. Select the Iltem Receipt Methods you want available at the Sale Level

Tax (%) *
[_0.0DO ]

Buyers Premium (%) *
[_ 0.000 ]

] Apply Tax On Buyers Premium
Item Receipt Methods *

Pickup Delivery Shipping
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13. Item Receipt Methods - this is the option given to customers when they place their initial bid on an item.

a. The IRM enhancement is removing the action to select an IRM after a sale is closed.

b. A sale will not save until at least one IRM is selected

A

5 When you are creating items in a sale, they will automatically render the IRMs that were selected at the sale level. If you go
back to the Sale level settings and edit/change the IRMs offered after some items have already been created, the update
will NOT affect items that were previously created in the sale but only the items moving forward.

Example:

| created items on the app when the sale settings were set to pickup and shipping and some items had both shipping and
pickup checked, then later | updated the sale settings to pickup only (deselected shipping). New items | create will only
show pickup selected, but the previous items, that were created while both were an option, still retained it's shipping and

pickup IRM status.

In the screenshot below you will see that on the item created when shipping and pickup was initially set at the sale level but
the sale IRM settings were later changed to only Pickup, shipping is still selected but is now ‘grayed out’.
*If you change your mind and want to now deselect shipping from this item, it will need to be done on the CTBids Seller Site

and cannot be done on the seller app. *

£ Edit ltem
Description >
ltem Type *
h
Auction

Captura Photo

Capture Video

You can uploa

11erm is
Featurad

Itern receipt method *

El Pickup

1.00

Reserve Price (§)
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14. Enter pick up information for this sale in the Pick Up Information text field. This field accepts plain text only as it is
presented to the customers through the CTBIDS website.

15. When selecting the Scheduled Pickup date, the system will not allow you to select a date prior to the sale end date.
You will need to adjust the sale end date first and then update the scheduled pickup date when editing these fields on
your sale. You do not need to enter a the scheduled pickup date at sale creation, but if you go to move all items into
Ready and have not selected the pickup date, the system will give you an alert on your sale dashboard that this needs
to be done prior to items being moved into Ready.

16. Enter the sale provenance (description) in the Sale Provenance text field. This field accepts plain text only as it is
presented to the customers through the CTBIDS website.

17. The Terms & Conditions, Invoice Message, Shipping Info, and Payment Info fields are editable only by using the
“pencil” icon next to the field. These fields contain formatted text for display in invoicing and are also displayed within
CTBIDS to customers. You can review the formatted text in these fields by selecting the “eye” icon next to the field.

18. Invoice Message- This is what will display on your invoice that goes out to all customers, and is where you will want to
enter all payment and pickup information (payment due date, pickup dates, time and address)

Sale Settings

Time Zone *

{ US/Eastemn v l

Start Time
F02f2532022 02:00 PM ‘

End Time
FD4J‘28‘I'2032 03:00 PM ‘

Close Duration (minutes) *
{90 minutes b l

Tax (%) =
{8.880 l

Buyers Premium (%) *
{15.000 l

(] Apply Tax On Buyers Premium
Item Receipt Methods =

Pickup Delivery Shipping

R . 88/500
~ Pickup Information 488/50

testing save

— Scheduled Pickup Date

05/01/2032
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— Terms & Conditions *

1. Placing a bid is an agreement to purchase. If you are the winning
bidder, you are committed to purchasing and picking up your
item(s) or making shipping arrangements. Please do not bid if you

— Invoice Message *

Thank you for supporting a family in transition.
Payment is due immediately and must be paid by noon, month/day. The
pickup address is 1223 Main St, City, State, Zip

— Shipping Info *

1. Local pick up is preferred. Shipping is available for some items at the
buyer's expense. We use USPS Mail for all items that fit in a flat rate ship
envelope or box. If the item does not fit in a flat rate ship box or is fragile,

— Payment Info *

1. Invoices will be sent out once the sale has completely closed.
Payment is due immediately upon receipt of invoice.
2. Login to your CTBids Account: Invoices=Purchases=Check out

Staff Checkpoint

|- Select Staff Checkpoint

Previous Cancel Update

Hi Hz SansSeif # MNomal % B I U & 9

[rhank you for supporting a family in transition.

Payment is due immediately and must be paid by noan, moniniday. The pickup address is 1223 Main St, City. State, Zip
PICKUP TIME: D from M

Questions? one numibe: r
Please bring necessary tools and help for picking up large items. Loading assistance is not available. Some
items may be located in the basement or second floor. Please bring boxes o totes for smaller items to carry
away.
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Terms & Conditions: (A bid is an agreement to these terms) Caring Transitions offices are independently owned and
operated, terms and conditions may vary. Please ensure you read and understand the terms and conditions for any
office from which you purchase.

Listings times have a soft close. Extra time will be added to ending times on lots that receive bids within the final
minutes, to allow all bidders a fair chance to win. This will give you time to place a higher bid in the final minutes of
closing, and mimics what happens in a live auction where the auctioneer asks for any last bids before making the sale.

GENERAL:

Abid is an agreement to purchase the item(s). The highest bidder is committed to purchasing the won item(s) and to
picking up item(s) during scheduled pick-up times. You may appoint someone to pick it up for you. Your bid is a
commitment to understand and abide by scheduling & payment deadiines. Please do not bid if you do not plan to
purchase, pay, schedule, and pick up your items on the advertised pick-up day. You, or someone you appoint, MUST
be available to pick up your purchases on the scheduled pick-up date unless you have made prior shipping or delivery
arrangements. Bidding privileges may be suspended for ALL storefronts if you default on any part of this agreement.
Auction pick-up locations change from auction to auction and are generally in the greater Tucson area. The general

Concel

The Advanced Text Editor &

Terms & Conditions: (A bid is an agreement to these terms) Caring Transitions offices are independently owned and
operated, terms and conditions may vary. Please ensure you read and understand the terms and conditions for any
office from which you purchase.

Listings times have a soft close. Extra time will be added to ending times on lots that receive bids within the final
minutes, to allow all bidders a fair chance to win. This will give you time to place a higher bid in the final minutes of
closing, and mimics what happens in a live auction where the auctioneer asks for any last bids before making the sale.

GENERAL:

A bid is an agreement to purchase the item(s). The highest bidder is committed to purchasing the won item(s) and to
picking up item(s) during scheduled pick-up times. You may appoint someone to pick it up for you. Your bid is a
commitment to understand and abide by scheduling & payment deadlines. Please do not bid if you do not plan to
purchase, pay, schedule, and pick up your items on the advertised pick-up day. You, or someone you appoint, MUST be
available to pick up your purchases on the scheduled pick-up date unless you have made prior shipping or delivery
arrangements. Bidding privileges may be suspended for ALL storefronts if you default on any part of this agreement.
Auction pick-up locations change from auction to auction and are generally in the greater Tucson area. The general
location of pick up (crossroads and zip code) is noted in the auction listing. The buyer is responsible for understanding
all the deadlines, rules, and terms for each sale. The exact address and instructions/link for scheduling a pick-up time
will be on your Caring Transitions invoice (not PayPal).

BIDDING INSTRUCTIONS:

‘You must register to begin bidding on our auction site. We have made every effort to describe items as accurately as
possible with as many defects noted as possible. Expect normal signs of wear associated with antigues, vintage, and
used items. Please take advantage of the zooming rollover feature that appears when the mouse is rolled over images.
All items are sold AS IS/WHERE IS. No refunds or returns. Please ask all questions before bidding. All sales are final.
Caring Transitions does not guarantee the working order of any clock, watch, electronic or mechanical device. Precious
metals are described as marked and are not acid tested. Gemstones are tested with a presidium gem tester and it does
not differentiate between natural and synthetic colored gemstones, gem types are only suggestions based on
Presidium tester guage as it covers such a wide range of gems with overlapping data. Dimensions given may be
approximate. We are located in the southwest desert where it is not uncommon to find black widow spiders, scorpions,

The formatted text viewer &

19. When you have entered all required information, select the “Save” button at the bottom of the “Settings” tab. When
selected, you will receive a small pop-up dialog asking if you would like to add media. Select Yes or No depending on if
you would like to add an image for the display of your sale door within CTBIDS. Media is optional for a sale and a generic
front door image will be provided if you do not add sale media.

Do you want to add media to this sale ?

No, save & exit Yes, add media
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20. Sale media can be added at any time until sale closing.

21. If you select “Yes, add media” the third sale tab will appear where you can add a sale door image in the sale Profile
image. These images are square and are not displayed anywhere else in CTBIDS except for the sale door.

© sales go live when the sale start date and time has matured and the sale has at least 1 “ready” item.
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Retracting a Bid/Customer/All Bids

Application: Seller CTBIDS

To retract a bid do the following:

1. Sign In to Seller CTBIDS

2. Select the left-side menu item 'Sales'

3. Search for the sale and select the sale 'Dashboard' icon in the list of the selected sale

4. Locate the item in question from the sale and select the 'eye' icon to view it

5. When the item details appear, the list of bid history is displayed and a button to retract the bids from the item is

shown on the right.

Bidding History
Bidders: 3 Current: $21 Goal: $0.00[%21] walue: $0.00[%21]
ftem Details

Retroct o Bidder Retroct All

Date & Time Bidder Bid Amount Proxy Max Bid

09/29/2022 06:33:47 PM EDT Suter ral 37

6. By selecting a retract option, a pop up window will appear to list a reason for retraction. This comment will be sent

to all customers via email to notify of a retraction on the item.

Please provide the reason for the retraction and keep in mind
this message will be sent to all user who bid on this item.

This will retract the_current bid, would vou like to proceed?

Select ‘Confirm' to remove the current bid. This function will remove each bid one by one.

o Please Note: Sellers can now retract bids from items that are in a soft close. You can not retract a bid once the

sale has closed.

To Retract a customer:
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1. You can follow the same steps from above for retracting a bid

2. To Retract a customer, it will remove all bids from the selected customer.
a. Select the Retract a Bidder button

(R ISELLER]

@ Back | Sales Doshboard | ftem View

Sale Title
Summit Avenue Globol Art & Artifacts Online Auction - Ends 4/18! Bidding History Messages & Reply

Item Title
"Semovar" - Russion - 1896 Sidelers: 3 Current: $30 Goal: $0.00[$30] Welue: $0.00[$30]
Item Closed Time

04/18/2022 08:05:00 PM EDT Item Details

Item History

Stotu - Ready Retract a Bidder Retract All
cthids_buyer

04/09/2022 10:43 PM

SKU Date &Time Bidder Bid Amount
OFS5

b. Select the user who's bids you are retracting
i. This will retract all of the bids from this user

katieg6138 []

Vicg3721 ]

3. By selecting a retract option, a pop up window will appear to list a reason for retraction. This comment will be sent
to all bidders via email to notify of a retraction on the item.

0/250

Please provide the reason for the retraction and keep in mind
this message will be sent to all user who bid on this item.

This will retract the selected bidder's on this item, would vou

like to proceed?
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4. Select ‘Confirm' to remove the current bid. This function will remove each bid one by one.

© rlease note: You can not retract a bidder once the sale has closed.

Retract All Bids:

1. To retract all bids from an item, select the Retract All button

Bidding History

Bidders: 7 Current: $308 Goal: $0.00[%308] Vialue: $0.00[%308]

Item Details
Retract a Bidder
Date & Time Bidder Bid Amount

2. By selecting a retract option, a pop up window will appear to list a reason for retraction. This comment will be sent
to all customers via email to notify of a retraction on the item.

0/250

Please provide the reason for the retraction and keep in mind
this message will be sent to all user who bid on this item.

This will retract all bids, would you like to proceed?

Please Note- when you retract a bid, every user/customer that has placed a bid on this item will be notified
of a bid retraction, and will see the message you enter in

0 Retracting is unavailable once the sale has completed.

© Once a bid has been retracted, there is no way to reverse this action
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Suspending a Customer & Invoice Management after Suspension

Application: Seller CTBIDS

Suspending a Customer &
Released on 3/22/24 - The Seller’s ability to make suspensions and unsuspend for their own location.

» Suspending a Customer
o Suspend Details
= Active Sales Reports will now include a column for Suspension Status

* You can run an Active Sales Report to check for any suspended customers on your active sales (a new column
has been added for this)

o You can look up the suspended customer using the Buyer/Bidder tab
= You can then click on the red flag for a quick view into their suspension status.
= |f you feel that the suspension status details will require you to take action, you can now
= Suspend for your location yourself if you feel you need to
= The ability to suspend or unsuspend for your location is available to you for your location

* When you click on ‘Suspend Buyer’ you will be presented with four options to select your reason for
suspension.

o Fraudulent Behavior

o

Non Payment - Item

o

Non Payment - Shipping
o Inappropriate Behavior
e You will see a static message about suspending network wide.

o The decision to suspend network wide should be based upon whether you feel the customer is a threat to
the entire network. Your action will be to call into the Help Desk to request a network wide suspension
(and unsuspension -if necessary).

= Keep in mind, suspending the bidder from your location will now ‘Flag’ the customer for the entire
Owner network to see.
= They will appear as ‘suspended’ on Active Sales Reports
= When an owner searches for the customer in the system the red flag will be visible and can be
selected to review the suspension(s) quickly.
= A box will open to show you the ‘Why, Where, and When'.
= This Flag system is designed to help reduce the need for Network Wide suspensions:
through this increased visibility. You no longer have to suspend sitewide as a way to protect other
locations since this feature provides instant visibility.

= Example: We see a lot of sitewide suspensions for one unpaid invoice, then we will receive a
sitewide release of that suspension within hours when the customer has updated a payment method
or resolved the issue.

= Suspending for your site as you attempt to work through the issue with the customer will still be
visible to all, but may not require a full network suspension at that time.

o You will have the ability to add notes to your suspensions which will be seen publicly by all Franchise
Owners and anyone with Admin/Seller Access.

o There are two areas on Seller CTBIDS .com where suspension details can be reviewed

41



o The first way that a Seller site user can review the suspension details is by going to the Buyer/Bidder tab
and entering the customer's name.

= Here the customer will be shown in a list format below the search criteria.

= |f the customer has been suspended, even if it is only from one location, a red flag will appear to the
left of their name

= You can click on the flag to quickly review where, why, & when the customer has been suspended
from. The information that will be displayed is:

= The location name(s) where the customer is suspended from
= The reason selected for the suspension
= Added notes written at the time of the suspension(s)
= Who the person was that suspended
o The second way to view a customer's suspension is after you have searched for the customer
= click on the pencil icon to open up the customer's full information.
= Under the label of ‘Suspend Details’ you will see the word ‘suspended’ with a number next to it.
= That number represents the number of locations that the customer is suspended from.

= You can click on that number to open a box to review where, why, & when the customer has been
suspended from. The information that will show is:

= The location names where the customer is suspended from
= The reason selected for the suspension
= All notes written at the time of the suspension(s)
= Who the person was that suspended
= Unsuspending a customer
» Unsuspension Details
o You have the ability to unsuspend a customer from your location

= First click on the Buyer/Bidder tab and search for the customer

= Click on the pencil icon to open the customer’s profile

= Look for the ‘Suspend Details’ section

= |f you wish to unsuspend from your location; these are the parameters:

= |f you suspended a customer from your location only, you can unsuspend them for your location only

= |f you disagree with a sitewide suspension made by another location, you can unsuspend a customer
from your location only so that they can bid on sales at your location

= |f you made a sitewide suspension and now the issue has been resolved, you will need to call into
the Help Line to request a lift of the sitewide (network wide) suspension.

= A static message will be visible as a reminder of this action.

= When you click on unsuspend you will be presented with a box to select why you are unsuspending.
Those options are:

= Customer Paid Unpaid Invoice
= Customer Paid Unpaid Shipping Invoice
= Resolved issues with Customer
= Other -See Notes

= You will also leave brief notes about the unsuspension that will be publicly visible to the entire Network
= |f you suspend this customer again from your location, your unsuspension entry will be removed and

the new suspension entry will now be shown. This is real-time updates as they happen.
o Unsuspension View
= To view any unsuspension details

= You will click on the Buyer/Bidder Tab
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= Enter the customer’s information to search

= Click on the Edit Icon to review the customer’s profile

= Under the label of ‘Suspend Details’ you will see the word ‘Unsuspension’s’ with a number next to it.
= That number represents the number of locations that the customer is unsuspended from.

= You can click on that number to open a box to review where, why, & when the customer has been
unsuspended. The information that is shown will be:

= The location names where the customer is unsuspended from
= The reason selected for the unsuspension

= All notes written at the time of the unsuspension(s)

= Who the person was that unsuspended

= |f a customer was suspended sitewide and then unsuspended sitewide, the unsuspension’s
number will be large (the total number of locations).

= Don’t be alarmed by this
= This is why unsuspension’s also have details about why and when, along with notes, so that
you can review this status.

Suspension Best Practices:

« Up until now, most suspensions have been placed as Sitewide suspensions. We understand that this was done as a
way to protect and warn all other locations the only way that was available to you at the time. Please reevaluate when
you feel you need to suspend sitewide now that you have these additional tools to help with full network visibility.

o Best Practice examples:

o If you have a customer with 1 unpaid invoice, you can suspend for your location only while you make an attempt to
reach them about the failed or unpaid invoice.

= Suspending for your location flags them for visibility into the issue for ALL Owners to see.

= Suspending for your location will produce a result on any Active Sales Reports run where the customer is winning
items.

= |f you feel you have given adequate time for a response and you now feel that this person is a threat to the
entire system, you can call in to make the sitewide suspension.

* Keep in mind that the entire network can already see that you have suspended this person and why.

o Evaluate what your new sitewide suspension threshold will be. You no longer have to suspend sitewide to
alert the network to an issue that may be resolved that same day.

o If you have a customer who was rude to you and/or your staff at an auction pickup. Yes, you definitely will want
everyone to know, and you can do this by suspending for just your location and outline what happened.

= Again, the user is flagged for the entire network to see and the reason is stated.

» Does their action warrant a sitewide suspension or is full visibility into the situation with your suspension
enough?

o If someone declined additional services for shipping/packing.
= Suspending for your location will alert the entire network to this situation.
« Are there other suspensions for the same reason?
o If this seems to be a habitual issue, does this now warrant a sitewide suspension?
e Is this customer a frequent customer of CTBIDS and is otherwise in good standing?

o Could this have been just a one-off because the shipping cost was just higher than the customer
expected?

» You will want to look closely at each situation before making your decision on a sitewide suspension.
o Keep in mind that the entire reason for the flag feature is to alert the entire network

= One Owner may suspend sitewide for reasons that other Owners may not agree with and will want to allow the
customer to still bid at their location.
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» A sitewide suspension prevents the customer from bidding at any locations.

o We have had many occurrences where a customer was suspended sitewide and then other locations have
written in to unsuspend for just their locations because this customer has been a great customer for
them.

o Let the flag do the work for you. Allow each Owner to make the suspension decision for themselves in
certain situations. They can click on the flag and decide if this is reason enough to also suspend and not
do business with this customer.

= Obviously this does NOT refer to Fraudulent activity. If you feel the customer is a fraudulent bidder, this
is reason enough to suspend sitewide.That being said, we hope that this new alert system will help to
limit your actions of constant communication with Maximum which will save you time.

o Again, one suspension is all it takes to flag a customer for ALL to read. This follows the customer onto your
Active Sales Reports to easily see that a suspended customer is bidding and winning on your auction.

= You can then look up the customer and review the suspension status/flag and decide for yourself what
your next action should be.

Invoice Management after Suspension &

Process: If you decide to suspend a customer for non-payment or late payment you may wish to sell the unpaid item to
other customers.

Option 1: Sell the unpaid item to the next highest Bidder. Check the Bid History and verify who the next highest bidder
is. Communicate with, and offer, the item to that Bidder/customer at their highest bid. If they accept, you will need to
create a new invoice and process that payment.

0 If you need to know how to create a new invoice, please scroll down for steps to: ‘Adding the Item to New
Invoice’.

Option 2: Sell the unpaid item(s) by other means such as during pickup or taking credit card over the phone or sending
an invoice from PayPal. In this case, any new price would have to be manually updated to your copy of the Sale History
report. There is not an option to update the true selling price into CTBIDS. With this option you should make an edit to the
original unpaid invoice by removing items, or removing prices. Any edit will void the original invoice sent to the unpaying
suspended customer so that a late payment would not be possible. There is no need to send the newly created invoice to
the unpaying customer.

Assigning the Item to Existing Invoice &
1. Remove the item you want to reassign or completely void the invoice if the customer surrenders the item/items
2. Confirm the invoice was voided
3. Navigate to the invoice of the customer you wish to assign this item to
4. Click “Edit Invoice”



. Click “Add ltem”

a. The system automatically adds the next available item

b. If multiple unsold items are available, choose the appropriate item from the drop-down

. Add appropriate prices/amounts to ‘Amount’, ‘Tax’, and ‘BP’ fields
. Click the Submit button at the top of the page when all edits are complete and satisfactory
. This will automatically void the customer’s original invoice and create a new one

. The customer will have to accept this new invoice BEFORE seller can process payments

Adding the Item to New Invoice &

. Click the ‘Create’ button at the top of the Seller dashboard

All v Al -

. Select “Create New Invoice”
. Select the new winning customer in the Billing To field

. Click “Add ltem”

a. The system automatically adds the next available item

b. If multiple unsold items are available, choose the appropriate item from the drop-down

. Add appropriate prices/amounts to ‘Amount’, ‘Tax’, and ‘BP’ fields
. Click the Submit button at the top of the page when all edits are complete and satisfactory

. The customer will have to accept this new invoice BEFORE seller can process payments

45



Assisting Customers

Application: Seller CTBIDS

1. Customers may request help while trying to login.
o Direct them to 844-4BidHelp (844-424-3435)

2. If you choose to assist them, you may walk them through resetting their password.

a. Click 'Sign In" in the top right corner of ctbids.com

b. Click Existing User link at the top of the page or Forgot Password at the bottom.

Sign In

Existing user: If you already have an

old account? Click here to login

Sign In with Your Social Media Account

G N «

Email *

B ]

Please enter value

Password *

[ PR

&= ]

Please enter value

[J Keep me signed in

Forgot/Reset password?

3. The link will be sent to their email. They may need to check their Junk or Spam folders.
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Editing Tax and Buyers Premium During Active Sale

Application: Seller CTBIDS

To update the tax or Buyers Premium for your sale while it is still active, do the following:

. Sign in to Seller CTBIDS
. Select ‘Sales’ from left-side menu

. Search for your sale using the search functions

1
2
3
4. Once you find your sale, select the ‘Pencil’ icon to edit the sale
5. Select the ‘Settings’ tab

6

. Update the Tax or Buyer's Premium fields

0 Updating the tax or buyer's premium during an active sale will update the fields for all items in the sale. If you
have an item that does not require tax in the sale, you will need to individually update that items tax field.
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Uploading Mobile Queue to Website

Application: Seller CTBIDS

Staff in the field will be using mobile devices to capture photos and create listings on the Seller Next Gen application.
After all necessary information is filled in for the item listing, i.e. description details and photos, the item will appear in
the ‘Queue’. Here, Staff can select an item one by one and select ‘Publish’ to upload it to the sale. Selecting ‘Remove

From Queue’ will remove the item listing.

< Items + Create
Queue 2 Published History

Name A-Z «

. Cat Figurine
@. Sku: DXBzXAFrM7N @
hilll  Sale Name: Kelly's Tutorial Sale #2

Once items have been published, they can be viewed in Seller.CTBIDS.com
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Featuring an ltem

Application: Seller CTBIDS

Featuring an item in your sale will allow that item appear in ‘Cool & Unique Treasures’ and also trigger your sale to
appear in ‘Today’s Featured Estate Sales' on the CTBIDS homepage in a random order. The 3 featured items will be
different and change every time a user views the home page or refreshes their screen. This is a great way to generate

visibility for neat items as well as your sale.
To feature an item, do the following:

1. Sign in to your Seller account
2. Select ‘Sales’ from the left-side panel and then select ‘Items’ from the dropdown
3. Create a new item or click the ‘pencil’ icon next to an item you would like to edit

4. On the settings tab, you can check or uncheck ‘Iltem is Featured'

1 Detail m- 3 Media

Item Settings
O Item is shippable | Item is featured Item not taxable
Sale Type
(Auctlon v
rr BIDS Home  Advanced Search  EstateSales  Locations [

Cool & Unigue Treasures

Lee, Massachusests, 01238 o, Auetion Greenwaod, Missauri, 64034 & Avetion Worcester, Massachusests, 01602 o, Auction

Updated Fitch Jacket Vintage Rock Early 1900 Toy Steam Shovel

Current bid: $5.00 Current bid: $0.00 Current bid: $25.00
® ® B
02d 23h 44m S22 058 00k 28m 52 06d 00h 04m 523
Bid Now - Bid Mow - Bid Now -
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Automatic vs Manual SKUs

Application: Seller CTBIDS

To enable or disable automatic SKUs for items, follow these steps or watch this video:

1. Sign into Seller CTBIDS on a computer or mobile device

2. Select ‘Locations’ from the left-side panel, find your location and click on the ‘Pencil’ icon to edit. On mobile, select
‘Locations’ and click on the location name and select ‘Edit’.

T saa
CTEER ey - - B
Al v
T Contoct 1} Saote 1) City 1} Stotws 1 Last Modified 1]
ek Kol Tonkin Chia Deryten Actie 067182021 10:29 AM EDT |
Joel Aodnac Ohio Coshacton Hckive 06/17/2021 12:03 PM EDT

3. This will bring you to the settings & defaults for the sale. Check or uncheck the box for automatic SKUs. On mobile,
select ‘Settings & Defaults’ in the top right corner.

Settings & Defaults

Time Zone *
M l

{ Eastern Time

PayPal Email * I

Please enter value

| Goagle Code |

I FB Pixel I

SKU Processing
Use Automatic SKU's

@ This setting will enable or disable automatic SKUs for every sale under the location you make the edit to.

If ‘Use Automatic SKU’s' is disabled the user will have to manually enter an SKU when creating a new item

1. Sign into Seller CTBIDS on a computer or mobile device
2. Navigate to the sale you need to add an item to
3. Click the “+ Create” button

4. You will be redirected to the Item Details page where you will need to manually enter an SKU in the field
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Item Details

Location *
Coshocton Ohio v
w

Category *

Select Category v I

Area

Select Area v I
Aa | Title *

Lot #{SKU) *
TEST123]
| Condition I
Description
®
Status *
Select Status v I

| Auto SKU generation not enabled I

Scenarios of duplicate SKUs

o SKU Field limitations (for .com and app)
a. To help prevent accidental duplicate SKUs (example: LR*125 & LR125 or LR125 & LR 125). These could end up in
the same sale and may cause confusion.
b. SKU field is limited to alphabetic and numeric characters only
i. Special characters and spaces will not be accepted
e Scenario 1: Owner Has 'Automatic SKU' off in Location Settings and Creates ltems in App
o Owner Creates Item 1 with Manual SKU of 'SKU1' and adds to Queue
o Owner Creates Item 2 with Manual SKU of 'SKU1' and adds to Queue
o Owner attempts to publish Item 1 and Iltem 2

o App splashes a message that there are duplicate SKUs

e Scenario 2: Owner has 'Automatic SKU' off in Location Settings and Creates Items in App
o Owner Creates Item 1 with Manual SKU of 'SKU1'
o Owner Publishes Item 1
o Publish Successful

o Item is in Pending on http://Seller.CTBIDS.com
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o

o

o

Owner Creates Item 2 with Manual SKU of 'SKU1'
Owner attempts to Publish Item 2

Seller App will splash an error message to User that there is a duplicate SKU

» Scenario 3: Owner has 'Automatic SKU' off in Location Settings and Creates Iltems in App

o

o

o

Owner Creates Item 1 with Manual SKU of 'SKU1'
Item 1 goes to Queue

Owner Creates Item 2 with Manual SKU of 'SKU1'
Item 2 goes to Queue

Owner attempts to Publish Item 1 and Item 2
Item 1 will publish successfully

Item 2 will not publish

Seller App will splash an error message to User that says "Publish Completed!" Any unprocessed items will remain
in Queue with noted failure message

e Scenario 4: Owner has 'Automatic SKU' off in Location Settings and Creates Items in http://Seller.CTBIDS.com

o

o

o

o

Owner Creates Item 1 with Manual SKU of 'SKU1' and adds to Queue
Owner Creates Item 2 with Manual SKU of 'SKU1' and adds to Queue
Owner attempts to publish Item 1 and Item 2

System splashes a message that there are duplicate SKUs

e Scenario 5: Owner has 'Automatic SKU' off in Location Settings and Creates Items in http://Seller.CTBIDS.com

o

o

[e)

Owner Creates Item 1 with Manual SKU of 'SKU1'
Owner Publishes Item 1

Publish Successful

Item is in Pending on http://Seller.CTBIDS.com
Owner Creates Item 2 with Manual SKU of 'SKU1'
Owner attempts to Publish Item 2

System will splash an error message to User that there is a duplicate SKU/or SKU Already Exists

e Scenario 6: Owner has 'Automatic SKU' off in Location Settings and Creates Items in http://Seller.CTBIDS.com

o
o

o

A

Owner Creates Item 1 with Manual SKU of 'SKU1'
Item 1 goes to Queue

Owner Creates Item 2 with Manual SKU of 'SKU1'
Item 2 goes to Queue

Owner attempts to Publish Item 1 and Item 2
Item 1 will publish successfully

Item 2 will not publish

System will splash an error message to User that says "Publish Completed!" Any unprocessed items will remain in
Queue with noted failure message

If you are manually entering SKU's and publish an item, you will not be able to create another item in that sale
with the identical SKU. If you manually enter an SKU and move that item to Pending status, then add a new item
with the same SKU as the item in Pending, the items will not be able to be published but will instead continue to
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sit in the Queue. No error message will render about identical SKU’s if the items are in Pending since SKU’s are
not tracked in the system until the item is in Published.
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Pending to Ready Status for Items (Activating Items)

Application: Seller CTBIDS

To move items from ‘Pending’ to ‘Ready’ follow the steps below. This will activate the items in the sale to be live when the
sale starts.

All items that are published from the mobile queue will have a status of ‘Pending’ and will need to be reviewed before
setting the status to ‘Ready’. There are no longer mobile postings.

When creating items from a computer, item status can be selected in the ‘Detail’ field.

Items can be changed from a ‘Pending’ to ‘Ready’ status, and vice versa, by also navigating to ‘Sales’ on the left-side
menu. From here, find the sale that is being worked on, select the ‘Dashboard’ icon and you will see ‘Pending' - select the
Pending tab and then you will see a ‘Select All’ box - check that, or you can select all of the items you would like to move
from Pending to Ready. Then select ‘Bulk Item Update’

CTSeller ™

@ tacx | Seang oo

Once you select ‘Bulk Item Update’ you will see a pop-up window and you can select an action. Select ‘Status Change’

Select an Action Select an Action L4
Select an Action
Buyer's Premium Percentage
Item Taxable Status
Item Receipt Method

Reassign Sale

Status Change

Tax Percentage

Once you've selected Status Change, it will now have you confirm you want to move all items to Ready status. Select Yes.
All items will be moved from Pending to Ready.
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Select an Action Status Change v

Status Change

Do you want to change all items to
Ready Status?

3l -

You can complete these same steps when moving items from Ready to Pending. Just make sure to repeat the process
from the ‘Ready’ tab on the left side of the Dashboard.

o Only items with a ‘Ready’ status will display in a sale.
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Create an Item Desktop & Seller App, Item Creation Checklist, &
Editing Photos/videos on items/lots

Application: Seller CTBIDS

Seller Desktop &
To create an item on Seller .com in your sale follow the steps below or watch the video.

1. Sign into Seller account on a desktop

2. Select ‘Sales’ and then ‘ltems’ from left-side menu. For mobile devices, select the ‘Iltem’ box'.

SELL R L Garcin, Katie @I m 33

» ltems
Display Records Per Page 10 v [SREON coorch
Y Buyer/Bidder m

3. Select the red ‘Create’ button on the right.

4. Iltem details will appear to fill out necessary fields and place the item in your sale.

e g

)
1l |
)
)

3/22/24 Release

Implied Decimal on Sale, Item, and Buyer Premium sale settings:
Implied decimal has been added to Sale tax setting, individual item sale tax setting, buyers premium percentage setting

o Seller.com users will now see an implied decimal to help reduce tax percentage and Buyer Premium percentage entry
mistakes.

5. Click ‘Next’ to go to ‘ltem Settings’. Input necessary fields for the item.
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Item Settings
[ Item is featured (] ltem not taxable

Item Receipt Methods *

L}) Pickup Shipping
tem Type *
[Aucliun v
1
I Reserve Price () I
I Buy it now Price (3) I
I Buyers Premium (%] I

e ‘

I Shipping (3] I

I Handling (5} I

I aluation (3) I
Tax (%)
0.000 ]
I Tag (Press Enter to add Tag) I

6. You can enter Dimensions & Weight, but this is currently not a required field:

| Buyers Premium (%) |

Length (inches) Width (inches) Height {inches) Weight (Ibs)
[T E ]

P, |

7. SKU Field limitations (for .com and app)
a. To help prevent accidental duplicate SKUs (example: LR*125 & LR125 or LR125 & LR 125). These could end up in
the same sale and may cause confusion.

b. SKU field is limited to alphabetic and numeric characters only
i. Special characters and spaces will not be accepted

8. Click ‘Next’ to go to ‘Item Media’. You can also choose to add media at a later time if you are creating items on your
desktop.
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9. Upload images and videos for your item and rearrange the order of media. To change the display image, click and drag
the image you want to be the display to where it says ‘Display Image’.
a. You can now upload images larger than 5MB, but smaller than 100MB on the Seller site.

b. Limit on uploading photos from a mobile device gallery using the NG app is 40 photos

c. You can add new photos/videos (and edit them) AND delete unwanted photos/videos on an item all in one action
before clicking save at the end (implemented On 8/25/23 software release).

10. Select ‘Save’ when finished.

0 Creating items in the mobile app will place them in Queue where they can be uploaded to the sale with a ‘Pending’
status.

A\ Once there is a bid on an item, you can not longer remove media.
Once a sale has closed, you can no longer edit information about the sale or an item -including media.

Editing Media (photos/videos) on an item Desktop: &

» You can add new images or videos to an item (even if the item has bids placed).

e You can edit & delete images or videos from an item up until a bid gets placed. Once a bid is placed, you can no
longer remove media (images/videos).

« Add & Delete in One Save: When you want to remove media (images/videos) and upload new, you can now do all
of those steps and click save one time to save all of those changes together at once when you are finished
(implemented 8/25/23).

A . Once there is a bid on an item, you can no longer remove media.

* Once a sale has closed, you can no longer edit information about the sale or an item -including media.

+« When editing a photo from a horizontal layout to a vertical (portrait) layout follow these steps:

o Click on one of the rotate buttons at the top to first rotate

o Use your mouse scroll wheel to scroll/pull down on the image to get the image to fit inside the edit box.
(implemented 8/25/23). See image:

= |f you do not have a mouse, use your fingers on your mouse pad and squeeze your fingers together or slide
them apart to quickly adjust the image into the crop field full sized.
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Flip image
first, then
use your
mouse scroll
wheel and

pull the
wheel down
to stretch
the image to
fill the box

Adding Items on the Seller Mobile App &

1. Login to the CT Seller NG app (mobile device)

2. Select the ‘Item’ box

= Q i

Items Locations Sales

%
[ 1]
Staff

3. Select the red ‘Create’ button on the top right corner
a. Everything will now be on one continuous page to create items
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Queue 2 Published History

Created Newest «

4. Fill out necessary item details in fields needed and place the item in your sale
a. Mobile Devices will need to tap the keyboard icon button when they adding a detailed description at the top of your
screen to see the ‘Save’ button at the bottom of the screen and proceed to the next step

Location* -
Test 5_10 v
Category* o
Area v
[tem Title*
OYORIMOYQ3MD
Condition

) 4

5. SKU Field limitations (for .com and app)
a. To help prevent accidental duplicate SKUs (example: LR*¥125 & LR125 or LR125 & LR 125). These could end up in
the same sale and may cause confusion.
b. SKU field is limited to alphabetic and numeric characters only
i. Special characters and spaces will not be accepted
6. You can now select how you want to upload your images:
a. You can capture a photo directly from the app - it will allow multiple shots, and you will have the option to edit your
photos before saving, you can take 20 images at a time

© Wwhen using the in-app camera, to engage the auto-focus physically move your device forward and back some
until the device auto-focuses in on the subject prior to taking the shot. If you point your device at a subject and it
initially appears blurry, this means that the auto-focus has not been activated yet. Moving your device towards
and then away from the subject will trigger the focus.

7. Upload images and videos directly from your device. To change the display image, click and drag the image you want
to be the display to where it says ‘Display Image’.
a. Limit on uploading photos from a mobile device gallery using the NG app is 20 images

b. Limit of one video per item of 15 seconds or less

c. Limit on images/videos per item is a total of 40
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Auchion

Caplure Pholo Caplure Video Gallary

6. Fill out all necessary information

Dimensions & weight

Width Inches Height Inches
Depth Inches Weight Ibs
Shipping
Handling ($)
Goal ($)

Valuation ($)

ltem Tags @
coce | (I

Note: For Duplicate SKU’s

A Duplicate SKU warning will be issued to the user once they have selected to PUBLISH the item.

Any duplicated SKU items will NOT publish and will have a visible icon with message included (screenshot
below).

The item that was created first with the SKU WILL publish, leaving the duplicate behind with the red icon and the
message with that icon.

The callout here is that this will happen once the user goes to publish the item, not while they are being created
and stored in queue. &

@ SKU Field limitations (for .com and app)
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1. To help prevent accidental duplicate SKUs (example: LR*125 & LR125 or LR125 & LR 125). These could end up
in the same sale and may cause confusion.

2. SKU field is limited to alphabetic and numeric characters only
a. Special characters and spaces will not be accepted

817 w!l = ED I
Y
QUEUE PUBLISHWRW
Test 2 °
Artful Pottery
Modified Dale: 04/08/2024, 04:13 AM|
SKU: 1234

6. After all information is entered you will have 3 options to proceed:
a. Cancel - to exit
b. Queue - to send the item to the queue (the queue is helpful when WIFI is not available. Items can be stored in the
queue and published later when there is good WIFI available).
i. We recommend no more than 40 items be left in queue at any given time
ii. The queue is an offline feature. Lots/media stored in the queue are stored ONLY on the device they were
created with.
1. Queue lots/media are not visible on Seller CTBIDS .com or on other devices connected with the location.
2. Lots/Media have to be published before they can be accessed by someone on the Seller’s dashboard (in
pending) or visible in the published tab.
3. You do not want to update the Seller App if items are still remaining in Queue. All of the information will be
lost
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4. It is recommended that Sellers provide staff with devices to use so that the device is easy to troubleshoot,
maintain, and will always be your property. If a staff member leaves suddenly and had lots/media in the
queue on their personal device -you have lost all of that information.

c. Publish - If you are on Wifi and have a good enough connection to publish the item to the site, you can select this
option. *Please be aware that if your connection is poor media items may not fully upload to the site. Check the
item in the published tab to see if you notice the ‘sync’ icon. If the sync icon is present, then not all media items
uploaded. You can read about the sync button in another article for troubleshooting.

7. Editing an item while in Queue or when items area already Published
a. Click to edit an item
b. If you need to edit the photo, click the pencil edit icon on the photo you wish to edit

c. You can rotate/flip with the top options and there are other edit options below the image

1:16 ol T .

o Rotsteleft b Flip harizontal

Rotstion Zoom

d.

e. You can also change the item order with the ‘Order Images’ button.
i. Once you are on the page to reorder images, press and hold the image and drag it to the new location
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116 wl T .

& Edit Item

Auiction

=

Caplure Pholo

Caplure Video

a. Publish - to publish/upload the item
i. You can not select more than 5 items at a time to publish
ii. If the item has a video, we recommend that you publish that by itself

iii. Please note that by selecting Publish - it will not make the items go live or Ready - they will still be in Pending
status until you move them over to Ready status on the desktop

iv. After selecting ‘Publish’ you can select the Publish or History tab so that the successful publish could be verified.
9. If the sale has a Staff Checkpoint Selected - when the employee is adding the item to Queue or Publish, they will be

prompted with a Staff Checkpoint Question - In order to proceed they must select Yes, if they select No - they will be
brought back to the previous continue working or fix what is needed.
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10:26 AM  Tue May 10

Staff Checkpoint
Does item include feature images?

Searching or Filtering within the Published Tab &

In the published tab you have a ‘Filter’ option to search for items/lots that have been published.

{ ltem
QUEUE PUBLISHED HISTORY
*d Created Newest = filter

Once you click on the Filter option you can enter different criteria to search and select ‘filter’ at the bottom:

65



¢ or o

QUEUE FUBLISHED HISTCRY

Iltem Title
Category
SKU

Itern Status
Itermn Sale

Item Listing Creation Checklist &

a. Professional photographing lighting - lights, light box.
b. Current version of CT Seller NG app installed on mobile device with updated operating system.
c. Each photographer set up to have their own login to CT Seller NG.

d. CTBIDS Ruler/yardstick preferred and if a non-CTBIDS ruler or yardstick is used do not use one that advertises another
business.

e. Tape measure
f. Tags, tape, marker to denote SKU.
g. Bags or boxes to contain item listings in an orderly fashion.

h. Jewelry scale, jeweler’s loupe (small strong magnifier), diamond tester, metal chemical testing kit, magnet for gold
testing

i. Non-wrinkle and non-lint holding dark and light tablecloths.

j. Props for jewelry or clothing

k. Portable Table

|. Heavy duty power cord with power strip to check items that power on.

m. Cleaning supplies: rags, paper towels, window cleaner, mold remover, wood cleaner, dark and light wood scratch

remover.

n. A copy of the prohibited items list
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Group items in such a way to sell each lot for $40 to $60 (In a liquidation sale, we get 10-
20% of the retail or appraised price). &

a. Low value items such as clear glassware, partial sets of dishes, mugs, linens, towels, hand tools, silver plated items,
random glass, “knick-knacks”, storage containers, most books should be sold in bulk or in a pickers sale.

b. Review results after every sale and consider how to avoid creating future item listings that sell for $15 or less.

Use the CT Seller NG app to create item listings. &

a. If the location where photography will be done has no internet connection, login and create a test listing (can be edited
onsite to an actual listing) using the location sale title while you have an internet connection.

b. Once a sale has been found and an item created, the CT Seller App will remain on the selected sale so subsequent
items can be created and added to a sale even in places where there is no internet connection.

Be sure to select the correct sale (Mandatory fields are noted by an asterisk)

Select an appropriate category. &

a. The Area will automatically be filled in based upon the category selected. There is no need to adjust the Area as this
is a room shopping designation for bidding customers.

Create a meaningful title (voice to text recommended to save time) maximized for SEO. &

a. The title will become part of the item SKU.

b. When possible include the brand and model, product type plus key attributes (do not create funny or clever titles, save
the humor for the description).

For example, Apple iPhone 8, 64 GB Gold - Towle Place Sterling Silver Candlelight Place setting for 8 - Canon DS126151
EOS Rebel XTI DSLR Digital Camera, Zoom Lens and Charger.

Each title word will be automatically capitalized.

Employ a strategic SKU. &

a. An SKU that can quickly demonstrate which photographer took the photos, and where it is located and possibly who
was the owner can save time at pickup.

For example, JRO01B might designate the item was taken by Joel Roadruck and located in the Basement.

Each photographer could be assigned a series of numbers such as 0 to 99 and 100 to 199 to remove the need for
photographer initials.

Client initials could be added at the beginning of the SKU in cases where more than one client has items in a sale.

Clockface numbers could be added to designate where in a room an item was located - JRO0O1B3 would designate halfway
down the right side of the basement. Six O’clock is the entry door to the room.

b. Adhere the SKU to the item in a way that will ensure the SKU remains on the item listing but will not damage finish or
leave residue.

Condition is a required field, and this is not displayed to the customer. &

a. Use your best judgement when making the selection, definitions are below the selection:
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Select Item Condition

Iltems show no signs of being worn and include tags, packaging, etc.

LIKE NEW

Items are clearly unused, but tags are not attached, packaging missing, etc.

VERY GOCD

Items show minor signs of wear. Example: shoes may have light scuffing on the soles, light scratches.
GOOD

Items show moderate signs of wear, moderate scuffing or scratches

FAIR

Heavy wear, scratches, etc.

a. Do not repeat what you used in the title and if you have nothing more to add leave the description blank.

b. Use the description for more details not contained in the title such as features, defects, number of items (voice to text
recommended to save time)

c. Denote imperfections, chips, dings, dents, scratches, or non-working features.
d. All furniture needs to include dimensions either in the description or in the dimension fields.
e. Descriptions need to be factual and not opinions.

f. When known, include material types such as solid wood (include wood type if known), particle board, plastic, concrete.

Take meaningful photos that fill the device image screen by using landscape and portrait
shots strategically so that cropping_is not needed. &

a. The first image (cover photo) should include all items in the listing.
b. The first image must be a photo and not a video.

c. Subsequent images should include close ups of individual items, makers marks, model/serial numbers, features,
defects, all sides including the top and bottom when possible.

d. Take photos of legs, feet, arms, hardware, inside of drawers to show construction such as Dovetail joints. Photograph
the back of furniture as it will reveal solid wood vs laminate. Be sure to photograph makers mark, scratches, water stains,

carvings, seat cushions and any labels.

e. Fake name brand items are illegal to sell and not having an item authenticated or stating that the item is imitation or a
reproduction or does not make it ok. Name brands can be authenticated using Luxury Designer Authentication Services -
Real Authentication . If authenticated, be sure to include this in the description.

f. Take a minimum of ten information filled photos/videos - you can take 20 at a time for a total of 40 - 3 photos or less is
unacceptable.

g. Use video(s) to show if item functions - 10 to 15 seconds per video. You can include multiple videos.

h. Be aware of mobile device auto-rotation when taking photos downward over a table or on the floor. When pointing your
device downward the image will save in ‘profile’ orientation and not landscape. You can edit the item image to rotate it
into a landscape position. The side of the device closest to the item will be designated as the bottom of the photo.

i. Use supplemental professional lighting when shooting items indoor and the lighting is low. Added professional lighting
when lighting is low will help to improve photo quality. When images are taken in low-light environments, the camera will
increase the ISO to force light into the image -a higher ISO means that the image will have more grain and will be less
sharp (quality decreases as ISO increases).

j. Use a non-wrinkled, non-lint filled tablecloths and backdrops to create appealing item listings. If a backdrop is not
possible, have a solid wall in the background.

k. Move distracting items out of view from items being photographed.

68


http://realauthentication.com/
http://realauthentication.com/
http://realauthentication.com/

|. When photographing groups of items arrange taller items in the back or use a box under. tablecloth to create a shelf -
use a CTBIDS ruler/yardstick to show scale. A measurement or size indicator must be included in every item listing.

m. Dust or clean dirty items before photographing (exception for tools and outside items)
n. Strive to create an average listing in 10 minutes - 6 per hour is the goal - high value items may take longer.

0. For upholstered furniture, note if house was smoker free or not and pet free or not. If the pets were known state what
they were. This will help customers who may have allergies.

p. For Beds, photograph the bed with the bedding on it first (if nice and in good condition). Remove and shoot the
mattress/box springs (if nice and in good condition). Take photos of labels. Shoot bed frame, headboard, footboard.

g. Note on framed artwork if it is a watercolor, painting, oil on canvas, (paintings are typically not under glass)
embellished print, signed print, artist proof or print. Take photos in a way to minimize glare. Be sure to get the back of art
and close ups of artist signature, print number and close ups of features in the artwork and the frame.

r. Distinguish sterling silver from silver plated items (very low value) - never state sterling silver unless you see the .925
or other silver designation marks. (There is a foreign mark of .825 and it is 19K gold.) Never make a claim of sterling
silver or gold if you are not sure.

s. Distinguish costume jewelry from silver and gold by markings (use jewelers loupe to see marks) or by using metal test
kit.

t. Include a photograph of silver and gold items on a jewelry scale (do not include knives if the blade is stainless steel)
u. Note if large items are in a location with steps such as on a second floor or basement.

v. Note if items must be disassembled or removed from a wall or if special tools or equipment will be required for
removal. Note if the item is extremely heavy.

w. For large comic book collections, be sure to include the issue number usually located upper left side plus the title

usually shown at the top. Cascade the issues in groups to show all.

x. For China sets be sure to get close ups of the markings on the bottom and then show photos of stacks of plates, bowls,
cups, saucers to show the total number of each.

y. Most clothing is donated or sold in bulk but for vintage items, designer items, leather and fur will do best when
photographed hanging or on a standing form. Take photos of tags, sizes, collars, sleeves, pockets, buttons, front, back,
inside lining, close ups to show texture and color.

z. Purses will photograph better in a cover photo when stuffed with paper. Photograph trim, handle, interior, label,
closures and all sides.

Jewelry should be put on lint free forms or stands. Photograph hallmarks (i.e. 585 or 14K indicates gold content equal to
58.5%, marks of HGE, GE and GF indicated Heavy Gold Electroplate, Gold Filled) on fine jewelry, measure chains and
show sterling and gold on a jewelry scale.

Electronics/appliances should be turned on to verify working condition. Take video when possible. Photograph
model/serial numbers, controls, cables, cords, remotes.

Lamps should include one photograph being turned on, photograph the base, lampshade, harp, finial, plugs (if old)
For rugs be sure to get a closeup of the pattern, the label, the edges and a corner of the backside.

First edition or old or collectible books and magazines should include photos of the publication date, title page, inside
pages as well as showing any wear. For lower value books, consider listing an entire bookcase as one item listing.

Clocks and watches need to include closeup photos of the maker, the clock works, frame, face, and hands.

Antique dolls should include photos of the body under the clothes, maker, face, clothes and any damage.
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Glass/ceramics/porcelain or dishware or collectibles should include closeup photos of item details, labels, signatures,

etched maker’s mark and any damage.

Do not include any photographs with handwritten SKUs or other notes about the listing, doing so makes the item listing

appear unprofessional.

The Item is Featured box should be clicked for four to five items in every sale. Please do not click all items as being
featured.

The Item is Shippable box should be checked for any item that can be shipped.

Item Not Taxable box should only be checked for sales that require collection of sales tax and the item being sold is
not subject to tax such as coins (in some states) or in a case of a motor vehicles, boats, trailers where the buyer must
register and pay the tax when doing so.

Starting Price for all auction items is $1 and cannot be changed

A Reserve Price can be entered, but should be used sparingly and only used in cases where you have an assured
buyer. Never use a reserve on an item of less than $100. Optimum results are achieved when sales can be advertised
as all items starting at $1 with NO RESERVE.

Buy It Now Price can be added but is not recommended for typical liquidation sales. This option works better in long-
term inventory sales.

The Buyer’s Premium is set at the sale level setup but could be modified for an item if desired. Some sellers use a
different BP when selling cars. The lower number should be included in the description.

Item Tags do not need to include any words already included in the title or description. If you have a good title or
description, Iltem Tags may not be necessary. However, they could be used in cases where you feel an item might be
found with a search word. Maybe you are selling a 1987 Chevrolet KS Blazer and did not use the word “Car”. You might
add “Car “or “SUV” as a tag. You might add a tag if an item has a common misspelling and include the misspelled
word. Or maybe you have a designer Longines watch and enter “Rolex” as a tag so that your item will appear in a
search for Rolex even though it is not a Rolex.

Dimensions can be added in this area if not already included in the description or represented by a unit of measure in
the photos.

The fields of Shipping, Handling, Goal, Valuation should be left blank.

The tax field will auto-populate from the sale setup.

An item listing created from the CT Seller NG will be designated as Pending and cannot be changed to Ready during
creation. It must be Published first and then Items can be made Ready in bulk from the Sale Dashboard or could be
marked as ready one by one from the Published tab or from the Sale Dashboard.

If you are in a location that has a good (2 bars or more) and fast internet connection (2Mbps or greater) you can click
to Publish but if your internet connection is not good, you can opt to put an item listing in Queue. You can Publish later
once you are in a place with a good and fast connection. You can click up to ten at a time to Publish in a batch. It is
recommended that items be Published daily, if possible, and that there are 50 or less in Queue. In either case, you can
continue to make edits from Queue or the Published tab.

Reminder to check the Published tab for the ‘Sync’ Icon if any media items did not publish. Pushing items to publish is
uploading the item details and all images/videos to the Seller Site database. If your upload had a connection
interruption and not all media made it, the sync button will be present and you will need to click the sync button to
attempt to publish the missing media.

The items History tab just shows what each user has sent over to be Published. It does not have any editing options so
it should be cleared after every sale. If not, it can take up a large amount of storage on the device and could cause the
CT Seller NG app to malfunction.

ltems can be found quickly on the Published tab by using the search/filter option located on the top and is labeled
‘filter’. Search can be narrowed using SKU, the first words of a sale title, first few works of the item title, Item status,
and Category. This option can be useful to see photos of items quickly during pickup or shipping.

Once all photos have been taken and the SKU secured to the item, the lot should be placed in a way that makes it

clear as to what is included in the lot to make pickup or shipping efficient. Secure in a box, bag, container or mark an
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area off with tape. Full packing should not be done. Buyers need to be able to inspect at pick up. It is the buying
customer’s responsibility to pack for transportation home.
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Cloning Items/Group Clone

Application: Seller CTBIDS

Cloning is a helpful feature to duplicate an item from a previous sale into an upcoming sale.
Items can be cloned individually or in a group. To clone an individual item, do the following:

1. Sign into your Seller account.

2. Select ‘lItems’ from the left-side menu.

3. Search for the item you would like to clone using the filters.

4. Once the item populates, select the ‘square’ icon. A window will pop up to ask you what sale you would like to clone
the item to and if the media details are required.

5. Select ‘Clone’ and the item will be cloned to the designated sale.

6. You can now clone an item to the same sale it was created in, so that you can have duplicate items when needed.

Cloning x

7. Cloning items will reset the Item Receipt Method settings to the sale level settings of the newly assigned sale.
a. For example: Item #1 is in Sale A. The IRM methods selected at the item level for Item #1 are pickup and shipping.
| clone Iltem #1 to Sale B. Sale B’s IRM settings are pickup, shipping, and delivery. When | go to edit the settings for
Item #1 in Sale B, all of the IRMs are automatically selected.

To clone a group of items, do the following:

1. Select ‘ltems’ from the left-side menu.
2. Search for items you would like to clone using the filters.

3. When items populated, use the boxes to the left of the items to select various items or the box within the headings bar
to select all items.

4. After items are selected, click on the red ‘Group Cloning’ button in the bottom right of your screen.

Group Cloning  JESISL T« ERNIES

5. A window will pop up to ask you what sale you would like to clone the items to and if the media details are required.

Group Clening X

Kelly's Tutorial Sale &
B Media
m

6. You can now clone items to the same sale it was created in, so that you can have duplicate items when needed.

You cannot clone items from a sale into a sale at a different location. This error can occur for staff members who work at
multiple locations. Cloning items will reset the Item Receipt Method settings to the sale level settings

0 The SKU number for a cloned item will be the same SKU as the original item with the word ‘Clone’ in front of it.
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What to do Post Sale

Application: Seller CTBIDS

After your sale has closed here are the steps to follow:

1. Sign into your Seller account
. Select ‘Sales’ from the left-side menu
. Search for your sale details to populate information

. Once the sale has appeared, select the ‘Dashboard’ icon

. If any item(s) need edited, bids retracted, customer changes, etc., click on the ‘eye’ icon next to the particular item(s).

2

3

4

5. Review ‘Sold’ items from the left-side menu.

6

7. After reviewing sold items, select “Generate Invoices” in the top right corner of your screen.
8

. You can view/edit invoices that are generated before sending them to winners by selecting ‘Invoiced’ from the left-side
menu.

9. After reviewing generated invoices and ready to send to winners, select the blue ‘Send/Resend Unpaid Invoice to
Buyers’ button from the ‘Sold’ tab or blue ‘Email Invoices’ button from the ‘Invoiced’ tab. Both are located in the top
right screen.

Auction
Direct Buy

Onsite Only

El

Mot Sold

Ilnvcril:ed I

Shipped
Ready

Pending
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Using Reports

Application: Seller CTBIDS

There are 7 different reports that can be run, see below or watching the video:

You will now need to enter in the sale name in the “Type to Filter” text box to pull up the sale you need,
and then select the sale from the drop down below Watch this video

Fay .
o E SE LI_ER i Scheduled Maintenance on August 12 between 2.30 om EST ta 5.30 om EST Gorcia, Katle ‘(QV m i

Home

Fi lect location - Select Sale -
e T ease select bocatio

Sales
] All - Al v

Buyer/Bidder

Invoice

Reports

Provide criteria to filter your search

1. Sale History Report - Run this report for a complete look at post-sale data.
2. Bidder Report - Run this report to view customer data and is helpful for items like Tax exemption Status or general
bidder information.
a. If you are wanting to run a report of a live sale, please select the Location and enter your sale name to search
i. Selecting date, sale name, and other criteria will help render the reports faster and with more precise results
b. Users cannot download a report with 10,000 < results
c. This report should only be pulled before a sale closing starts or after a sale completely closed (not while a sale is
actively closing).
3. Pickup Report - Run this report for your Staff to use during pickup.
a. This will also show what item receipt method users selected during checkout
4. Active Sales Report - Run this report to view data during an active sale. This report is useful if you suspend a
customer and need to see other items they may be winning in your sale.
5. Sign off Report - Run this report for your Staff to use during pickup to record a Winner’s signature and date upon
receiving their items.
6. Admin Report- Run this report to have a quick glance for the overview of business (sales, items, percentage of items

sold, prices, etc) for desired date ranges

All reports can be exported to a CSV file in Excel.

« To change the Invoice number direction, or if you are getting an error on invoice numbers - Make sure to change the
settings from General to Number and remove the decimal points
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[ J L M N
Winner Us Winner Er Phone

kaytee89 ktonkd3@; 9.376E+09 100 Cedar |Springborc Ohio

Joel joelroadru 9.997E+09 B124 Meag Cincinnati Ohio

Joelvahoo joelroadru  5.14E+09 8124 Meag Cincinnati Chio

zale-history-repart (9) (&)

Address  Winner Cit State / Pro Winner Co Zip

USA

UsA

usa

Posta

|Buyers Pre Tax Buyers Status

L]
L]
L]
0
L]
0
05
0
0
0
0
L]

T

0 Pending
0 Pending
0 Pending
0 Pending
0 Pending
0 Pending
0 Pending
0 Sold

0 Pending
0 Pending
0 Pending

0 Pending
0 Pending
0 Sold

0 Pending
0 Pending
0 Pending
0 Pending
0 Pending
0 Pending
0 Pending
0 Pending
0 Pending
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Seller Reports and Advanced Search option for clients to review closed sale items.

Application: Seller CTBIDS

Active Sales Report &

Active Sales Reports can be run to view the current bids (Sale Price column) to check at a glance how your sale is doing.

If you run an Active Sales Report while items are closing on your sale, any items that have already closed will cause the report to also populate the BP, and Tax columns. Any
items that are still live and have not closed, will show zero (0) on those BP & Tax columns.

As more and more items close on a sale, the BP and Tax will populate on that Active Sales Report, all the way up until the last item is about to close. As soon as the last item
closes, the Active Sales Report will no longer be available and you will need to now run a Sales History Report.

How to run an Active Sales Report:

1. Select Reports

2. Select Active Sales Reports

3. Click on the dropdown arrow and begin typing in the sale title name you want the report for, it should auto populate below to click on
4. Then click Search

Testing this Link ogain 9-13

& Home

Location * Sale Title
Q Locations Coshocton Ohio v Select Sale v Clear Al
®F BuyerBidder Rover Sale

Select Reports

: / Select Active Sales Report
es Report

> Sign Off Report

Provide criteria to filter your search
Click on the dropdown box and begin
to type the title of your sale -it will
B¥4 Messages autopopulate below for you to click

on.

> Admin rt

Then click Search

5. Click Export to CSV

SKU Item Name
CLONE_DR3444345 Frm Drive Android 13
CLONE_FR45554 Gallery Android 13
RGGR Item 30(IRM Test)
CLONE_I890001 Item Android 89 Q
Click on Export to CSV to
XFGHFGH sdfer34r132r3e download the Excel
FDSFEE test7.1178 SpreadSheet
GHVHFG test refresh

6. Check your Download Folder for the Excel spreadsheet

Sales History Report &

You can run a Sales History Report to view closing information and stats from your sale.

© The sales History Report will be importing the Buyers name from their generated invoice. Their name and default shipping address is what will be reflected on the
report.

1. Select Reports
2. Select Sales History Reports

3. Click on the dropdown arrow and begin typing in the sale title name you want the report for, it should auto populate below to click on
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4. Then click Search

Ceshocton Obio v | seeasde

wto ol

Select Reports

Select Sales Hisotry

Click on the dropdown
box and begin 1o type the.
title of your sale it wil
autopopulate below for
You 1o ciick on.

‘Then ciick Search

5. Click Export to CSV

SKU Item Name

CLONE_DR3444345

CLONE_FR45554

o tesing Y
Sara's Test S for 05 22102023
“Soras soie enc 227 Testng Se.
2672 TestSoke
2557 Kotetestsale

imcice Snopig

Provide criteria to filter your search

B ExporttoCSV

Frm Drive Android 13

Gallery Android 13

RGGR Item 30(IRM Test)
CLONE_I890001 ltem Android 89 Q

Click on Export to CSV to
XFGHFGH sdfer34r132r3e download the Excel
FDSFEE test7.1178 SpreadSheet
GHVHFG test refresh

6. Check your Download Folder for the Excel spreadsheet

A\ On a Sales History Report, some information for Bidders that were part of the ‘legacy data’ (Before August of 2021) will not appear on the Sales history report.
Also, if an invoice was never generated for an item that sold, there will not be an invoice number or Bidder profile address information listed on the Sales History

Report.

©® You can also run a Sales History report to gather individual item URL's for your clients to review. See below for the Advanced Search Feature to help clients with

closed sales as well.

Item ‘Report’ &

If you would like to search and compile a report on a certain item grouping to see, for example: if these items sold, what the price was, and obtain the individual item URL,

along with who created and modified the item last:

=

Go to Sales

N

click on items

w

Select the filters that you see fit (example: you can choose a specific category, item title, date range, and status to narrow the search to exactly what you need). You can

also leave the search/filter bars blank and just click ‘Search’ to populate all data.

o &

click search

o

Export to CSV

Category hem Tite

oea

@ird House With Florais

ra Christmas

ery
rea

Light Up For The Holidays

nea

Vintoge Hartmen Luggage Set For Him

an -
Stas. ote Ciy
Al - .

be sure to adjust the display records number so that all items appear on the report

Created By

% Select the number [
to be sure to -

..., display all items in
the sale.

Created Dote To

& Al -

B
Display Records Per Poge [100 +| m Clear Al

Downsize for Freedom Online Auction - En '3 Fa2 Sold GEICIHO
Downsize for Freedom Online Auction-En_. & F15 Sold
Downsize for Freedom Onfine Auction - En_. & Fi3 Sold
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8. When data has populated, you can further refine the results by using the toggles in the headings bar to reorder information.

9. An Item Report also provides a report for a sale in progress that has items in Pending or for when an inventory is being performed for a client.

Bidder Report ¢

You can run a Bidder Report to obtain some information on buyers who have won on your sale. You can see their email, phone number, tax exemption status and if you have
approved that exemption.

1. Click on the Reports tab

2. click on bidder report

3. filter using the search bars (sale title... or simply search for one bidder by name, email, or nickname).

4. click search

5. Export to CSV

[HISELLER]Y 12002023 13086 o () R

T Test Location - Nothing Reallyfor Sole - Select Sule

Provide eriteria to fiter your search

Pickup Report &

You can run a Pickup Report to confirm the Item Receipt Methods selected

Click on Reports

click on Pickup Report

Select your location (if you have more than one location you will need to select the location first)
Start to type in the sale title to choose the correct sale

click search

IS L

export to CSV

Next Scheduled Maintenance: 12/08/2023 1:30AM-6:30AM ET/

# Home
Location * Sale Title

o (e CT Test Location - Nothing Really for Ser Select Sale v Clear All m

B Buyer/Bidder

Provide criteria to filter your search

> Admin Report

B4 M

Sign Off Report &

This report is to be used by staff during pickup to record a winners signature and date upon receiving their item.

1. Click on Reports
2. click on Sign Off Report
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3. Select the location

4. Select the sale by starting to type in the sale name and then selecting the appropriate sale
5. filter further with the other filter search bars if needed
6. select search

7. Export to CSV

8. expand the columns/rows of the excel spreadsheet as needed to allow for the signature and date, and print

[RSELLER NP —— Py —

CT Test Lication - Nothing Recay for Sole - Select Saie -

Provide criteria to filter your search

Admin Report &

Run this report to have a quick glance for the overview of business (sales, items sold, prices etc.) for desired date ranges.
1. Click on Reports
2. click on Admin Report

3. select your location

4. select the date range or check the box for a supplied range that you would like to review (the question marks will tell you what this range covers)
5. click search

6 Note there will not be an Export option for a spreadsheet version

[HISELLER P p—

Locason* St Encl Dot From Seie End Date Ter
T Test Location - Nothing Really for Scie + [ vwvorr . s . . m
[ Yesterde @ [0) WeektoDate @ (] MenthtoDate @ (] YeerteDete @

2 Buyermiacer

B ivoice ) Lost7dows @ ) Lost30sos @ O Lost3865dovs @

Provide criteria to filter your search

Advanced Search Feature to allow clients a way to review closed sale items from their auction &

Unfortunately, the option to send a link for a completed sale is no longer an option. Having the super long unique URLs exposed us to a security risk and this had to be
eliminated.

You would have to give a client instructions on how to use the Advanced Search tab. You could use the instructions below and just supply the dates they should use for their
sale.
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CTBIDS makes downsizing easy! Our experts will handle it all. C

Advanced Search 1 te Sales  Locations I

Advanced search

Search on 2

Roswell and Buckhead Geol hd

Category

I All Categories ]

Keywords

Search all of these words ]

Item Location State Miles

Zip Code L Select State VI [ Select Miles V]

Price Range From 3. The day before the sale started.
s [ i - 4_The day after the sale ended

Date From ]

|
11/11/72023 i} .] ’ 11/20/2023 i} .l

Search Only

Auction Direct buy On Site Only Buy Now Shippable
Completed (Location or Category selection is required)
Sort by

| Price High-Low hd 6 AS deSIFEd

o [

@ To get an inventory to include the description you must use the Items Tab. You can start from the Sales tab by selecting the number of items as shown here:

Zip Code Location
- - Roswell and Buckhead Georgia -
... |
e 1l Sole Address 1l tart Date 1 End Date 1l
B R@ Beouty Goes to DC Pt. 2 Online Auction - En Marietta, Georgia, 30067 12/04/2023 06:00 AM EST 1211172023 08:00 PM EST [
= ] Beouty Goes 1o DC Online Auction - Ends 12/ Marietta, Georgia, 30067 12/01/2023 06:00 AM EST 12/09/2023 08:00 PM EST 152
aRO Cabins, Offices, and High Dollor Homes Online Auc_.  Marietta, Georgia, 30062 11/19/2023 06:00 AM EST 1112772023 08:00 P} 130
] Downsize for Freedom Online Auction - Ends 1 Roswell, Georgia, 30075 11/12/2023 06:00 AM EST 1111972023 08:00 P}
= ] Elegonce in Brookhaven Online Auction - Ends 114..  Brookhaven, Georgia, 30319 2023 06:00 AM EST 11/16/2023 08:00 PM E

§ Home . § . § o
Category o Titie Descrpbon e 5K Sllect m° "umr o - — Created By
" - e beEiTete & & A v
Stote G ..., display all items in
v . m the sale.

)
Display Recards Per Page [400 'J Ciear Al

© Bock - Downsize for Freedom Onéne Auction - Ends 11/19! &=

edom Online Auction-En_. &, =5 Sold /

[m] L ird House With Florals
N Click to
[ m Christmas Greenery Downsize for Freedom Onling Auction - En.. & F32 Sold
( o Light Up For The Holidays Downsize for Freedom Onling Auction - En_. & F15 Sold
( ne Vintoge Hortman Luggage Set For Him Downsize for Freedom Oniine Auction - En. &, F13 Sold
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Editing Location Templates

Application: Seller CTBIDS

Location templates are pre-loaded information to be used in your sales for Terms and Conditions, Invoice Message,
Shipping Information and Payment Information.

Access the location templates by following the steps below:

1. Sign in to your Seller account
2. Click ‘Locations’.

3. Click ‘Location Templates’.

O Locations

? Location Images

> Staff & Agents

> Location Templates

4. Select the ‘Eye’ icon to view the defaulted information and the ‘Pencil’ icon to edit. You will need to edit your location
templates to update information specific to your location. These templates will be populated into every sale you
create.

You can view the templates within your sale by selecting the ‘Pencil’ icon to edit and navigating to the ‘Settings’ tab of
the sale. Here you can see the templates pre-loaded into the sale details. Select the ‘Eye’ icon to view or the ‘Pencil’ to

edit if you wish to change the templates for a particular sale only.

L J

Bidding starts at $1 with NO RESERVES!

[
Bidding Terms & Conditions: ©
1. Placing a bid is an agreement to purchase. If you are the winning | g
Thank you for supporting  family in transition
Payment is due immediately and must be paid by noon, monthiday. @
The pickup address is 1223 Main St. City. State, Zip
1. Local pick up is preferred. Shipping is available for some items at the ||
buyer's expense. We use USPS Mail for all items that fit in a flat rate tod
ship envelope o box. If the ftem does not fit in a flat rate ship box oris | g
L. Invoices will be sent out once the sale has completely closed. 1l
Payment is due immediately upon receipt of invoice. @
2. Login to your CTBids Account: Invoices=Purchases=Check out
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Update Sale Cover Photo

Application: Seller CTBIDS

A sale may be created before Staff has gone out to photograph items. In this case, Seller’s can still create a sale and
enter information and opt not to add a ‘Sale Cover Photo’ at that time. After items have been added to the sale, the Seller
can then go back and upload a ‘Sale Cover Photo’ with one of the item images.

To do so, first sign in to your Seller account then complete the following:

1. Click ‘Sale’ from the left-side menu.

2. Search for the sale and click the ‘Search’ button.

3. When sale appears on results list, click ‘Dashboard’ icon to view sale items.

4. Click on ‘Ready’ to view items that will be active in sale.

5. Scroll through ready items to find one to represent the sale. While staying on the ‘Ready’ item list, simply right click an
image and ‘Save image as’.
a. You can also use this feature to save high resolution images that you can access again for marketing

purposes

B SELLER! o (2) I

— B — oa

After you have saved the item photo, do the following to update the sale cover photo:

. Click ‘Sales’ from left-side menu.
. Use the search bars to find the sale and click the ‘Search’ button.

. Select the ‘Pencil’ icon to edit the sale.

1

2

3

4. Click on the third edit option ‘Media’.

5. Select ‘Change Image’ and upload the image that was just saved for the sale.
6

. Click ‘Save’.
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oy 8.6

Kety B-6 Friday Sale ORO82021 04045 Al

OEDE2021 030

& Home @ Back| SaleEdit

o Locations

> ltems
B Buyer
E Invoice

-

Sale Banner Photo )

Add Banner Image

Sale Cover Photo '

|Chur.gp|”mge 5 l

The Sale Cover Photo should be an item from the sale. This image will be shown on the front door of the sale on the
CTBIDS homepage.

Starts closing in 00d 00h 07m 09s

Friday Sale

1Items

A great antiques sale for Friday!

Alvordton, 45242
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Change Location Banner Image

Application: Seller CTBIDS

To update your Location Banner image, do the following:

1. Sign in to your Seller account
2. Click ‘Locations’

3. Select ‘Location Images’ and upload a new banner photo. (Suggested image size 1200 x 250 pixels)
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How to View Bid History

Application: Seller CTBIDS

To view bids on an item (active or sold), do the following:

1. Sign in to your Seller account

2. Click on ‘Sales’ from the left-side menu

3. Search for the sale the item was a part of

4. Select the ‘Dashboard’ icon of the sale

5. Find the item you would like to view the bids on and select the ‘Eye’ icon to view. If there are bids listed on the item,

you will see the bid history.
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How to Print All or Specific Invoices

1. Search for your sale title under Sales and then click the Sale dashboard icon:

St T

o T Stavting Aes
CAMP VERDE TOOLS ANO TRINKETS ONLINE AUCTION g

Seme cay TpCode Locoon

an

O&/I2/I0E 0330 P EDT [ a

CAMP VERDE TOOLS AND TRINKETS. OHLINE AUCTION - ENDS 812 Camp Vierse Arizona 86322 0S05/2021 000 AM EDT

2. Click invoiced - Then click the drop down for Email Sent and Status

litems 102
Imvaice No Item Tithe v Sent totus Buyer Email Address
iction 102 All | Al -
e v Buyer First Name Buyer Last Name \ /
nsite Only 0 . Clear Al =]
d 97
ol > - =8 |
Phone :
Email : Tax Exemptions
Address :
sady 0 Date Total Amount Pending Email Sent Status
01/17/2022,21:01 $703.24 $0.00 Yes Paid
nding 0

3. Select options from Email Sent and Status and click Search button:
Email Sent Options: All, Yes, No
Status Options: All, Paid, Unpaid, Void

Email Sent
Status Buyer Email Address
All v
All -
Yes
No Paid
) @I Search
Yoid

4. Once invoices are generated, please make sure to scroll to the bottom of the page and select ‘More’ button until entire

results are displayed. Use the arrow to scroll back up to top of page if needed.
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Phone :

Email : Tax Exemptions
Address :
Date Total Amount Pending Email Sent Status View |
View Items
01/17/2022,21:01 $5467 $0.00 Yes Paid i

5. Click Print All Button to print all invoices generated. You may also chose ‘Print Selected’ and you can click on which
invoices you would like to print from the batch.

Back Print Selected
litems 102
Invaice No Item Tithe Ernail Sent Status Buyer Email Address
uction 102 All * Al v
SRl 0 Buyer First Name Buyer Last Name
|
nsite Only 0 Ges
Ad a7
ol -~
MName -
Phone :
Email :
tipped 0 Address :
sady 0 Date Total Amgunt Pending Emoil Sent Status TTrr—
01/17/2022,21:01 $703.24 $0.00 Yes Paid R
=nding 0
rvoice No Item Tithe Email Sert Seatus Buyer Email Address
Al v Faid -
Buyer First Nome Buyer Lost Nome

L - |

Email :
Address :

Date Total Amount Pending Email Sent Status
0117/2022. 2101 $703.24 $0.00 Yes Paid

View ltems

Name
Phone :
Email:

Address :

Dote Tetal Amount Pending Email Sent Stotus
01/17/2022. 2101 $116.03 $0.00 Yes Paid

Name :
Fhone :
Email:
Address :

Date Total Amount Pending Email Sent Status
0117120222101 $1337 $0.00 Yes Paid

6. Select Print All to print out all invoices generated
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Print All

Invoice No:

o & PaD

3
g
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Delete an Item

You can now delete items multiple ways. Firstly, items can be deleted if they are in a PENDING status only. Navigate to the Items dropdown and search for any
items that need to be deleted. Check the box of the item and click the red ‘Delete’ button. This can be used to clean up any of the test items that may have been
created over the past months or if an item was created in error. Once deleted, it is erased from the item list and the sale dashboard. Please note, if you do not
want to permanently delete an item, the item can remain in a pending status and it will not be active when the sale is live.

HISELLER]Y e (2)

Testsoiefom 8410 1030 & CLONE Testa Pendng (= -}

Your second option is to delete an item from the Sale Dashboard.

« Always confirm that the items are in Pending status before you delete them
« Check the box at the top left corner of the item you want to delete (you can select multiple items at once)

« Click the Delete Items Selected button at the top of the page

Cotegory Hems must be in P 0 Description
All

SKU : CLOME_7SRUTE Cotegory : Decor Shippable : NO Toxable : YES Fectured :NO Currenit Bid Price - - -
HWIDZ

Ceramic Cat
This is o ceramic cat A's about & x 67 ond about 4 inches wide it's in really good shope.

S : CLOME_USBITE Cotegory: Decor Shippable:YES Toxoble:YES Featured: MO Cu
CXDHAQ

Bid Price 1 - - -

Darth Vader coffee mug
This ks o Darth Voder coffee mug mode by Star Wers licensed properties
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Editing Location "About" Information

Application: Seller CTIBDS

To edit the “About” section for your Seller Location, do the following:

1. Sign in to your Seller account

2. Select ‘Locations’ from left-side menu

3. Find your location

4. Click the ‘Pencil’ icon to edit

5. The ‘About’ section is found at the bottom left of the page
6. Click ‘Save’ when finished
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Moving an Item to a New Sale

To change items to a different sale, the item will need to be cloned and put into a new sale. The item SKU can be edited
to remove the word ‘clone’ from the start of the SKU. Legacy listings CANNOT be cloned.

Click on ‘Sales’ and then ‘Items’ from Seller.Ctbids

1. Use search functions to find items in question

2. Select item(s) that you need moved to new sale. If it is a single item, select the ‘Clone’ button. If it is multiple items,
check the white square and select red ‘Group Cloning’ button from bottom right. *If doing a group clone, must
group clone page by page, if you check boxes from different pages, it will not move all of them at once.*

3. Cloning pop up window appears, select new sale from drop down and check the media box. Then click red ‘Clone’
button.

4. Use ‘Items’ tab to search for items OR new sale dashboard to edit the SKU of the items to remove the word ‘CLONE’
from it.

5. Click ‘Update’
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Item will be cloned into new sale.

&g

Item Details

(

Location - Mothing Really for Sale

Sale *
[_Test sale 8-9

[_I-:I;m é‘A‘uduo

Area
[_Enlurluinrrmnl Cave

Title *
{Cm test

Edit SKU to remove

Lot #{SKLU) *
[_CLONEZ.BeuGeeODo?E

92

[ JC]

Status *
( Pending

Concg

Update




ltem Reserves

You can list the reserve price in the description of the item. This used to be encouraged on our Legacy site for reserves to
be included in the description with text similar to this wording, “the reserve is $, however, please make your highest bid
as we will consider selling for less than the reserve price should it not be met.”

Please note - if a reserve has not been met, their Max Proxy will automatically be their bid when placed. customers will be
able to ‘bid against themselves’ by placing bid after bid if they choose to. Once a reserve has been met, normal bidding
will take place (Max Proxy, etc.) If the reserve price is not met, the item will not be sold.
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Re-syncing Items/ Item is Closed Error Message

If you have a live sale, and users are not able to successfully place a bid because they are getting an error message
when attempting to confirm their bid: "ltem is closed or not available", you will need to re-sync your items.

Bid Confirmation

$2.00
155%
$0.30

If you have moved an item from a previous sale into a new sale, the item will need to be re-synced to the new sale. This
can be done by putting the item in a ‘Pending’ status and then changing it back to ‘Ready’. This action can be
done in the sale dashboard. If there are multiple items needing to be re-synced you have the option to use Bulk status
change, by clicking “Change all item status button” and selecting all the items and move to ‘Pending’ and the same back

to ‘Ready’.

This will align the item data to the sale and be available to be bid upon.

94



ltem Tags

Tags can be used to increase search visibility on items. For example, if a listing is titled ‘2010 Chevy Pickup Truck’, the
tags for the item can be “car”, “vehicle”, etc. The search item bar will pick up on words from the title, description, and
item tags.

ltem Settings

Item is shippable [J Iltem is featured (J Item not taxable

Sale Type *

Auction v
| Reserve Price [$) |
I Buy it now Price ($) |
[—Eu‘-,ew s Premium (%)

: )

| Shipping ($) |

| Handling ($) |

I Goal ($) |

| Valuation ($) |
Tax (%) *

K I

I Tag (Press Enter to add Tag) |

The current character count is 300 for tags on the Seller site and Seller mobile app

I.ch.: [Press Enter to add Tag)

Tags must be a single word and cannot contain spaces or special characters.
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CT Seller NG File Formats

Image Size: 5MB per photo
Image Formats: All Formats

Video Size: 50MB per video
Video Formats: All video formats. We recommend keeping the setting on ‘Most Compatible’.
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Formats

CAMERA CAPTURE

High Efficiency

Most Compatible

To reduce file size, capture photos and videos in the High
Efficiency HEIF/HEVC format. Most Compatible will always
use JPEG/H.264. 4K at 60 fps, 1080p at 240 fps, and HDR
video require High Efficiency.
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Hide or Delete Item Messages on CTBIDS

Messages you receive from customers on items can now be shown or hidden from the public view on CTBIDS. This can be found by going to Sales, searching for
the sale, navigating to the sale dashboard and then finding the item and clicking on the ‘eye’ icon to view the item history.

HISELLER o (2) T
O Back
SCCRED SURATONTST 5 it o
e e

Aspe pton

Bdses S Curent$ITD1 GoolSOOOSION VoherS0D0S370N
e History
s eady

Images

Mcls this 0 el sae? Thanks

L 4]

“Repy

o or P iew .

M Thare is absolutey zero o on the appie I9pIop s here anything known about 17
s

Ao fr P Vi .

Me Canyou tell me o ite it about this computer? The operating systen, memry. i t ock? Cost

Use the toggles to allow for public view or remove from public view. Red will mean it is hidden from CTBIDS and Green is shown on CTBIDS. This can be used if a

customer asks an inappropriate question or personal information is mistakenly provided. Even if you have selected to “Remove from Public View” you may still
respond so that your message would be seen by the customer only.

To delete messages - go to the Messages tab on Seller Site

Home
Locations
Sales
Buyer
Invoice

Reports

Messages

From there you will be able to delete any messages by checking the box and clicking the red ‘Delete’ button.

Messages & Reply

Allow for Public View m

Please note - You will not be able to delete messages from the Sale Dashboard, you will only be able to Hide from Public View or Reply
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Prohibited Items for CTBIDS, PayPal Processing, and Twilio Text Content

Prohibited Items Policy:
Alcohol, drugs & tobacco

Alcohol, drugs, tobacco, and related products are often subject to regulatory restrictions and are illegal for sale in some
cases. Because we can't enforce these laws and regulations, we don't allow these items for sale, including:

» Alcohol

e Prescription drugs

» Drugs, narcotics, or controlled substances (even those that are legal in some states)
» Items marketed for the purpose of intoxication

« Drug paraphernalia such as bongs, vaporizers, and pipes

« Tobacco and related products, including e-cigarettes, e-juice, vaporizers, mods, hookahs, and hookah accessories
Adult & mature content

Items intended for adult use or that contain explicit sexual content are not allowed on CTBIDS, such as:

» Explicit sexual content

» Pornography - Although pornography can be difficult to define, an item generally qualifies as pornography when it
contains extreme or explicit version of sexual content.

o Adult toys

Animal Products and Human Remains

Certain animal products are highly regulated and prohibited on CTBIDS due to the risk of harm to live, companion, or
endangered animals.

More Details: &

The following are examples of animal products that may not be sold on CTBIDS:

1. Live animals.

2. ltems created using any endangered or threatened animal species. We define these as animal species designated as
threatened or endangered by the

US Endangered Species Act or listed in Appendix | of the Convention on International Trade in Endangered Species of Wild
Fauna and Flora (CITES). Click here for more details about which animals we prohibit.

1. Items made from cat and dog parts or pelts as defined by
US Federal Law.

1. Ivory according to

Federal Law

1. Items made from human remains or products from the human body.
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https://ecos.fws.gov/ecp0/reports/ad-hoc-species-report?kingdom=V&kingdom=I&status=E&status=T&status=EmE&status=EmT&status=EXPE&status=EXPN&status=SAE&status=SAT&mapstatus=3&fcrithab=on&fstatus=on&fspecrule=on&finvpop=on&fgroup=on&header=Listed+Animals
https://www.cites.org/eng/app/appendices.php
https://www.etsy.com/legal/policy/endangered-or-threatened-wildlife/239374829600
http://www.gpo.gov/fdsys/pkg/USCODE-2010-title19/html/USCODE-2010-title19-chap4-subtitleII-partI-sec1308.htm
https://www.fws.gov/sites/default/files/documents/What%20Can%20I%20Do%20With%20My%20Ivory_%20%281%29.pdf

Counterfeit or replica items &

The sale of bootlegs, counterfeits, fakes, and unauthorized or pirated copies of items is illegal and not allowed on CTBIDS,
including:

o Counterfeits, fakes, and replicas of brand-name items, including items “inspired” by a brand without permission of the
owner

» Bootlegged or unauthorized recordings

o Pirated copies of any copyrighted materials

o Use of a trademark or other implied affiliation with a brand

Dangerous Items and Recalled Items &
For safety and legal reasons, we prohibit certain dangerous items from CTBIDS.

Recalled Items or Items that Present Unreasonable Risk of Harm

Items that have been recalled by governments or manufacturers are prohibited from being sold on CTBIDS. A few
examples of items that have been recalled are certain vintage Corning Ware percolators, lawn darts, and drop side cribs.

Iltems that present an unreasonable risk of harm are prohibited, even if they have not been the subject of a recall. This
would include, for example, items that present a choking hazard. We generally rely on information from various

government agencies to identify these items.

Firearms can be sold but only if state a Federal law is followed and the proper background check is

conducted.

Hate Items: Items that Promote, Support, or Glorify Hatred &

We want CTBIDS to be a community where people of all backgrounds, nationalities, religions, political affiliations, and
even different types of artistic taste and humor feel welcome. Art is incredibly subjective, and what is offensive to one is

not necessarily offensive to others.

More Details: &

Caring Transitions does not allow items or listings that promote, support or glorify hatred toward people or otherwise
demean people based upon: race, ethnicity, national origin, religion, gender, gender identity, disability, or sexual
orientation (collectively, “protected groups”). We also prohibit items or content that promote organizations or people with

such views.
The following items are not allowed on CTBIDS:

1. Iltems that support or commemorate current or historical hate groups, including propaganda or collectibles. Examples
of hate groups include Nazi or Neo-Nazi groups, Ku Klux Klan (KKK) groups, white supremacist groups, misogynist
groups, or groups that advocate anti-gay, anti-immigrant, or Holocaust denial agendas.

2. ltems that contain racial slurs or derogatory terms in reference to protected groups.

Examples of What is Allowed: &

Religious symbols, including swastikas when used in peaceful or religious context (often in Hinduism, Buddhism, and

Jainism)

Items that use idiomatic expressions that include the word “nazi,” such as “grammar nazi” or “soup nazi”

102


http://www.recalls.gov/

lllegal items or encouraging illegal activity ¢
Any item that is illegal or that encourages illegal activity is not allowed, including items such as:

¢ Items with sensitive information such as IDs, passports, and social security cards

o Fake or forged documents (such as licenses, IDs, diplomas, and government-issued documents)

» Police badges or security uniforms, as these can be used to impersonate an officer or gain access to secure areas
o Locked phones or devices, for example blacklisted, activation, iCloud or similar locks

« Current vehicle license plates or plates that were valid in the last 5 years

e TV streaming devices

o Cars without titles

o Canisters or cylinders of pressurized gas (such as CO2 or nitrous oxide)

» Stolen or found goods

* Rideshare signs

Medical & healthcare items &

Due to health and safety, privacy, and regulatory concerns, certain medical and healthcare items are not allowed for sale
on CTBIDS, including but not limited to:

o Devices (i.e. CPAP), drugs, and medications that require a prescription from a licensed medical practitioner (such as a
dentist, doctor, optometrist, or veterinarian)

o Pills, vitamins, and supplements

» Contact lenses

o Used cosmetics

* Used makeup sponges and applicators

* Needles and items containing needles (such as syringes or tattoo equipment)

Non-compliance &

Posts that violate any of our guidelines, policies, or terms may be removed at our discretion.

PayPal Restricted Items &
You cannot process payments through any PayPal platform products for any PayPal restricted items.
Examples of those items are:

* Guns

¢ Ammo

e Gun parts/accessories

o Certain weapons or knives regulated under applicable law

Please refer to the Acceptable Use PayPal Policy for all items listed as restricted:

https://www.paypal.com/us/legalhub/acceptableuse-full
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A\ If you process payments using PayPal on any Restricted items, PayPal can and will take action against you and

your account.

Twilio Text Messaging Forbidden Wording &

Twilio is our third-party vendor who handles all outgoing text message notifications from CTBids. This includes all bidding
text notifications and the One-Time-Passcode for verifying customer phone numbers.

A Twilio does NOT allow outbound texting that contains prohibited item naming conventions in the subject or body
of the text messages. Including forbidden wording in the subject or body can result in account
suspension for the entire CTBids website which means that ALL customers will not receive text
notifications until the situation is resolved.

Examples are:
» Cannabis

« CBD

» Vape/E-Cigs
 Alcohol

e Firearms

e Tobacco

Please refer to the Forbidden Message Categories for the full listings that Twilio has outlined:

https://help.twilio.com/articles/360045004974-Forbidden-Message-Categories-in-the-US-and-Canada-Short-Code-Toll-Free-
and-Long-Code

Here is an example of a forbidden text sent to one of our customers as an outbid notification. Twilio flagged this message
and this could result in a suspension of the account sitewide:

Examples of messages violating
this policy include:

s Dear CTBids Customer You
have been outbid - Glenfield
Model 60 22LR Marlin
Firearms Company & Current
price is $37.00 }. Click to bid
- https://ctbids.com/estate-
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Edit a Sale

To edit settings in your sale before it starts or while it is active, do the following:

Sign in to your Seller account

Click on ‘Sales' on the left-side menu

1.

2.

3. Use the search functions to find the sale

4. Click on the ‘Pencil’ icon to edit sale settings
5.

The address that you enter should be the address of the pickup location as it will show as the pickup address on your
invoices for that sale.

6. The email that is entered here is the email address that will receive all the questions asked by customers when they
choose to use the ‘Ask Seller a Question’ button.

Sale details can be edited before and during an active sale. Note: once a sale begins, the start day/time cannot be
changed.

Any items that are in ‘Ready' status will be active in the sale when the start day/time begins. ‘Pending’ items will not be

shown in an active sale.

There is no way to manually edit individual listing times now, everything is edited on the sale level for those details.
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Delete a Sale

To delete a sale, sign into Seller.
Click on ‘Sales’ from the left-side menu and search for the sale you wish to delete.

A sale can only be deleted if there are 0 items in it. This can be used to help clean up your sales that may have
been used for testing purposes or placeholders.

When you see the sale listed, select the arrow drop down on the right side of the row to display the dropdown where you

can click on the trash can icon to delete the sale.

071972021 08:00 PM EDT 0 B i

Last Modified X

10/06/2021 12:30 PM EDT

0 Please note: If you have any items in Queue still assigned to a sale that has been deleted, they will
still Publish to the previous sale, and you will need to go back into the Seller NG App and assign them
to the correct sale
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How To Edit/Delete Administrators, Staff, and Agents

Within the Seller.CTBIDS.com application you can edit and delete users from your location.

Search for the user by entering in their information in the search bars. Once found, select the ‘Trash Can’ icon to delete.

Email 1 Location 1} Status 1} Last Modified

Administrator Hollihan, Tony thollihan@caringtransitions.com  CT Test Location - Nothing Really for Sale  Inactive 11/09/2021 11:12 AMEST

After selecting to delete user, you will get a pop up window to confirm your selection.

Are you sure you want to delete this Administrator 7

After selecting yes, you will get a green confirmation that the deletion was successful.

Are you sure you want to delete this Administrator ?

() Administrator has been deleted successfully

If the user has access to more than one location, you will get an error, and only Admin will be able to delete this user.

Are you sure you want to delete this Staff ?

User cannot be deleted as the user belongs to multiple locations

-

To edit the user, select the ‘Pencil' icon

Email 11

o, by kaytonk475 5@gmail.com CT Test Location - Nothing Really for Sale Active OL07/2022 10:34 AMEST

Once selected, you will get a pop up window to edit the users information. The only thing you will be able to edit is their role, and their status. Hit save when
completed.
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Cancel Save
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Add Customer Notes

To add a note to a customer, do the following:

1. Sign in to Seller CTBIDS

2. Select ‘Buyer’ from the left-side menu

3. Use the search fields to locate the customer whom you want to add a note to
4. When the customer appears, select the ‘Notepad’ icon to edit note

5. Pop up window will appear, you can select All or a specific location

o

Nome Mick Mome 1} Email T} Phone 11 Status 11
Garcia Koithn Active a
Showing 1of 1 records. «| Pogel »
3uyer Note %
Jon ~
Albany GA !

Angeles Foothills CA

Ankita's Store

Ann Arbor

Annapolis & Anne Arundel County
Antigue store

Atlanta Metro

Augusta, GA

6. After selecting All, your location, or any other location enter in your note and hit Save
a. You should see a green Success box above the note after completion

Buyer Note
®

500/500

Type in the body of your note here...

01/26/2022 10:45 AM EST
Admin Test
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Buyer Note

All

500/500

Type in the body of your note here...

01/26/2022 10:45 AMEST
Admin Test

7. All notes marked for All are visible to admin and other sellers.
a. Please note that notes can only be added at this time, edits and deletes are not available at this time
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Pending to Ready Status (Iltem Sync)

To move multiple items from ‘Pending’ to ‘Ready’ follow the steps below. This will activate the items in the sale to be live
when the sale starts.

1. Login to Seller.ctbids.com (Bulk is not currently available on Admin)

2. Click on link provided in email for items needing to be synced (Should bring up Ctbids.com)

3. Copy the Sale title and paste to Sale search tab on Seller site
a. Please note you must add yourself to that location to complete this task: Click here
. Click on the Dashboard icon for that sale
. Select the ‘Ready’ tab on the left side then click ‘Change all item status’

4

5

6. A change status pop up window will appear, click Yes

7. Select the ‘Pending’ tab on the left side and then click ‘Change all item status’ again
8

. A change status pop up window will appear, click Yes
a. All items should now be synced and ready for auction

CTHE

@ Bk e

orectser
ownony

s

[

Change Status

Do you want to change allitems to
Pending Status?

B -

Change Status.

Do you want to change allitems to
Ready Status?
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Current Bid on Dashboard

You now have the ability to see all current bids on the Sale Dashboard

1. Login to Seller.ctbids.com
2. Select Sales on the left-hand side
3. Search for the sale you want to view and click on the Dashboard icon

4. When the sale is live, you will now see the ‘Current Bid Price’ next to each item in the sale.
a. Please note that once the sale is over, it will change to ‘Sold price’

@ Bock | ukoryMustong - Oriline Estote Sake Auction - Ends 2112 Sendiftesend Unpoid Invaice to Buyers -

Pusction 133 ooy e T Descrenon e 510 son gy
A - Ordder By v || mem T AT -
Birect Buy [
ooty 0 -
Sold 0
Mot Sokd [
Ready
Irwoiced o = : . : PR
Rustic Table Desk - Kinley Collection Rustic Table By Ashley Furniture - See Matching File Cobinet
Shipped o “*SHIFPING IS NOT AVAILABLE ON THIS LOT™
Ready 138 More
= KU 05556 Catouery :Dusks Shippoble | NO Taxsble | YES Fealueed {NO liom Closed Teme - 02/12/2022 094300 PM EST ®

"KIDS" Wall Mount Coat/Hat Rack with Shelf - 3 PCS
*YSHIPPING IS HOT AVAILABLE ON THIS LOT

SHU WAL Category : Storage & Shippable : MO Toxable: YES Feotured: NO item Closed Time : 03/12/2023 09:36:00 P EST | Current 0id Price : $3.00 @ |
COATRACK Grganization

910 - 19205 Sheet Music - 7 Pieces

910 - 19205 Sheet Music - 7 Pieces. Locol pick up and shipping owoilloble. "AM! SWEET MYSTERY OF LIFE" « 1910. "MLAMI WALTZ™ - 1919, "Librettc”™ - 1920, "Manhatton Serencde” - 1928 "NOW IS THE HOUR" - 1913, "Pagan Love Song” - 1929. "WHY,
WEARY - 1921 LE.

Mol

SKU:BLOBY Category : Vintage Shippable : YES Taxable : YES Featured :NO Mtem Closed Time : 02001/2022 10-25:00 PM E! ®
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Check For More Sales

Users will now have different ways to check for more sales from a Sellers location

1. Once the sale is over, if the customer is still on the sale page, they will now have a clickable link to see more sales

from the Seller. If the Seller has active sales ongoing, it will direct them back to the Sellers page. If the Seller does not

have any more live sales going on, it will take the user back to the Locations page.

Sortby | EndingFirst v

Mare Sales from this Locasion

2. They can view this from their ‘Not Won’ items and click on the link to see if there are more active sales from that Seller

0 = CTBids -JANUARY COLLECTION
| This January Collection has cockie jars, 6oakie Jars... . resd mare v

More Items from this Estate Sale || More Ssles from this Locscion | [JECHERTEY

3. They can click on the links in the Location Information section in the top right corner

Caring Transitions Location

Click-able link Y |cel Roadruck

directly back to -

Sellers website
Phone # and email & joelroadruck @fuse. net

are click-able
Click-able link _diremly back to - | & Please dlick to check for more sales |
Sellers location or Search

Locations if no active sale

Anchorage @ Visit Site

@ (513) 595-9796
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Advanced Search URL for Closed Items or Auctions

You can capture the URL from Advanced Search Results to help market an item:

o Please note - As a part of PCl compliance, the process of providing a URL for older, closed sales has been disabled.

you are wanting to share a specific item, please follow these steps:

f

Show an example of the current sale - use advanced search by location, category and sale zip

< (&

=2 Apps

# ctbids.com/advance-search

@ Free Hotmail

Imparted From IE E Enterprise Rent-A-C... E Estate Sales

I3 Suggested Sites

@ Cincinnati Bell gl Google Analytics  #

New look, Mew sitg}

Home  Advanced Search Estate Sales  Locations |

earch By Categories

Advanced search /
Searchon :
—
’ Coastal Maine v]
Books & Periodicals Categary
Cameras & Photo Equipment ’ All Categories ]
Clothing & Accessories
Keywords
’ Search all of these words ] Include Description

o viewed by entering the sale zip

lztem Location
Electronics

’ Zip Code
Farm Equipment
Furniture Price Range From
Household Goods 3 min i 1 |_“15:<
Jewelry
Motor Vehicles Date From
Music ’ Start Date (MY DDYYYY] .] ’ End Date (MM/DDVYYYY) [
Mystery Lots

Search Only
Railroad /Transportation . .

Auction Direct buy On Site Only Buy Mow

: & Hobbies
B Completed g

\F—_————-___'—'——

jome Improvement

Sort by

Iltems from a specific sale can be

code
and the day before the sale staried
and the day after the sale ended

Must select Completed J

| Price High-Low v| \;__--\--

Optional to pick a sort by method J

Click on the item you want to showcase
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Home  Advarced Ses

ateSales  Locations [

Locaton Cavagory Sort iy

= % 2
Coastal Maing Al Caegeries Complated Price High-Low

Pejeoscos Mane, 04086 R Auction £ Auction Crrs Island, Maine. 03066 £ Auction

2017 Chevrolet Malibu LT Ford 1930 Model & 2003 Toyota Highlander Limited

r4

Auser can click on an item to |

see all the details and then

come back to where they left
off to see more.

Current bid: $65:

aine 04583 £ Auction Topsham.

+. D386 £ Auction

Bowdoain, Maine. 02287 R Awction

John Deere Tractor 1120 Ford 19135 Model T Chilten Dining Table

Current bid: $2950.00

Current bid: 539

Capture the URL:

“ © @ cbidscom/a

@ Fere Hotms

ance-searchyitems oy AYRhRTImdr2

@ Cininnats Bell Login

Piesw boak, Biew site, New iterms overy day!

Advanced Search  Estate Sales  Locations of CTBIC Q

Loaton Categary Tip code Son by

0 = B - 3 clea
Charbeston SC peweiry a1z Listing Ending Firse
é
Charleston, South Caroling, 29412 £ Auction Charleston. South Caroling, 28412 £ Auction Charleston. South Carolina, 29412 £, Auction
Ladies” Rolex Oyster Parpotual Date Twe-Tore Steel and Gold Maen's Rolex Cellini 18K Gold Watch Vintage Gueei 800 Silver Watch

it bid: $1026.00

1240 00 55 583

Paste it into selected words in an email or ad - don't show the actual URL since it is very long.

124 00h $4m 581

120 01h 33M 583
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oy

bt
Listing Ending First

Insert Hyperlink \

Link to: Text to display: CLICK HERE
Exsting File or | | 5o in; 4 Documents
Web Page
Custom Office Templates
Place in This Gt HRBlock
Document e Item Processor
4 Lathe photo_files
% Create New B d Qutlook Files
Dacument Pages Zoom

Regent Files

o L & Add to calendar imane
th Carclina, 28412 Addrgss: sInhivenQiOK7I joiZWskdGl

® 10-18-19 Training Graduation
E_m‘l' . @ 2017_Caring_Transitions_Franchise_Agreement_Hatcher_35744
@ 2018 Field Visit Planner Print 11x14 Color
] 2020 Strategic Franchise All Brands Conference Attendee List *

ScreenTip...

Bgokmark...

Target Frame...

Jyster Perpetual Date

Yyloxxo-| ~

12d 00h 52m 20s

CLICK HERE to see jewelry items in our sale ending on 2/27!
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Vintage Gucci .

12d 01h 31 m 20s
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Customer Search & Information Details

You can now look up ALL customers and get more detailed information on them even if the customer has not bid or won at your location.

1. Login to http://Seller.ctbids.com

2. Click customer/Bidder tab on the left hand side and enter search criteria for customer
3. Click the ‘pencil” icon on the left-hand side
4

. You will see the following information on the customer you selected:

Profile:

o Name

o Sign Up Date: This will be the date the user completed their account verification of email and phone number (if the customer signed up prior to 09/2021 and has
legacy information, their phone number and email address may appear as not verified since their information was imported from the legacy platform)

o Name Change Last Modified Date: if the customer modified their name, a date/time stamp will be shown here for that action.

= A customer cannot change their name on their own, they must call into CTBIDS Help to request a name change and must first verify information on their account.
This can only be done through the Admin site.
o Email: (if the customer signed up prior to 09/2021 and has legacy information, their phone number and email address may appear as not verified since their
information was imported from the legacy platform)
o Phone number: (if the customer signed up prior to 09/2021 and has legacy information, their phone number and email address may appear as not verified since their
information was imported from the legacy platform)

o Nickname: User nickname

Payment Method Details:
o Active’ (how many Payment Methods in total that are vaulted)
o Inactive (number of payment methods that are currently inactive -of the total vaulted).

Address:

o Primary: Their Primary Profile Address
o Shipping: Their default shipping Address

= Last Modified Date: if the customer made changes to their Primary address (a date/time stamp will be shown as to when the address was last edited)

Bidding Details: This information will be specific to YOUR location. You will only see information entered here if the customer has won item, paid invoices, or unpaid
invoices for your location only

o If you have access to more than one location, you can select the location you wish to view this customer under by using the dropdown box.

Items Won: The total number of items won at your location

Invoices Paid: The total amount of invoices the user has paid at your location

Invoices Unpaid: The total amount of invoices the user has not yet paid at your location

Items Currently Bidding: The total amount of items the user is currently bidding on at your location

Have a great day Caring Transitons! Do Jane

Doe. e 08012023 114007 AM EST - testiesing@gmai com 5855655585 testrg0t
Payment Method Details:

3 2
Address

Address Type Addaress Une 1 Address Line 2 ciy State TpCote Lost Moiied Date
Primary Masan oo 45040

Shipping

Mason oria 5080
Bidding Detods Cesta Mesa, CAv
Bidder Stotus items Won Invoices Paid involces Unpaid Aems Currently Biding

Tox:

Please Note:

« You will only be able to see invoices that are from your location
« You will not be able to search information on other items they have purchased that were not from your location

« You will not be able to see invoices from other locations

@ Ssuspensions: Suspensions are currently being enhanced for sitewide view and will be available in one of our upcoming releases to include more enhancements for
suspensions.
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Duplicate Payments / Payment not associated with Invoice

If the seller ever receives duplicated payments for the same invoice, or if they receive a payment and it is not attached to
the invoice, get the following information:

PayPal confirmation emails of payments

Invoices affected

How did the customer make the payment through PayPal?

Did the customer checkout as a guest or with their PayPal account?

*¥If an invoice is still showing unpaid, please check your PayPal Dashboard and/or CTBIDS to ensure
payment had initiated and is pending before marking a customer as Non-Payment**
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Changing/Editing a Closed Sale

If a sale has closed by accident or incorrect dates were entered in, Do Not reopen the sale.

Create a new sale and clone any/all items from the previous (closed) sale to go to the new sale.
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CTBIDS Location/Sale Search

From the CTBIds.com website, users have the option to search for locations and search for sales by zip code and location
name.

o Estate Sale zip code search is the radius of the Estate Sale Location

Mome  AdvancedSearch  Estate Sabes  Locations - 3

Find Your Perfect Estate Sales

s N n

Start a capture

00d 00 $4m 475 00d 01h $4m 545 00d 02h $Sm 015
2006 Nissan Frentier Club Cab LE in Full Estate Featuring Lisdro, Hummels,

Waterford etc. Online Auction / Ends... FARCUE (LSTAIRS ITEWS)

1 items 375 Items 143 ems.
5 day wiczion. 2006 Nissan Fronties

CCLE. Preview Thursday March 31t
From Sm uned 2pem, a1 ous Wasehous.

This estate belonged w longrime.
Wiaterbury residers. They were
collecuses of Ladro, Humenedt

PICKUP DAY MONDIAY APRIL 4TH 3PM-
GPM THIS 15 THE OMLY DAY AND TIMES.
FOR FICK UP, PLEASE BRING HELP TO.

Maurnelle, Arkansas, 72113 =2

waterbury, Connecticut, 0570z [l

Dallas, Texas, 75230 =

» Location zip code search is the radius radius of the CT Business Location

o Location search is the name of the Location

Search by Location to View and Bid on Unique and Everyday Treasures

v|llzuxodc Enter Zip code | jocation Eater Location || Miles | 5 Miles v

o
John we

Tester
cthidsqa@gmail.com Premhiumar@star-systems.in
(994) 043.7137 S (408) 216-5668

lsoﬁhy_ Location Nam vJ :sme | A V][ City All

A Catalina Blank's

Favorite Location g

Favorite Location -
i
Aaron Wynesta Dale
email@email com wdale@caningiransitions.net
5555555555 5555555555
Favorite Location -+ Favorite Location -
Annapolis & Anne Arundel County Sales 0 archana location Sales0
Mimi shea archana
adminannapolis@caninglransitions.com rchana@gmail.com
(410§ 4511645 2324234234
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ltems Tab Information

As a Seller, you now have the option to view item information from the Dashboard. You can now view features by clicking
on the item to include:

o Created By

o Created Date

o Updated By

o Last Modified

e (@) R

You also have the ‘Export to CSV’ button next to the ‘Create’ button, that will allow you to export all the item data into an
Excel report for any sort selection you input; able to see all, pending, ready, sold, not sold status items. Fields on report
to follow:

o Item

» Sale

 Type

o SKU

o Status

» Contact

* Shipping

» Pricing

« Category

o Location

e Address

o Created By

o Created Date
« Updated By
» Last Modified
« Taxable

o Description

o Featured

e Item URL

SKU Status Contact  Shipping Pricing Category Location Address Created By Created Date Updated By Last ModifiecTaxable DescriptioliFeatured Item URL

Chinese OjSummit AvAuction  FPRGD Ready mgates@e Yes 0 Antigues CTwin Citie: Pick-up Ad Mark & Shawn 03/31/2022 01 etbids_buye 04/10/2022 0 Yes DeseriptioiNo https://ctbids.c
Antique BuSummit Av Auction  FPR 05 Ready mgates@c Yes 0 Antigues € Twin Citie: Pick-up Ad Mark & Shawn 03/30/2022 10 Mark & Shav 04/10/2022 0: Yes DescriptiolNo https://ctbids.c
“Samovar” Summit Av Auction  OFS6 Ready mgates@c Yes 0 Antigues C Twin Cities Pick-up Ad Mark & Shawn 03/30/2022 07 ctbids_buye 04/09/2022 Ui Yes DescripticiNo https://ctbids.c
"Samnvar' Summit AvAurtion  OF55 Reary MPALALEY VoS 0 Antiaues C Twin Citied Pick-un Ad Mark & Shawn 03/307/2027 07 ethids buve 04/09/2022 11¥es Deserintion MN - aualiNe httn

When you select the dropdown for Display Records Per Page, you now have the additional options of 10, 25, 50, 100, 200,
400, and 600; and allow a download of whatever amount of records | select to a CSV file
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Cotagery

i K1)

Antiques Other v

Crected Dote From Cracned By
TP . . Al -
Sole Titke Bought By

Oispay Recards Per Page 10 - Cleor 2l m
10

Chinese Opium jar Mode of Bone and inloid with . Sumnmit Avenue Global Art & Artifacts Online Auet.
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Tax Exemption

Editing or Approving Tax Exemptions ¢

If you have a customer that uploads a new tax exemption file, you will receive a notification to Approve their Tax Exemption in the ‘Approve Tax
Exemption’ tab.

« The search fields within the ‘Approve Tax Exemption’ tab are to search the list of customers who appear within this tab (if your list is long and you are looking to
search for a specific customer).

« Please note, Tax Exemptions are per location, as Exemptions may vary from state to state, etc. So you will need to make sure your location has reviewed the file
and approved/declined the user

1. To search for a customer within the 'Approve Tax Exemption” Tab, use the filter search options if you need to search for a specific customer (if your list is long and
filtering is required)

A\ If you do not see a tax exemption here to approve but the customer insists that they have uploaded one. Please now search this customer on the Buyer/Bidder
Tab.
1. Click on the pencil icon to review their profile
a. Go to the Bidding Details section and to the far right will be a dropdown menu for you to select your location.

i. Once your location is selected, the colored tax button will appear in the center of the Bidding Details box, click this button and review what you do
have on file for this customer.

1. If there is a current active (unexpired) tax exemption, any new files that the customer uploads will not be presented for your review until the
current tax exemption is expired.

2. If you entered the incorrect expiration date and need to force an expiration on a file so that you can review a new file, please read further down on
this article on how to do this.

[FR{SELLER Have oguetdayCaing Tansions -y oo B

When on this tab, search filters above will
only produce results for customers who Cor Al m
still need their tax exemption files
reviewed.

Cawey Vindy himindy Vetagemciedeickgrotcon 2405276285 Actve 108021 =3

Showing 1611 recovse

2. Select Review

A\ Be sure that all documents that are required for your state are uploaded by the customer and visible to you before you approve the file(s)*. If the
customer needs to add another file to complete what is needed for your state, this must be done prior to Seller approval.

If you approve a file and then the customer uploads a new file, that new file will not be displayed for approval until the current file(s) that were already
approved have expired.

*If you reject the submission, this action cannot be edited to ‘approved’. The customer will have to upload their tax exemption files again for your approval.

Hame: Nock Nome 1} Emmail 1} Phone 1} Stotus 1 e

2405279288 Active. 100672021 m

Cowey Mindy Pomindy

3. Review the Tax Exemption file uploaded for that user, and select the ‘Approve’ button

123



CTBIDS Scheduled Maintenance - 11/4/22 2:30-5:30am EST

@ Back | Garcla, Kaitlyn | Tax Exemption

Moore Chactaw & East Oklahoma v
[ o [
Approved
Pending

B Reports

<] s View View

Approve

pprove

4. A pop-up window will appear for you to either select the toggle for ‘Approve’ or ‘Reject’

Approve / Reject Tax Exemption

@ Approve O Reject

Select Expiration date

Add Notes

5. If Approved, enter in the expiration date and any notes you may want to add
a. The Approval status or location cannot be edited once selection has been made
6. Once finished, select the ‘Submit’ button

7. Each user will need to be approved individually

A Tax exemption expiration dates can be edited if it is done prior to the expiration date.
Example: If you have entered an incorrect expiration date and it is now on, or past, the expiration date that you entered; the customer will need to upload
and submit their tax exemption file again for you to see it, and approve it. Then be sure to enter the correct date.

© Please note: You will no longer need to add your location to the users Exemption List: You will just approve every user individually and the
system will automatically add your location

1. If your sale has a 0% sales tax it should not render a Tax Exemption Approval notification when invoices are generated, even if there are pending tax exemptions
from customers for your location.

N

. If you are a vendor or have access to multiple locations, it is important to make sure you are choosing the correct location from the drop-down menu before

approving any pending tax exemptions.

0 If you do not see a tax exemption certificate this would mean there is most likely a placeholder inserted until the customer reuploads a new document
Tax Exemption Placeholder

This Customer has a previous approved tax exemption form on file. The original, approved, tax exemption form was lost through a data migration and will
require a reload.

Customer Actions Needed: 1.Please upload a replacement form.
Seller Actions Needed: 1.Reflect Tax Exempt Status on any Invoices generated.

Approve Replacement Form, when uploaded.
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If you need to search for a customer’s tax exemption and they are not listed within the ‘Approve Tax Exemption’ Tab &

1. Go to your Buyer/Bidder tab and search for the customer.

(CTEEE Hore it oy Carng Tomstans o (2) I 1

. . \

Clear 25 m
2. Click on the pencil icon to open the customer’s profile
[ ISELLER e (Q) TN i
- |
= = et Skt
® J—— o o
U e

3. Go to the ‘Bidding Details’ section and to the far right is where the location status is auto-default to ‘All Locations’, you will need to select your location from the
dropdown box (as tax exemption status is location specific).

Hovea ety Car Tt — - |

Holmes Stephen 0807202104512 AMEST heimestomiyGuerasnnet a0esa1005 L—

Payment Method Details:

Address ¢
Address Type Addressine 1 Addees Lne 2 an state Tncode Lost Modifed Date
prencey 1009 Searay Court - Avogdon maryond 21008 121132023 06:1007 ST
Shipping 1000 Ssaray Court -- Asngdon ) 21000 12/13202306:1007 AM EST
Eioding Detats A Locatons

| Rezkne ana Betnezon M.
B S ——" Imoices P Ivoices Urgpois s Cuentyaamg
m a o o
Tax

4. Once you select your location, you will see their tax status appears as a button in the middle of this section. This button is color coded:
a. Green: Tax Exemption Added

b. Yellow/Orange: Tax Exemption Expired
c. Red: Tax Exemption Not Added

d. No Tax Exemption -In White (tax exemption file was rejected)

Bidding Details :

Bidder Stotus Items Won Invoices Paid Invoices Unpoid Item
9 1 o 0
Tox: /
Tax Exemption Submission Date

Tax Exemption Added

5. Click on the colored button to open the tax exemption details for this customer
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Have a great day Caring Transitions!

A Home @ Back | Holmes, Stephen | Tox Exemption

Q Locations

Rockville and Bethesda, MD v

. /
Exemption List

'BF Buyer/Bidder

Exemption (1) Pending

B invoice

B Reports

B Messages

6. Review uploaded documents or click on the ‘Exemption list’ tab to review when your location approved the last file

© Bock | Holmes. Steohen | Tox Exemption

Rodos ard Bethesda, WD

a [ERe——) Fev-18.20 Aoproned Feo-1202

Shouing 1611 bests

A\ If you approve a file and then the customer uploads a new file, that new file will not be displayed for approval until the current file(s) that were already
approved have expired.

If you entered an incorrect tax expiration date and need to force-expire the current file, please read further down this article for instructions on how to do this.

Tax Exempt Customer was Charged Tax &

If you have a customer who was charged tax and should have been exempt, this customer’s tax exemption file most likely expired and they will need to upload a new
file to their account. Once it is upload, you can approve the file for your location and enter the correct expiration date. It is the customer’s responsibility to keep track
of when their exemption expires. You may also choose to refund the customer the tax amount from your PayPal dashboard.

Delete an approved Tax Exemption or update/change the Expiration Date: &

Here is a series of screenshots on how you can edit tax exemption files to change/update their expiration date or change/edit the expiration date to today’s date that
will expire the file by 12:01AM, effectively removing that tax exempt file.

o If they ever end up tax exempt again, they would need to upload a new file for your review (be sure to enter the correct expiration date any time you approve
a tax exemption).

\ Go to the Buyer Bidder Tab on

CTBIDS Seller, Search the
individuals by email

Provide criteria to filter your search
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Testing this Link ogoin 8-13

— e scdee coeruTD
156_orulpyelagiriinfotech.com
] ]
C
Nome Hick Neme 1) Fmail 1) Phane T1 Status 1)
Garcid 156_onlp@velogirink Active

to Edit

3. Adjust the location to your location (defaults to All locations)

LLER] e e o Yoot

@ Bock | Homes Stephen

Profic:

Holmes Stephen 0807202104512 AMEST heimestomiyGuerasnnet an0esa1005 L—

Payment Method Deails:

1 n
Address ¢
Adaress Type AgoressUne 1 Adress Une 2 an siote Tmcose Lost Modited Date
Py 1009 Seoray Court Asngdon 21009 127122023 054007 A 65T
Stipping 1009 Searay Court -- ‘avngdon 21009 1219202306:1007 AM EST
Eidding Detas - A Locaions

| Fockvie ond Bethesda, WD
B Sz e W Iiess P s Unpod e Cumeny g
- m 2 o o
Tax

4. Once your location is selected, the tax exemption button will appear in the middle of the ‘Bidding Details’ section, click on the colored button to open the tax
exemption information for that customer

Bidding e

Bidder Status Items Won Invoices Paid Invoices Unpaid Item
9 1 o o

Tax: /
jon

mption Submission Date

5. Click on Exemption List

@ Back | tedté test | Tax Exemption

Coshocton Ohio v

Exemption List
Approved

Pending
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Coshocton Ohlo - This person may only have one file, or many... depending upon
how long they have been a customer and how many files they
have submitted. Find the one you need to "remove". In this
e i | example it is the bottom one that I just created to be able to
show you.

Locations

-] Coshoctan Ohio . rest Rejected Juk-06-2023
Cosnocton Ohio Aug01.2023 iotio Exied 112023
Coshocton Ohio 0ct-01-2024 Aporoved Sep-21-2023
Q'W‘-"m Click on the pencil for the file you need to «[ Poge1 [»
edit/remove.

6. For removing an approved tax exemption you will enter Today’s date, for editing/updating a tax exemption you will enter the updated/corrected tax exemption
expiration date and click submit.

A\ Not that the screenshot tells you to enter today’s date... this is for an example of removing an approved exemption.

Edit Tax Exemption

1000172024

Add Notes Click on the Expiration
date and change the
date to today's date (be
sure you have the
correct year).
This will terminate this
exemption today.

7. You will see that today's date is now gray (when today’s date is entered -if submitting an updated expiration it will not be in gray, it will remain black). Hit submit.

Once you submit, since the expiration date is "today", you will no longer be able to edit this field. Again, they will need to upload a whole new file for approval if
they provide a new updated one.

Edit Tax Exemption

Add Notes

8. You can see that it now shows the expiration of today if you are wanting this exemption removed. If you want to simply update the expiration, you will see the new
date you entered.

Expiration Date < Taxexempt

cton Ohia e ntest Rejected Jul-06-2023
cton Ohia Aug-01-2023 ligkia Expired Jul-11-2023
cton Chig Sep-21-2023 --- Approved Sep-21-2023
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9. If you entered today’s date, by this evening at 12:01AM, this will be marked expired.
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Apple ID Settings

If a user has registered using their Apple ID and are having issues logging back in or deleted their previous account, they
will need to ‘Stop Using Apple ID’ from their account, and re-register or sign in.

To Remove Apple ID from your Apple Device:

1. Go to Settings on your phone, and select where it has your name and Apple ID

Settings

Apple ID, iCloud, Media & Purchases
P

iCloud+ Feature Updates

. Airplane Mode

Wi-Fi
Bluetooth
Cellular

Personal Hotspot

Notifications
Sounds & Haptics
Focus

Screen Time

General

© Control Center

Displa y=SeBrierrresmm—

2. Go to your Password & Security setting
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Apple ID

=

Your Name Here

Your Email Here
Name, Phone Numbers, Email
Password & Security
Payment & Shipping

Subscriptions

iCloud

Media & Purchases

Find My

Family Sharing Learn More

iPhone
This iPhone 11

Bedroom
HD

iPad

iPad mini 4

T —

3. Select Apps Using Apple ID

Password & Security

N IN WITH APPLE

Apps Using Apple ID

Two-Factor Authentication

+1 (123) 456-7890

Account Recovery

Legacy Contact
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4. Select the app CTBIDS

5. Select Stop Using Apple ID

Apps Using Apple ID

CTBIDS

STARZ

Spin

Spotify
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CTBIDS

n CTBIDS
C
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Counterfeit/Fake Items

Counterfeit or replica items &
The sale of bootlegs, counterfeits, fakes, and unauthorized or pirated copies of items is illegal and not allowed on CTBIDS,
including:

« Counterfeits, fakes, and replicas of brand-name items, including items “inspired” by a brand without permission of the

owner

» Bootlegged or unauthorized recordings

« Pirated copies of any copyrighted materials

o Use of a trademark or other implied affiliation with a brand

If a lot or item is found to be a counterfeit or fake, it will be removed from the sale immediately. This includes sales where

it is made known the item is a replica, it is strictly forbidden and will be deleted.
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Order of Items Closing

Sellers now have the ability to adjust the order of items/Iots closing in a sale.

1. Find the sale you want from Seller.ctbids.com
2. Select the sale Dashboard

3. Make sure all items are in ‘Ready’ Status

4.

There will be a dropdown button on the left hand side of each item, you can choose the order in which you would like

the items to close in your sale

5. Once all items are in the order you would like, select Sync Item Closing Time

D Bock | 5-Trest
All ems 8
egory e Tice e Sort By
Auction a All - der B ¥ || hem Closing Order Asc b
Direct By [
Onsite Only ]
Seld o
Hot Sold L] ~—

SKU : SURPBRGAZDM  Caotegory - Acgessories Shippable :
H

6. A pop up window will appear, select Yes to save and proceed

Sync item Closing Time

Do you want to
Sync Item Closing Time to selected items?

Mo Yes

7. Your items will now close in the order that you selected for the sale
a. Please note that items will close in the same increment of minutes of the ‘Close Duration’ that you selected when
you created your sale. These will go in blocks of the amount of items vs the amount of minutes selected.
i. Example: If you have a 90 minute Close Duration set for your sale, they will go in blocks of 90 items/Iots.
ii. Example #2: If you have a 90 minute Close Duration for your sale and you have 180 items/lots, you will have
two items close per minute. These items will go in blocks of 90 with each block closing two items/lots per minute
(ex: item 1 and item 92, item 2 and item 93 will be closing at the same time whereas item 91 is the start of the
second block of closings).
1. In this scenario other logic applies to whether Item 1 or item 92 will appear first in your sale once your sale is
live.
When two items close at the same time (#1 and #92), the item that was created & uploaded onto Seller .com
site will be the first item seen on the sale by the customers. If item 92 was created and uploaded before item
1, then item 92 will be the first item showing on your live sale (even if you change the sync order of the items
-make #1 now #92 and #92 now #1, since they are still paired the item creation/upload logic will be applied
and the item that was created first will still be the first item in the sale that customers see).
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b. The number that you order your items/lots will affect the order that they appear in in your sale based on the block
that they are in. For example: If there are 270 items/lots in your sale and you selected a 90 minute Close Duration
period then you will have 3 blocks of 90 items. (Iltems numbered with the order of 1, 92, 182 will appear next to
each other in your sale).

8. If you did not save to Sync Items, or the items are not showing in the correct order for your sale, you will need to re-
sync the items.

a. To re-sync the items, you will need to change one item to zero, and then back to the original number you had it set
at. Once that is completed, you will need to click the green Sync Item Closing Time
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Staff Checkpoint

As a Seller, you now have the option to add a ‘Staff Checkpoint’ question to your sale, so that this checkpoint question
will appear for any employees (staff) in the field to remind them of certain things to check when creating items.

This option is available during the ‘Settings’ section when creating a new sale

e This option is available on both Seller.ctbids, and the Seller NG App

< Create New Sale

Details Setings Media

Delivery

Shipping

Pickup information

Sale Provenance *

1. Placing a bid is an agreement to purchase. If you are the ¥

Thank you for supporting a family in transition. bl

1. Local pick is preferred. Shipping is available for some ¥

1. Invoices will be sent out once the sale has completely ¥

Staff Checkpoint v

Previous ‘ Cancel ‘ Save & Proceed

Select check point

Create your own - up to 200 characters

Does item include at least 10 photos?

Does item include brand imagefiext?

Does item include defect imagesfext?

Does tem include dimensions, brand, model,features/defects?

Does item include dimensions?

Does item include feature images?

Does item include model number imageftext?

* The dropdown from ‘Staff Checkpoint' options will include:
o Does item include dimensions?
o Does item include brand image/text?
o Does item include model number image/text?
o Does item include feature images?
o Does item include at least 10 photos?
o Does item include defect images/text?
o Does item include dimensions, brand, model, features/defects?

o Create your own - up to 200 characters - If selected, empty text box will populate with a save/cancel button
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Once completed and Staff Checkpoint question is selected and saved for the sale, anytime an employee/staff creates
an item, they will be prompted with the selected question

Staff Checkpaint
Doesitem include feature images?

When the staff/user creating items on the NG app reach the end of the item fields and ready to select either ‘Queue’ or
‘Publish’ they will see a popup window with the question the Seller has chosen for this sale and an option to select ‘Yes’
or ‘No’ to it. If they select ‘Yes’ then they will be permitted to select ‘Queue’ or ‘Publish’. If they select ‘No’, then text will
display “Please review your item” and they will return to the previous screen.
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Helpful Hints Before Submitting a Support Ticket

Here are some helpful hints for you to try troubleshooting before submitting a ticket for bugs/errors
Mobile

o Always check to make sure you are on the most up to date version of the app (Upgrade Needed)
* Try logging out and logging back in
« Try rebooting your device (Turning off and back on again)
o Check your internet connection
o Uninstall and Reinstall the app
o Do not do this if you have items in Queue- please Publish items before as they will all be lost with the uninstall
o Clear your website/browser history

o Close the browsers and re-open
Desktop

o Clear your cache/browser history

o Check your pop-up notification settings

* Check to see if your browser needs to be updated

» Reboot your system (Shutdown/Restart the desktop)
» Try logging out and back in again

o Are you getting the same error on another browser?

o Close the browsers and re-open

If you are still getting errors and need to submit a ticket- Please make sure to have the following
information included:
o Description of the issue -
« What device are you using?
o Mobile or Desktop?
= Mobile- what is the make and model of the mobile device?
= Desktop - what browser are you using when this error occurs?
* Where did the issue occur?
o Mobile - on a browser or the app?

o Desktop - what browser are you using?
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CT Seller App NG Troubleshooting and Updating

If you have recently updated the app and are having issues or experience the app crashing when trying to take or upload
pictures- Please try the following steps:

« Each person should have their own login information and there should be no more than one person logging into a sale
with that login (there should not be sharing of login information and multiple people using that login at the same time
-this is known to cause issues).

o Turn off Live photos on iOS

o Make sure camera settings are set to Most Compatible for Android and iOS
o If possible, just publish the items and you can edit them afterwards

* Make sure there is nothing in the Queue, or else everything will be lost
o If possible, just publish the items and you can edit them afterwards

e Shut down and restart device

o Delete the app
o Do not delete the app with items in Queue - they will be lost

+ Redownload the app

* Signin

o Accept permissions for camera ,mic, photo access

o Make sure to clear out your History Tab on the Seller NG App periodically to help save space and storage

Queue 21 Published History

=
.

Jul-01-2022

Jul-01-2022

Make sure to clear items out
of your History tab to save
space on the app

« We recommend that all app users get a free app called Meteor that will display Upload speed. You need at least 2
Mbps to have timely Publishing results. Don’t try to Publish when you have a weak or very slow upload speed.
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“The video or image upload failed please try again” message when adding media to an item &
If you see this error message you may be using a media format that is not supported.

» Best practice is to use JPEG format for images
» Best practice for video is MP4
o Other supported video formats are:
= MOV
= 3GP
= AVI
= WEBM

If you have media that uses a format that is not listed above, try to convert the media to one of the correct formats and

then attempt to add to the item again.

A The HEVC video file format may upload just fine through the Seller App, but the issue with HEVC is that not all web
browsers support this format which will result in the video not being visible to the customer (all black) and they
will not be able to play the video (in some browsers).

Best practice is to use the MP4 video format so that all customers can view the video (or one of the supported
formats listed above).

‘Unauthorized: Invalid or Expired Token’ error message while using the Seller App &

If you have seen this error message, this means that your session has expired, please logout and log back into the seller
app to refresh your session.

How to turn off HEIC/HEIF on mobile device &

Have you received this icon ® on your photo when uploading or taking photos on the Seller App?

The issue may be the HEIC/HEIF setting on your mobile device.
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We are recommending for users to turn on the most compatible mode for images when uploading to the Seller NG App.

Apple iOS Devices:

How to turn off HEIC on my
iPhone and save photos in JPEG

. Launch Settings on your iOS device.
. Now, tap Camera.
. Next, tap Formats.

. Next up, select Most Compatible.

Now, your iPhone will shoot pics in JPEG
format and videos in H.264 format.

How to turn off Live photos in iOS:

1. Navigate to the Settings app.
2. Tap Camera > Preserve Settings.

3. Switch the toggle next to Live Photos off. (Green means on. Gray means off.)

Android Devices:
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How to turn off HEIF on Android

Launch Settings on your Android device
Select Apps

Select Camera

Picture Formats

High Efficiency Off

Turn OFF HEIF

Restart your phone

o B U R R o B

**please note, not all android devices are the
exact same, you might have varied steps to
turn off High Efficiency Settings**

Notifications
Recycle bin

Convert HEIF images when
sharing

Privacy Policy

Swipe Shutter button to

HEIF pictures

« For Samsung S24, the setting is located in a different location on your device. This YouTube video will show you
exactly where to go to change the setting and explains why. Start the video at the timestamp 8:50 and begin watching
from here. At the timestamp of 9:16, this is where he digs into the High Efficiency picture settings.

o Link to YouTube Video: https://youtu.be/qKC2tIsfBSg?si=uq2IvYi-fXjtGmfR
= grab the time slide and take it to 8 minutes and 50 seconds and begin watching here for High Efficiency pictures
and the settings that will need changed.

Things to remember when uploading media (photos and videos) using the app &

1. You can now select how you want to upload your images:
a. You can capture a photo directly from the app - it will allow multiple shots, and you will have the option to edit your
photos before saving, you can take 20 images at a time
b. Upload images and videos directly from your device. To change the display image, click and drag the image you
want to be the display to where it says ‘Display Image’.
i. Limit on uploading photos from a mobile device gallery using the NG app is 20 images
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ii. Limit of one video per item of 15 seconds or less

ii. Limit on images/videos per item is a total of 40

Condition
v

Auction ot

© L+ =

Capture Photo Capture Video Gallery
You can upload a maximum of 50 Images/Videos per ltem
ltemis ltem is ltem Not
~ Shippable O Featured O Taxable

Reserve Price ($)

2. Fill out all necessary information
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< New ltem

Dimensions & weight

Width Inches Height Inches
Depth Inches Weight Ibs
Shipping
Handling ($)
Goal ($)

Valuation ($)

ltem Tags @
s |

3. After all information is entered you will have 3 options to proceed:

a. Cancel - to exit

b. Queue - to send the item to the queue

i. We recommend no more than 40 items be left in queue at any given time
c. Publish - to publish/upload the item

i. You can not select more than 5 items at a time to publish

ii. If the item has a video, we recommend that you publish that by itself

ii. Please note that by selecting Publish - it will not make the items go live or Ready - they will still be in Pending
status until you move them over to Ready status on the desktop

iv. After selecting ‘Publish’ you can select the Publish or History tab so that the successful publish could be verified.
4. If the sale has a Staff Checkpoint Selected - when the employee is adding the item to Queue or Publish, they will be

prompted with a Staff Checkpoint Question - In order to proceed they must select Yes, if they select No - they will be
brought back to the previous continue working or fix what is needed.
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10:26 AM  Tue May 10

Staff Checkpoint
Does item include feature images?

Photos are Missing After Upload &

» Please review the following if you are having issues with images being lost

o While the Seller App allows for offline uploads to the queue, we strongly recommend publishing directly to the sale
items using WiFi and/or data (publishing items automatically puts them in Pending status) to avoid losing data

o If possible, do not edit items while they are in the queue. We recommend publishing them and editing them after

Images or Media Did Not Publish from the Seller App but are Still Visible In-App. &

« If you are experiencing that some of the images for your lot were not published (do not appear on the Seller site), but
are still appearing in the Published tab, please click on each item individually to see if the sync icon is there. If you see
two arrows that form a circle on the individual item, please select this icon as it acts as syncing function to recover

and publish images that may not have made it on the initial upload.
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10:14 all = @

< o

QUEUE PUBLISH HISTORY

44 Created Newest = filter

Q

Testing

Camera Other

Maodified Date: 042202024, 10:12 AM
SEL COGLUOLN

Test 3

g Arl Olher

Modified Date: 04/22/2024, 10:10 AM
SKU: COUIONC

test adding an item as a staff role
Art Other

Modified Date: 04/17/2024, 04:53 PM
SKL: LFGS42FG

Pair Of Black Chairs W/ Spotted
Pattern

Chairs

Modified Data: 04M6/2024, 03:50 PM
SKU: CLOME_CLONE_KKO3

Black & White Red Eye Duck
Decorative Art

Modified Date: 04M16/2024, 03:52 PM
SKU: CLOME CLONE JOZBR

A What happens when you push items to publish and not all of the media is uploaded?
When you push image files from a device over a WIFI connection, issues can occur. If you notice that
not all images are on the item in the Seller site.

Go back to device that created the item(s), check your published tab and look for the item to see if
the sync icon is present. The sync icon shows you that not all media made it on the initial upload. Go
back into the item and click the sync icon to try and upload the remaining media items.

Depending upon how large the media files are, along with how good/poor your connection is, you may
have to hit the sync button more than once if your media still has not uploaded.

Seller NG App Update Settings &

iOS and Android devices using the CT Seller NG app will have periodic updates to the application. The Technical

Communications sent via email and posted on FranConnect will always provide the most current version devices need to
be on to ensure efficiency.
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iOS and Android users can turn on/enable automatic downloads in their device settings for the App Store (iOS) or Play
Store (Android) so their apps are updated when a new version becomes available automatically. (There are also settings

on if this is updated over cellular data or Wifi only, user preference).

If automatic updates are turned off/disabled the user will need to manually select to update their apps. Search for the
app name in the App Store (iOS) or Play Store (Android) and there will be a button to select that says ‘Update’. Clicking it
will start the latest version download.

0 Users may have to refresh the app page or press and hold down on the app name to force a refresh that shows an
update is available.

To prepare for a new app version, please do the following:

» Publish items in your queue prior to updating to a new app version.

o Uninstall current Seller NG app.

« Install new version of Seller NG app.

« Upon app update/install, restart your device.

+ Please note: You must give the app permission to your device photos; you’ll be prompted for this within the app. Or
you can go into your device settings and grant permission.

* Please note: All Location Employees should be using their own login; shared logins are discouraged.
The guidance for optimized usage of the Seller App, as well as supported devices is as follows:

» A total of 20 images uploaded at a time for in-app camera.

« A total of 20 images uploaded at a time from your device gallery (not the cloud/photo stream).
« A max of 40 images total for each item.

A max of 10 seconds per video.

o There will be an imposed maximum of 5 items to publish at a time.

» Items can be edited from Published tab.

» Best practice is to edit Sale Setup from Seller.ctbids.com.

o Sale updates from app would require a log out from app to see reflected changes.

Please socialize this communication with all Location associates to ensure all users of the Seller App are informed of the
overall recommendations/guidelines. If an employee is having an issue with the Seller NG App, it is best to have that
person call in for assistance directly rather than reporting it on their behalf.

The following information is for after the 11/07/23 Seller App update:

With countless devices and browsers available on the market, we have documented the best recommendations to use
with the CTBIDS Seller App. Please use the below as guidance moving forward.

Android i0oS
OS Version: 13 OS Version: 16.7.2
Devi Test rtifi ith
Devices Tested and Certified with OS Vewf:es ested and Certified with 0S
ersion

Version.
iPad Air (4th Generation) -> iOS Version 16.1,

Samsung galaxy S10 Lite -> Android Version 162

12,

Samsung M31 -> Android Version 11,
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Moto X4 - Android Version 9

Samsung Galaxy A20 - Android Version 9.0
Galaxy Tab S7 ->Android Version 11.0
Google Pixel 5 - Android Version 11.0
Google Pixel 2 - Android Version 9.0

Devices Supported. Supported OS
Version -> 5.0+

Image and Video Supported

Image Size: 10MB
Image Formats: JPEG, JPG, BMP, HEIC

Image Upload: Up to 20 concurrent images
Video Size: 40MB

Video Length: Up to 10 seconds
Video Formats: MP4, WAVE, AVI, 3GP

Video Upload: Up to 1 file selection at a time

When user cancels a publish process either
from Queue or from item create screen, the

publish process moves to background. The

current version does not have a notification to

indicate user on when the process completes.
User must switch off the network and on and
go to the published tab to check the
unprocessed images/videos and click on the
sync button to republish the images/videos.
Since the process gets moved to backend it
will take 1-3 minutes for all the process to
exit, so if the user not seeing the items in
Queue and published tab then user must go
to Published tab once all the process
terminates which is after 1-3 minutes or the
User must close and open the app again.

iPhone SE (2nd Generation) ->iOS Version
16.1; 16.2,

iPhone 8 = iOS Version 16.1
iPhone 11 ->i0OS Version 16.2
iPhone 12 -> iOS Version 14.5,
iPhone 13 > iOS Version 16.2

iPhone 14 > i0OS Version 16.1; 16.2

RAM and Storage Supported

RAM: 2GB and above. Recommended
minimum is 4GB

Storage: 32GB and above. Recommended
minimum is 64GB

Free Space for Processing: The app will warn
users when the storage free space reaches
below 2GB

When the publish process either from Queue
or from item create screen, is canceled due to
network interruption the publish process gets
cancelled and the data has been sent to the
server will get processed. The current version
does not have a notification to indicate user
on when the process completes. User must
switch off the network and on and go to the
published tab to check the unprocessed
images/videos and click on the sync button to
republish the images/videos. Since the
process gets moved to backend it will take 1-
3 minutes for all the process to exit, so if the
user not seeing the items in Queue and
published tab then user must go to Published
tab once all the process terminates which is
after 1-3 minutes or the User must close and
open the app again.

A The bottom portion of the Seller App update is outlining what happens when you push items into
pending and not all of the media is uploaded.
You will see a number on the top right side that will reflect the number of media files that have
successfully uploaded (published) versus the number of media files for that item that have not
uploaded (published).
When you push image files from a device over a WIFI connection, issues can occur. The numbers
shown to you are a visual indicator to the user that media did not fully publish and now there is a
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need to go back into the item and click the sync icon to try and upload the remaining media items.
Depending upon how large the media files are, along with how good/poor your connection is, you may
have to hit the sync button more than once if your media still has not uploaded.
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Seller App Supported Platforms

With countless devices and browsers available on the market, we have documented the best recommendations to use
with the CTBIDS Seller App. Please use the below as guidance moving forward.

Android

0OS Version: Supported OS Version -> 5.0+
Devices Tested and Certified with OS Version.
Nexus 6 -> Android Version 7.1.1,

Samsung galaxy S10 Lite -> Android Version 11,
Samsung M31 -> Android Version 11,

Moto X4 - Android Version 9

Samsung Galaxy A20 — Android Version 9.0
Galaxy Tab S7 ->Android Version 11.0

Google Pixel 5 -» Android Version 11.0

Google Pixel 2 -» Android Version 9.0

Devices Supported. Supported OS Version -> 5.0+
ios

OS Version: 9.2

Devices Tested and Certified with OS Version
iPhone 6s -> iOS Version 14.6,

iPad Air (4th Generation) -> iOS Version 14.6,
iPhone 12 -> iOS Version 14.5,

iPhone SE (2nd Generation) ->iOS Version 14.5,
iPhone 11 ->i0S Version 15.4.1

iPhone 8 — iOS Version 14.4.2

Image and Video Supported

Image Size: 5MB
Image Formats: All Formats Video Size 50MB
Video Formats: All video formats except hevc (iOS)

In App Camera: 20 concurrent images are supported on a 2GB RAM Mobile.
Maximum Images Supported: 40 Images can be added to a single item
Maximum Images Video combination tested for Publish from Queue is 1GB (using 4GB RAM Quad Core Processor).

RAM and Storage Supported

RAM: 2GB and above. Recommended minimum is 4GB
Storage: 32GB and above. Recommended minimum is 64GB

Free Space for Processing: 1GB RAM (Recommended to close other application on 2GB RAM Mobile)
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Network Supported
Mobile Network: 3G and above. (4G LTE, 4G+ is recommended)
Broadband/ Wi Fi: Speed of over 50 kbps is recommended.

Bandwidth / Network availability will determine the time taken to upload pictures or videos to the servers
for publishing.

Device Specific Information

Some Android devices might show a black/white screen when the images are processing. Please wait for the images to
process and list in the sale item.

How to find out the specifications for any device:

G How to Find the Specs for Any Device You Own
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Release Notes

All, the next scheduled release is targeted from 230-530am EST on 10/14/22. With this release, we're happy to bring
some key Owner/customer facing improvements. The details are below and will be uploaded to the knowledge base for
your ease of use as well:

~ Tax and customers Premium % showing incorrectly (CSS-2661) - Correct tax and customer’s premium %

appears on the generated invoice.

ltems SKU Amount Tax TaxAmount BP BP Amount  Gross Amount
ftem 1 3DXSSYBZEFOU $200 5% $0.10 10% $0.20 $230
Item 2 DO NOT BID ON LE3QSFY2PHE| $200 5% $0.10 0% $0.20 $230

$4.00 $0.20 $0.40 $460

~ Include PayPal Transaction ID on CTBIDS Transaction History (CSS-2637) - PayPal Transaction ID has been
added to the CTBIDS Transaction History. This will allow owners to reconcile between CTBIDS and PayPal.

Transaction History

X
Ctbids Tronsaction Id Date Transaction Type Payment Mode PayPal Transaction ID PayPal Status Amount Notes.
4VF31334M5112322C 11-Mor-2022 Credit paypol KEPDJHTOH76MN COMPLETED $486 586

~ Second Address Line does not display on invoices (CSS-2632) - The second address line will now display on
invoices that are generated by sellers.

ﬁ

Sale Details

[ £<sising siancs =

e

([ SSSsaamancom

]

]

]
st )
[ Testng 2 Addresze= DO NOT BID ]
(Bl ]
[ 5855 Fairview ma T— ]
[ — )
(s =
[ cieveiana =]
[ ]

e e

~ Seller Admin - User setup as Staff needs to have full access to invoices (CSS-2157) - Employees set as Staff

now have access to invoices.
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~ Tax Exemption Process improvement (CSS-1826/CSS-2245) - Sellers are notified on their dashboard if a
customer has a tax certificate on file, but their location has not been approved. Streamlined process for approving and
adding a tax exemption.

Tests

1380681 Actve

3237362085 Actve

Please be on the lookout for updates on some interesting items that we are actively working on. We will continue to
share the updates as we progress and schedule a release. Some of those Owner/customer facing improvements are:

~ Credit Card Processor Project (CSS-2066) - Added ability to automatically process payment for all won items of a
sale.

~ Search Engine Optimization (SEO) Project (CSS-2203) - Install Google Tags, improve site keywords to increase
the search ranking of CTBIDS.com as well as the individual location storefronts.

~ Ability for Sellers to Create/Edit Paid Invoices (CSS-2237) - Dependency for the Credit Card Project to provide
Sellers the ability to create and/or edit paid invoices

~ 6+ Sales on Sales Page (CSS-2313) - There is no limit to the number of sales that customers can see on the
location page.

~ Add Column for tax exempt status to bidder report (CSS-1970) -Two columns are added to bidder report to
show if a bidder is: tax exempt (Yes/No) and if exemption approved (Yes/No).

~ Seller Needs the ability to search by bidder last name (CSS-2648) - Enhance the search functionality on the
bidder name search fields.

Thank you,
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CTBIDS Support

All, the next scheduled release is targeted from 230-530am EST on 7/22/22. With this release, we're happy to bring some
key Owner/customer facing improvements. The details are below and will be uploaded to the knowledge base for your
ease of use as well:

~ Update Zip Code/City Radius Software (CSS-2417) - With the exponential growth and rezoning events that occur,
our software package needed some updating to ensure it renders the proper city names.

~ Ability to edit sale listing while using http://seller.ctbids.com in a mobile browser (CSS-2522) - Improved
Owner experience by ensuring edits can be made via browser usage.

Scheduled Maintenance on

July 22 between 2.30 am EST
to 5.30 am EST
LRSS LR AN L LR L) IMFNI“ PR i e SRS el
Lazy Susan Set, Vintage
Description ===
SKU Jwies

Category Kitchen & Home
Shippable YES

Taxable YES

Featured NO

ltem Closed

07/07/2022 07:51:00 PM EDT

AA & seller.ctbids.com e

~ Time Zone Date Fields (CSS-2124) - Ensure date fields maintain data when time zone is changed.

Time

Current Bid $1.00
Price

®©
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1 Detal

Sale Settings
US/Eastern -
01312022 04:15 PM ]
02042022 05:45 PM =

[ 90 minutes - —1 . —,]
r Toxo9 - ]
L )

Apply Tax On Buyers Premium

Shippable [tems

sale

[ 1. Placing a bid is an agreement to purchase. i you are the winning I-|
feaa . - - ‘s aw - - Eoy

~ Ability to view BP Details on Invoice view from browser (CSS-2451) - Enhancements made to the overall

invoice view to ensure the customer premium details render as expected.

(4 [BIDS 0: @
LUSA, B5746
tucson@Ecaringtransitons.co
Phone N 520) 833-45
Iterms SKU Amount  Tax Tax
Amount
The CAl681 $27.50 87% $239
World of
Book
Collection
$27.50 »2.39
Additional Notes
.

~ CT Accelerator Enhancement Phase 2 (CSS-2373) - Enhancements in progress to the Print Estimate page, added

ability to remove employees from the employee list, updates to the ‘new user’ and ‘password reset’ emails.
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~ Added ability to enter a ‘0’ into customer’s Premium on Sale Setup (CSS-2262) - Added ability to choose ‘0’
when creating or editing sale settings.

~ Credit Card Processor Project (CSS-2066) - Added ability to automatically process payment for all won items of a
sale.

~ Search Engine Optimization (SEO) Project (CSS-2202) - Install Google Tags, improve site keywords to increase
the search ranking of CTBIDS.com as well as the individual location storefronts.

The CTBIDS Team has been hard at work developing and testing the code to address the open issues with the Seller
Mobile App Description field, the intermittent image distortion, and to improve how the images appear in the device
gallery. We saw to it that ample time was taken to ensure that this release did not cause further disruptions when
deployed. We have tested as many devices as we possibly can to best emulate the devices that are most used in day-to-
day operations. We are releasing a new version of the Seller App (Android 2.0 and iOS 12.0) on 6/30/22. To prepare for a
new app version, please do the following:

« Publish items in your queue prior to updating to a new app version

« Upon app update/install, restart your device immediately
The guidance for optimized usage of the Seller App, as well as supported devices is as follows:

« A total of 20 images uploaded at a time for in-app camera

A total of 20 images uploaded at a time from your device gallery

* A max of 40 images total for each item

o« A max of 1 video per item 15 seconds or less

o There will be an imposed maximum of 5 items to publish at a time

« Items can be edited from Published tab

Best practice is to edit Sale Setup from http://Seller.ctbids.com

o Sale updates from app would require a log out from app to see reflected changes
The items below are those that we’ll continue to work on and communicate a future deployment plan for:

o Touch Response Time
o Android Description Double Tap
e Minimized Landscape Camera View

e Minimized Landscape Image Rendering

Please socialize this communication with all Location associates to ensure all users of the Seller App are informed of the
overall recommendations/guidelines.

We appreciate your patience as we spent the necessary time fully testing the app to reduce the chance of any further
work disruption.

All, the next scheduled release is targeted from 230-530am EST on 7/1/22. With this release, we’'re happy to bring some
key Owner/customer facing improvements. The details are below:

~ Low Bandwidth Banner to splash if users network slowness is detected within http://ctbids.com,
http://seller.ctbids.com and seller NG app (CSS-2004) - This change allows the user to have full awareness of when
their lack of network is impacting usability of the applications.
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0O S At =l 100% 8 13:05

RS
| ]
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D ' I
E—C—
Welcome to CTBIDS Seller

Pages may run slower over low bandwidth

~ Item Receipt Method Improvement (CSS-2487) - Improved customer experience by increasing shading of the user

checkbox for item receipt method selection as well as increasing the font size, boldness.

New look. New site, New items every day!

04 1505) 0: @

Please select the Item

Receipt Method
Pickup

Delivery
Shipping

~ In System Release Banner (CSS-2470)- Improved Seller/customer experience with release communications posted

in-system

< C @ sellercibids.com/sales/creat

G creies [ AdminCToids [G] Seber CTBids P Seller Support- Qu.. @ Twilie Deactivated bidder..
H SELLER I CTBIDS will be undergoing maictenance on FIDY2022 between 2.3 A4 ond 538 AM E5 Geren =) H

« C @ cbidscom/home

CTB0s (G AdminCToids (] Seller CTBids 48 Seer Support - Qu

- Home  Advanced Suaech  Gxtne Sbes Locons

~ Reports Architecture Enhancement (CSS-2317) - Enhancements made to the overall architecture of the reports
service to increase rendering time. This update will answer to feedback provided regarding slowness of the Bidder Report

S m~°

and Sales History Report.
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The CTBIDS Development Team has released an update to the CTBIDS Seller App to resolve the previously reported
concerns. We have gotten confirmation the new app versions are available in the Apple App Store (v. 11.9) and Google
PlayStore (v. 1.9.9). For those few Owners impacted, you should see resolution for the following items:

o App Interruption

o Published Tab was intermittently omitting select images

o Performance Lag

Moving forward, the guidance for optimized usage of the Seller App, as well as supported devices is as follows:

o Best practice is to publish items in your queue prior to updating to a new app version
o Best practice is to restart your phone immediately after updating to a new app version
« A total of 20 images uploaded at a time for in-app camera

» A total of 20 images uploaded at a time from your device gallery

+ A max of 40 images total for each item

o If you're uploading images from the device gallery, some users may experience a brief black screen while the images
are processing. We're actively working on improving that experience.

A few Owners have reported experiencing an intermittent app crash on the Seller App as well as some image distortion
on some iPhone 8 and 13 models. The items below were released to the app store on 5/25/2022 to resolve this

experience. At this time, we're awaiting approval from the app store; you'll be notified in-app when your new version is
ready for download.

Seller App Crash (CSS-2380)

Sellers should see resolution to:

* App Crash
o Published Tab wasn’t loading full set of images

o Performance Lag

Moving forward, the guidance for optimized usage of the Seller App is as follows:

o A total of 20 images uploaded at a time for in-app camera
« A total of 20 images uploaded at a time from your device gallery

+ A max of 40 images total for each item

If you're uploading images from the device gallery, some users may experience a brief black screen while the images
are processing. We’'re actively working on improving that experience.

Additional guidance can be found on the Knowledge Base with regards to supported devices/browsers. You can find this
information by searching ‘Seller App Supported Platforms’.

Thank you,
Lisa Asbury
CTBIDS Support

844-4BIDHELP (844-424-3435)

CTBIDS NEXT Gen-Development - Version Sprint 11 Release Notes
The following items were released on 5/20/2022 to increase efficiency, productivity and improve user experience:

Provide Seller Ability to Allow Item to be Cloned into the Same Sale (CSS-2241)
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Sellers/Admin may clone an item in a current sale, and place it in the same sale so that to save time on duplicate items

* From the sales dashboard, when an item is selected to ‘clone’ or ‘group clone’, the Seller will be given the option to
select the current sale from the dropdown menu the item is already in

New Categories/Subcategories (CSS-2308)

Sellers/Admin have an expanded set of Categories/Subcategories to ensure proper identification

* The Category of ‘Art’ will now have a Sub-Category of ‘Hand Crafted’

o The Category of ‘Jewelry’ will now have a Sub-Category of ‘Gemstones’

o The Category of ‘Sports & Hobbies’ will now have a Sub-Category of, ‘Firearms, Ammo, Gun Parts’
o The Firearms category update is a dependency for the Credit Card Project

Enhanced Single Sign-On Options for Facebook, Google, and Apple (CSS-2046)

Ensure users have uniform ability to do single sign on entry to the site from multiple platforms

« Enable all notification preferences for any new account creation with SSO options

« Provide users with the Apple specific SSO steps via in-system link
Enhance New Bidder Registration Notification Settings (CSS-2324)
Ensure all notifications are enabled upon registration

« Bid Confirmation Notification
o Qutbid Notification
o Item Won Notification’

o Watchlist Notification
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Iltem Receipt Method & Checkout - As a Customer

You can choose how you want to receive your won items by selecting the item receipt method when you place your initial
bid on an item.

1. When you submit your initial bid on an item, you will notice a window pop up asking you to select an item receipt
method.

Please select an item receipt method

Pickup Shipping

2. If you are bidding on multiple items within the same sale, you still have to select the item receipt method you want
when you place the initial bid on every item.

3. When the sale closes and invoices are generated, your invoice will have the item receipt method already marked
depending on what you chose when you placed your bids.

4. If you have won multiple items within the invoice, but chose different IRMs when bidding, the IRMs will
be listed on each item level on the invoice.

5. The customer will not have to return and select an Item Receipt Method after the sale closes
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Invoice Message - Creating a Sale

The Invoice Message is a customizable field where you will click on the pencil icon to edit. This is where the information
will be entered and displayed on the invoices once they are sent. You will enter the:

+ Payment Due Date/Time

Pickup Address
o Pickup Date/Time
» Seller information to be reached at for any questions

+ Any changes to the Invoice Message MUST be done before the sale ends. Any changes to the invoice
message after a sale has ended will not be saved.

Thank you for supporting a family in transition. |
Fayment iz due immediately and must be paid by noon, monthiday.

®
The pickup address is 1223 kain 5t City, State, Zip [ #]

— Shipping Info *

1. Local pick up is preferred. Shipping is avoilable for some items at the |
buyer's expense. We use USPS Mail for all items that fit in a flot rate @
ship envelope or box. if the item does not fit in o flot rate ship box or is [~

— Payment Info *
1. Invoices will be sent out once the sale has completely closed. |
Foyment is due immediotely upon receipt of invoice.

©
2. Login to your CTBids Account: Invoices=Purchases=Check out

Previous Cancel Sow

(1]

1]
iii
Il
Iil
&

Hi Hz SansSent 2 Mormal = B I U &

[Mhank you for supporting a family in transition.

Payment is due immediately and must be paid by noon, monthiday. The pickup address is 1223 Main 5t, City, State, Zip
PICKUP TIME: Day, Month, Day from DM - 12PM

Questions? Email and phone number of seller

Please bring necessary tools and help for picking up large items. Loading assistance is not available. Some
items may be located in the basement or second floor. Please bring boxes or totes for smaller items to carry
away.

(e | e

A Changing the Invoice Message within the Location Template WILL NOT override the Invoice Message that is within
your Sale Setting. (As shown below)
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The invoice message that you have listed within each of your Sale Settings is what the customers will receive on
their invoices. Invoice Messages within your Sale Settings override the invoice message located in your location
template.

Changes to the Location Template Invoice Testing this Link again 9-13

WH [SELLER]]
Message will NOT show on your invoices to

A Home customers. This must be done on each sale
y within your sale settings.
o Locations

* Location Images

Coshocton Ohio Terms & Conditions

> Staff & Agents

Coshocton Ohio

Coshocton Ohio Payment Instruction
¥ BuyerBidder

Coshocton Ohio Shipping Instruction

é Invoice

163



SignUp Genius

Sellers have the option to create slots for customers to attend at time of pickup, one suggested website is SignUp Genius.
You have the option to choose a Free or Charged plan, and it is completely optional to help optimize timeliness for your

Pick up date.
Please Note: This is not sponsored nor does CTBids support this website as their own
You are required to create an account to start (free to sign up and pick the free/basic plan).

You can then use this account to create a sign up for your sale, with features including email and text reminders

Create a Sign Up

Publix Bakery Dulce de Leche™ ™
Milk-Infused Bar Cake

Click here to create a sign up

(® SignUps
Sign Ups

& Crealed L 1nvited To “ Favorites B
Groups Once created, they wil

here

© Sign Ups I've Crg Q el e d
Messages
estatesales 06/18/2022 ; *
Reports Estate Sale Pickup 06/18/2022
Tools
GESETL U Archived & Deleted
Collect

NOTE: Dates are in mmvddlyyyy. Times are shown in EDT. To modify, update your seltings

Please make sure that the link works before the sale closes, as you will not be able to edit invoice

messaging after the sale without Voiding every invoice and having to resend them.
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Editing Items/Lots with Bids

Once an item or a lot has a bid placed on them, some editable features are no longer available. The only way to edit

these features is to view the items/lots carefully before publishing/changing them to ready, OR you can retract all current

bids, and the item will become editable again.

Examples of what is not editable/delete-able once bids have been placed:

+ Condition Field - you cannot change the condition of an item once bids have been placed

Images- you cannot delete an image once a bid has been placed

o Please note, you can always ADD images, but you cannot remove them

Reserve- you cannot change the reserve or add a reserve once bids have been placed

Buy Now Price - you cannot change or add a Buy Now Price once bids have been placed

Tax Status- you cannot change the tax status once bids have been placed

Field

Data Item

Buyer’s Premium
Category

Dimensions and Weight
Direct Price

Handling Fee

House Area

House Location (e.g.
Kitchen)

Item Closing Date

Iltem Closing Time (hms)
Item Condition

Item Description

Item Images and Video Edit

Item Images Display Order
Item is Featured Flag

Iltem is NOT Taxed Flag

Seller.CTBIDS.com

Pre Sale Start

N/A

N/A

Seller.CTBIDS.com

Sale Started, Not
Closing, No Bids on Item

N

Y

N/A

N/A
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Sale Started, Not
Closing, Bids on ltem

N

Y

N/A
N/A
N
Y

Y - Adding images and
videos

N- Remove images or video
unless retract bids

Y

Y
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http://seller.ctbids.com/
http://seller.ctbids.com/

Item Revenue Goal
Item Shippable Flag
Iltem Status

Item Tags

Iltem Title

Item Type

Item Valuation $

Real-Time CTBIDS
Customer Messages

Reserve Price

Sale Address

Sale End Time

Sale Front Door Image
Sale Page Banner Image
Sale Provenance

Sale Start Time

Sale Tax %

Sale Time Zone

Sale Title

Sale Zip Code
Shipping

Staggered Duration
Staggered Time

Starting Price

N/A
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Editable Fields

Field

Data Item

Buyer’s Premium
Category

Dimensions and Weight
Direct Price

Fulfillment Tracking
Information

Handling Fee
House Area

House Location (e.g.
Kitchen)

Item Closing Date

Item Closing Time (hms)
Item Condition

Item Description

Item Images and Video Edit

Item Images Display Order

Item Information:

Item is Featured Flag
Iltem is NOT Taxed Flag
Item Revenue Goal

Item Receipt Method
Settings (ltem)

Iltem Receipt Method
Settings (Sale)

Seller.CTBIDS.com

Pre Sale Start

N/A

N/A

Y

Pre Sale Start

Y
Y
Y

Y (dependent on Sale level
settings)

Y

Please see the chart below for when/what fields are editable and what ones are not

Seller.CTBIDS.com

Sale Started, Not
Closing, No Bids on Item

N

Y

N/A

N/A

Y

Sale Started, Not Closing,
No Bids on Item

Y
Y
Y

Y (dependent on Sale level
settings)

Y
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Sale Started, Not
Closing, Bids on ltem

N

N

N/A
N/A
N
Y

Y - Adding images and
videos

N- Remove images or video
unless retract bids

Y

Sale Started, Not Closing,
Bids on Item

Y

Y
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Item Receipt Method
Settings (Location)

Iltem Status
Item Tags

Iltem Title

Item Type

Item Valuation $

Real-Time CTBIDS
Customer Messages

Reserve Price

Sale Address

Sale End Time

Sale Front Door Image
Sale Page Banner Image
Sale Provenance

Sale Start Time

Sale Tax %

Sale Time Zone

Sale Title

Sale Zip Code
Scheduled Pick Up Date
Shipping Fee

Staggard Duration
Staggard Time

Starting Price

Y (Have to have at least
one IRM selected)

N/A

N (Cannot remove IRM that

is in an active sale at this
location)

Y

Y
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Continue as a Guest during Checkout

If a customer/user is getting an error that they are not able to checkout as a Guest in PayPal, make sure that they have
the toggle turned OFF to ‘Save info & create account’

Shipy

Contact Information

ame a5 billng address

Mokda rasmber

+1

Save info & create your PayPal account

M n

Shop with Shop millions Save big wilh

. Un-Sishect this box
confidence of marchants greal deals

for faster checkout G

Wizl ewbee 1 e i il 10 ComnplEls ¥ our palcRaNg.

Create Account & Continue

Have a PayPal account? Log In

Shipping same as billing address

Contact Information

Mobile number

+1

Email o

Save info & create your PayPal account

By continuing, you confirm you're 18 years or older

You'll return to the merchant to complete your purchase.

Continue as Guest

Have a PayPal account? Log In

Frangais Espafiel 3 B

Policies  Legal  Privacy © 1999 - 2022
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How to Clear Cache for Chrome

If you are not able to view, or are having difficulties with the site, please make sure to clear your Cache and website

history/data. Follow these steps below:

. Click on the Customization/Control setting at the top right corner of the screen
. Select Settings

. Select Privacy and Security

. Select Clear browsing data

. Change setting to ‘All time’ for time range

. Select Clear Data

o N o g A~ w N e

. Make sure to close your browser FIRST after clearing your data

c (sl

G creos [G] Admin CTRids  [] SellercTBids 0 Seller Support - Qu.. (@) Tudlio Desctivated bidder CTBIDS Support Gu.

Google

®h Franchise System

e CCFlow O va

History
Downloads
Bookmarks
Zoom
Print...
Cast...
Find..

Mare tools

Edit

Q, Search Google or type a URL L Help
Exit
@ Settings Q,  search settings
& Youand Google
B  Auofil
| I @ Privacy and security I Take the Prlvacy Guide « 0
Review key privacy and security controls in Chrome “ - I—
@  Appearance —
Q,  Search engine
B0 Default browser
() Onstartup ct Privacy and
o) arm man Safety check
select to Clear
dat;
@  Languages ° Chrome can help keep you safe from data breaches, bad extensions, and more
%  Downloads
T Accessibility Privacy and security
A system =  Clear browsing data )
Clear history, cookies, cache, and more
49 Reset and clean up
Prlv.an Guide "
* Extensions [ Review key privacy and security controls
®  About Chrome Cookies and other site data

(-]

Third-party cookies are blocked in Incognito mode
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Cut

Nesw Incogrito window

Copy

. Make sure that all options are selected for Browsing History, Cookies and other site data, Cached images and files




Clear browsing data

Basic Advanced

Time range  All time

Browsing history
Clears history, including in the search box

Cookies and other site data ,Change setiing to
All time” and select

Signs you out of most sites, Clear data

Cached images and files
Frees up 297 MB. Some sites may load more slowly on your next visit.

Cancel Clear data

171



Knowledge Base Test

Testing
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Customers - How to Bid

To place a bid on an item you must first register for an account and you must be signed in to place a bid. You will see a
bid box appear on each auction item listing.

Current Bid $6.01
Minimum $7.01
Increment $1.00

Flace Your Maximum Bid in % Place Bid

Auction Items Use Proxy Bidding Bzl

Place your bid in the box and click the “Place Bid” button. A dialog will appear confirming your bid.

Bid Confirmation

Your maximum Bid

Buyer's Premium

Buyer's Premium Amount

Mo, Cancel my bid

You may confirm or cancel your bid at this point but if you want to place this bid select the “Yes, Confirm my bid” button.
Our site uses proxy bidding so that you can enter your highest maximum bid and we will place bids for you automatically
based on the bid increment amount shown. Only you will know your Maximum bid and it will require another customer to
bid against you to increase the price. There is no need to enter commas if your bid amount exceeds $999. Just enter the
numerals. The earliest customer wins when two customers place the exact same maximum bid. It is always a good idea
to add a few extra pennies to your bid to avoid a tie.

Example:

An item is currently at $1 with no other bids and you place your maximum bid of $22. The bid increment is $1 and there
is no reserve. You will become the winning customer at $1. Later, another customer places a maximum bid of $10 and
you will immediately become the winning customer at $11. The other customer increases his bid to $15. You become the
winning customer again at $16. The new customer now places a maximum bid of $22 which matches your original bid of
$22. You will remain the winning customer at $22 since you placed your $22 bid first. When there is a tie, the earlier bid
wins. Now the new customer places a new bid at $25. He now becomes the winning customer at $23.

Another scenario: It can be advantageous to add a few odd cents to your bid. Let's say you placed your first bid for a
maximum of $25.01. Another customer places a maximum bid of $10, you become the winner at $11. Now the other
customer places a bid of $25, you would become the winner at $25.01 if no additional bids were entered. It will appear in
the Bid History that you won the bid by less than the required increment of $2, but, in fact, when you placed your initial
bid, it did exceed the bid increment requirement at the time the bid was made. A proxy bid can never exceed your
maximum amount.
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Caring Transitions/CTBids.com will bid incrementally* for you up to your maximum bid. Your maximum bid is kept a secret
from other users. *The exception to this rule is when your maximum bid is placed on an item with a reserve and your bid
is less than the reserve. In that case, your maximum bid amount will be shown.

Extra time will be added when bids are placed near the time that the sale begins to close to allow all customers the same
chance to win the item.

If the bid amount is greater than: The bid increment will be:
$1 $1

$25 §2

$ 100 §5

$ 500 $10

$ 1000 $ 25

$ 2500 $ 50

$ 5000 $ 100

o You can now view all of your Proxy Bids on your ‘Bidding’ Tab in your account. The Max Proxy Bid will be above the
current bid amount for any item you are actively bidding on.

Scheduled maintenance on 09/16/22 from 2:30am-5:30am EST

|m BlDS Home  Advanced Search  Essate Sabes  Locations Search il of CTBICS Q Q) ml Sewikii v
A MyAccount  §Favorite Locations <3 Wastching QwWon T NotWon

TS  Ju-d
i L -

Dayton, Ohio, 45430 #, Avction Dayton, Ohio, 45430 #, Auction Dayton, Ohio, 45430 A Aucion
Katle G Test 1 Chocotate Almonds
My procxy bid: $1
Irrent : $1.00
o v b winaing iy 1o 5 shippaie
Deycon, Ohia, 45450 A, Aucion Deyron, Ohic, 45450 #, Aucion Daycon, Ohic, 45430 & sucion
Vacation Correct listing. Test
— oty s
Cu id: $1.00
d mils d m d m ——
— BdNow = Bidbow =
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URL/Website Not Working?

If you are not able to view, or are having difficulties with the site, please make sure to clear your Cache and website

history/data. Follow these steps below:

. Refresh the webpage

. Select Settings
. Select Privacy and Security
. Select Clear browsing data

. Change setting to ‘All time’ for time range

N o o b~ W N P

. Select Clear Data

. Click on the Customization/Control setting at the top right corner of the screen

¢ (sl

[ AdmincTeids [ Seller CTBids ' Seller Support - Qu.

@& crens

Q, Search Google or type a URL

Settings

&  Youand Google
B Autofil
I 0 Privacy and security I

@  Appearance

Q. Search engine

B0 Default browser

()  Onstartup ct Privacy and
Security, and then

@ Languages

% Downloads

T Accessibility

9, system

4D Resetand clean up

M Extensions [F

&  About Chrome

@ Twilio

Deactivated bidder... CTBIDS Support Gu..  ®h Franchise Systen I8 CCFlow IR Va

History
Downloads

Bookmarks
Zoom

Print...
Cast...
Find..
Mare tools

Google

Edit

sttings

Help

{=

Exit

New Incognito window

Ctrl+ShiftsN

Q, Search settings

Take the Privacy Guide

o |
.
Review key privacy and security controls in Chrome -

No thanks

Safety check

g Chrome can help keep you safe from data breaches, bad extensions, and more

Privacy and security

Clear browsing data
Clear history, cookies, cache, and more

Privacy Guide R

Review key privacy and security controls

6 Cookies and other site data R
Third-party cookies are blocked in Incognito mode
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Clear browsing data

Basic Advanced

Time range  All time

Browsing history
Clears history, including in the search box

Cookies and other site data ,Change setiing to
All time” and select

Signs you out of most sites, Clear data

Cached images and files
Frees up 297 MB. Some sites may load more slowly on your next visit.

Cancel Clear data
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Website URL Info

1. Every location has a Vanity URL
2. The Vanity URL will redirect to the Location’s CTBIDS page

3. Once the Location page is optimized, you will no longer see the location numbers in the URL.
a. https://ctbids.com/locations/128/sales/ is an example of a Location URL

b. https://ctbids.com/estate-sales/akron-oh is the corresponding Optimized URL

c. cle-akron.ctbids.com is the corresponding Vanity URL to the ones mentioned above

0 Please only use the Vanity URL for marketing and advertising purposes
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Changing Name in PayPal Account

Here is what you will need to change the name on the account:

e Photo ID

o Copy of SSN card, or a paystub that can verify the SSN

o Document with your business letterhead that includes the following:

o

o

o

Primary email address currently on file
Current name on file

Current address on file

Current phone number on file

New name to be on the file

New home address

New phone number

Reason for the change
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Missing Item in Pending Status

If you ever have an item that is missing in Pending Status, you can always find it by searching for your sale, and clicking

the items number as seen below:

Sale Title

All

Once you click on the blue image number, it will bring up all the items from the sale:

From here you can search for the item, change how many items you want displayed at a time up to 600 items per page,

and you can edit the item

[= ] Shippable Status On

Chant Mame

Schenectody, New York, 12345

Category tem Title Description
All A

Stotus State City
All v All

Back - Shippable Status On

+ Create Title 11

tox status on

test - not for sale

o o o

|pod test

testlas

Test itern May 14

a g 0

Test 6789
Test579

LLA

Test 12345

o 0o o oJ

Testing

If you click edit on the item and you render a ‘No Data Found’ or ‘No Results Found' it is most likely a Display Image
Issue, and will need to be resolved on the backend. Please contact Ctbidshelp@caringtransitions.com or calling 844-424-

3435

Sale 1l

Shippable Status On

Shippable Stotus On

Shippable Status On

Shippoble Stotus On

Shippable Status On

Shippable Stotus On

Shippable Status On

Shippable Stotus On

Shippable Stotus On

Shippable Stotus On

M a  0a Mh ba,

W2

I”o,

"3
=
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Storting Befor

02/25/2022 02:00 PM EST

Crected Dote From

WD YYYY

Bought By

EG2DRGWMSNG)

1BSMLGXODANS

123

Ti23

GJAWGLNAG|S

JRO0IK

JROD2K

VOMMMWICDWHD

LLAL

QEWRZPEMENI

]

Cregted Date To

MMDDAYYYY

Pending

Fending

Pending

Fending

Pending

Pending

Pending

Pending

Pending

Pending

CT Test Location - Mothing Really for Sale

»

Ddete Clear All w
B Exportto CSV


mailto:Ctbidshelp@caringtransitions.com

No results found

We couldn't find what you're looking for.
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Finding a Closed Auction

In order to find an auction that is no longer active, please follow the steps below.

« Please note- As a part of PCI compliance, the process of providing a URL for older, closed sales has been disabled. If
you are wanting to share this information with a client, please send them these steps:

1. Go to CTBIDS.com and click on the Advanced search tab
2. Select your location as the location
3. Enter the dates to be one day before the sale started and one day after the sale ended
4. Select Completed
5. Select Sort as desired (if needed)
6. Click to Search
& o] B - Cltedsoom/acvance-saarch
D Free Mot mported From BN Eeterpose Rent-f-C ] EstmieSales Iy SuggestedSites 8 CnconstiBel gl Google d

Pl ek, MW o0, M
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[ Rera-Sparis MV '"']
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| an af Chess svords | inciude- Description
¥ ] Kt

| || + - L
Er Barge

s | |- 5]
Date F / /
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http://ctbids.com/

Processing Invoices less than $5000 (System Generated) (CPP)

1. Sale Ends
2. Owner clicks Generate Invoices

3. Owner Processes Payment from Invoice Dashboard

4, System processes Payment Successfully in full
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Processing Invoice with restricted item

1. PayPal does not allow transaction of restricted items (guns, gun parts, ammo, tobacco)

2. Customer and Seller will have to come to an agreement of a payment method outside of PayPal
a. Sale Ends

b. Owner clicks Generate Invoices
c. Owner is unable to Process Payment from Invoice Dashboard
d. Owner secures payment outside of CTBIDS

e. Owner Reconciles by manually entering in payment via 'Make a Payment' button within Invoice
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Processing Invoice with Non Restricted item (System Generated)

1. Login to http://Seller.ctbids.com

2. Select ‘Sales’ from the left side menu

3. Search for the sale, and select the sale Dashboard icon
4. In the upper right-hand corner, select ‘Generate Invoices’

a. If the ‘Generate Invoice’ button is greyed out - check to make sure there are not any items that are still live - you
cannot generate until the sale is completely closed. If issue persists- then you would send out a slack message to

Level 3 (Development Team)

m

- tem Title A-2 v

5. Seller will generate Invoices and select Process payment to charge default card on file
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New Invoice - Greater than $5000 (Owner Created New Invoice) (CPP)

1. Any invoice greater than $5,000 will automatically charge 10% of that total to the card as a deposit
a. If the deposit amount is approved it is up to the seller/customer to choose a method to collect the remaining
payment

i. Collecting remaining payment method on CTBIDS
1. Seller will select Process Payments on invoice to collect remaining balance
2. CTBIDS invoice will be marked as paid and emailed to win

ii. If the Seller does not wish to collect the remaining balance through CTBIDS they will have to pick an alternative
method, then manually mark the invoice as paid

2. CTBIDS will not send the 10% transactions to the PayPal dashboard for any item purchased at $5,000 or over.
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Approved - New Invoice or Add On Invoice (Owner Created New
Invoice)

1. When owners create a new invoice or add on service to an invoice, the customer must approve of the new invoice with
the additional services

2. Scenario for Customer Accepting Additional Services/Charges
a. Sale Ends

b. Owner clicks Generate Invoices
c. Owner Processes Payment from Invoice Dashboard for Item
d. Owner Adds On Invoices for Shipping/Services

e. Owner Sends Invoice to Customer for Approval

—h

. Customer Approval Secured
g. Owner Processes Payment from Invoice Dashboard

h. Customer Card Charged for Additional Service Cost
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Iltem Receipt Method- As a Seller

1. Location Level Settings

The IRM settings that are saved at your location will affect the settings available at the sale and item levels. If you
wish to always have all IRMs available at the sale level, then check all the IRMs at your location level. In the current
state of the Location level settings, there is a Shippable Items checkbox that creates a default setting on the sale
setup. This setting has been removed and any item marked shipping or delivery will automatically have the Shippable
icon displayed in the sale. You cannot save your Location template without selecting at least one IRM.

[ Use Automatic SKU's
[ Apply Tax On Buyers Premium
[ Send Copy of Invoices

ltem Receipt Methods *

[0 Pickup (J Delivery ([J Shipping

2. Sale Level Settings

The IRM settings that are saved for your sale will affect the settings available at the item levels. If you wish to always
have all IRMs available at the item level, then check all the IRMs at your location level and sale level. In the current
state of the Sale level settings, there is a Shippable Items checkbox that creates a default setting on the item level
setup. This setting has been removed and any item marked shipping or delivery will automatically have the Shippable

icon displayed in the sale. You cannot save your Sale settings without selecting at least one IRM.

() Apply Tax On Buyers Premium
Item Receipt Methods *

Pickup (] Delivery Shipping

3. Item Level Settings

The IRM settings that automatically render are based on the settings that are selected at the Sale level. In the current
state of the Item level settings, there is a “Item is shippable” checkbox that turns on the “Item is shippable” icon on
the buyer site. This setting has been removed and any item marked shipping or delivery will automatically have the
Shippable icon displayed in the sale. You cannot save your item settings without selecting at least one IRM.

Item Settings
[ Item is featured [ Item not taxable

Item Receipt Methods *

Pickup (] Delivery Shipping

4. During a sale creation, you will have the option to create Iltem Receipt Methods (IRM). The options that are available
are dependent on the options selected at the Location Level Settings.
a. Pickup - Customer will come in and pickup their items during designated pickup time

b. Delivery - If you have a delivery option available, please select this, it is separate from shipping

c. Shipping - Shipping an item(s) to a customer at a cost you determine
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A

N7 When you are creating items in a sale, they will automatically render the IRMs that were selected at the sale level. If you go
back to the Sale level settings and edit/change the IRMs offered after some items have already been created, the update
will NOT affect items that were previously created in the sale but only the items moving forward.

Example:

| created items on the app when the sale settings were set to pickup and shipping and some items had both shipping and
pickup checked, then later | updated the sale settings to pickup only (deselected shipping). New items | create will only
show pickup selected, but the previous items, that were created while both were an option, still retained it's shipping and
pickup IRM status.

In the screenshot below you will see that on the item created when shipping and pickup was initially set at the sale level but
the sale IRM settings were later changed to only Pickup, shipping is still selected but is now ‘grayed out’.

*If you change your mind and want to now deselect shipping from this item, it will need to be done on the CTBids Seller Site
and cannot be done on the seller app. *

£ Edit ltem
Dascription >
ltem Type *
h
Auction

Capture Photo Capture Video Gallery

You can upload a maximurn of 29 Images®ideos per lem

Display Image
lem is Ibeerm Mo
Featured Taxakle

|tam receipt method *

[w#] Pickup v

1.00

0 Please note selecting at least one IRM for your sale is mandatory for it save.
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Picku Delivery Shipping
p pRIng

Select any or all of the item
receipt method options

During a Live Sale &

A\ You can add or remove IRMs as long as there are NO BIDS placed on the item in a live sale.
Once bids have been placed on an item you cannot select to add another IRM option or remove one.

Example 1: You notice after the sale went live that an item is listed for pickup only and you want the item to also
be shippable. The item has bids placed. -You will not be able to add shipping as an IRM to the item since bids are
already placed.

Example 2: You notice after the sale went live that an item is listed for pickup only and you want the item to also
be shippable. The item does not have bids placed. -You will be able to select and add shipping to the item.

Options for Example 1:
1. -Retract bids, place the item in pending, add the additional IRM, and then place the item back into Ready so
bidding can start again.

Cloning Items or Moving an Item From One Sale to a Different Sale &

Cloning items or moving an item from one sale into a different sale will reset the Item Receipt Method settings to the sale
level settings of the newly assigned sale.

For example: Item #1 is in Sale A. The IRM methods selected at the item level for Item #1 are pickup and shipping. |
clone or move Item #1 to Sale B. Sale B's IRM settings are pickup, shipping, and delivery. When | go to edit the settings
for Iltem #1 in Sale B, all the IRMs are automatically selected.

After the Sale Closes &

Once your sale closes and invoices are generated, the item receipt method will be auto populated on the invoice for each
item. You do not have to direct the customer to select an IRM after invoices are generated. If a customer wishes to
change the IRM, the seller/staff can go in and edit the method if the invoice has not been paid for. The IRM options
available when a seller/staff edits an invoice are based on the IRM settings at the item level.
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x ltem 5 v TCTDO4HHBZ3Y Pickup v $1
Pickup

Delivery $4.00
Shipping

If a customer wants to surrender an item they won, and the seller creates an invoice for another customer who also bid
on an item, the IRM option the customer choose when they placed the bid is what will render on their newly created

invoice.

Example: Customer A bids on Item #1 and selects Pickup as their IRM. Customer B bids on Item #1 and selects Shipping
as their IRM. Customer B wins Item #1, then wants to surrender it. Customer A wants Item #1. The seller creates an
invoice for customer A and adds Item #1 to the invoice. When the newly created invoice is submitted, Pickup will

automatically render as the IRM since that was the original option customer A chose.
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Processing Payments- Payment Successful

1. Sale Ends
2. Owner clicks Generate Invoices
3. Owner Processes Payment from Invoice Dashboard

4. Confirmation that the payment processing will appear

© Auto debit process Initiated

5. System processes Payment Successfully in full

6. Auto Charge Status will render Completed

[ invoice No- 15141311 Date:- 01/18/2023 11:04 AM EST

Name: Brown, Michael

Phone: ---

Email: mbrown@caringtransitions.com
Address: ---

Total Amount Pending  Email S§nt Status  Add'l Service Accepted @  Auto Charge @
$423 $0.00 Yes Paid Accepted Completed
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Processing Payments- Payment Initiated

1. Owner clicks on process payment

Processing Payments
1. Payments will now be processed in CTBIDS
2. After invoices are generated, seller will need to click the global Process Payment button at the
top of the Sale Dashboard

e
e

2. Auto-charge status will equal “Initiated”

Ivvoice No- 648917387 [}

View REms

Payments Failed because PayPal has an outage or disruption in service that will impact vaulting a payment
method for customers and/or processing payments for Owners ¢
» We have developed a way to communicate with the Sellers and the Buyers when PayPal has a disruption in service.

o When a customer is attempting to vault a card and PayPal service is unavailable at that time, the customer will
receive a message:

= “CBCDO008: PayPal Payment Gateway currently unavailable: This Payment could not be processed at this time.
Please Try again later.

o When a Seller processes payments and PayPal service is unavailable at that time, the payment will fail and when
the Seller checks the response codes, there are two that they may see

= “Uh oh, looks like we encountered a server problem”

= “CBCDO008: PayPal Payment Gateway currently unavailable: This payment could not be processed at this time.
Please try again later.”

o When PayPal service is disrupted and a customer is attempting to do a Direct Buy purchase

= The Direct Buy button will not be actionable (grayed out). There will not be a user facing message for the
customer. The button will become actionable again once service is reestablished.
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Processing Payments-Payment Declined

1. Owner clicks on process payment

2. Auto-charge status will equal “Initiated”

3. When payment is unsuccessful the PayPal Status will render Unpaid

4. The auto charge status will equal Failed

DECLINE-PayPal Restricted &
1. Payment not completed
2. PayPal Status will equal Unpaid

3. Auto-charge status will equal “PayPal Restricted”

Name: User3, Test

Phone : -

Email: Test_CCP_User3@ctbids.com

Address: - --

Date Total Amount Pending Email Sent Status Auto Charge @
10/31/2022 09:13 $121 $121 Yes Unpaid PayPal Restricted

Payment Declined - No Payment on File &

1. Customer bids on items before Express Checkout Release
2. Does not put a card on file before a sale closes
3. Invoices are generated

a. PayPal Status will remain Unpaid

b. Auto Charge will render Failed

Total Amount Pending  Email Sentf Status Auto Charge @
$331 $331 Ne Unpaid  Failed

*Please Note: If PayPal places a limitation on your account (for any reason), that will impact your ability to process payments through CTBIDS. It is very
important to stay current on emails received from PayPal to ensure they aren’t in need of business related documents.
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Full Payment - Manual Adjustment Entered

« Due to laws in certain states, it is mandatory for auctioneers to have the option to accept cash payments
« Cash payments are recommended for exception scenarios and is not recognized as a best practice

« Owners have the ability to accept payments, including cash, outside of CTBIDS for purchases
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Customer changes default card after partial payment is completed

. Sale Ends

. Owner Generates Invoices

. Owner Processes Payment (Customer Default Card is Card 1)

. Customer Card Charged 10%

. Owner needs to secure remaining balance; reaches out to Customer
. Customer wishes to change Default card from Card 1 to Card 2

. Customer changes card 2 to Default

. Owner Processes Remaining Balance

© 00 N o o A W N P

. System Processes Payment from Customer Card
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Process Payment Failed Scenarios

1. Reasons for failed transactions include but are not limited to
a. Expired card

b. Insufficient funds on the card

c. Seller’s decision to not honor

d. Card reported stolen after placing bids

e. Seller’s information incorrect or mismatched in PayPal and CTBIDS profile

2. It will be the seller’s decision on how to complete this transaction
a. Seller Changes Winning Customer
i. Void the invoice of the previous winner

ii. Next highest customer is the new winner
ii. Create a new invoice - see steps here
iv. Generate invoice and process payments once approved- as usual (if item is under 5000 and non-restricted)

b. Seller Does Not Change Winning Customer?
i. Item will not be paid

ii. Invoice marked Void or Unpaid

iii. Customer updates payment method and seller processes remaining balance

1. Sale Ends

2. Owner Generates Invoices

3. Owner Processes Payment (Customer Default Card is Card 1)
4. Customer Card 1 is Declined

5. Invoice Status = Unpaid

6. Customer wishes to change Default card from Card 1 to Card 2
7. System allows default change from Card 1 to Card 2

8. Owner Processes Remaining Balance with new default Card 2
9. System Processes Payment from Customer Card 2

iv. Seller suspends the customer if no balance is collected
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Invoices: creating, editing, sending/emailing, pending Status, voiding, printing, restricted items, Add
On invoices, & other invoice topics.

Viewing Invoice Status from Dashboard &

1. Sellers have the ability to view invoices by their payment status

2. The dashboard has a drop-down menu labeled Status where they are choose which invoices to view

SELLER New Banner text for seller alpha app.
@ Bock | D1/06 New Invoice Screen Checking Print Selected

Allitems 6 o — Buver Emod Address
Auction 1] All v Al v

Direct Buy 0 Buyer First Nam Buyer

Qnsite Ony 0

Sokd 2

Invoice No- 831071 [l
Hocsad N Nome:  Kumar, Prem View/Edit Invoice
Phone: 9856326698
3 i X "
Email: upremkumor1994@gmeil cor
Address: test, Bloomingburg, Ohio, 43106

Shipped 2
Date Total Amount Pending Email Sent Status. Auto Charge @

Ready 0 0610112022 02:38 $18.12 1812 No Void
A EOT

Pending 0

Invoice No- 1071831 [}

Mame: Kumar, Prem

Phone: 9856325698

Emall: upremkumarl994@gmailcom
Address: test. Bloomingburg, Ghio, 43106

View/Edit Invoice

Tax Not Exempted

1 Total Amount  Pending EmoilSent  Status Auto Charge @
06/01/2022 0251 $102.00 $0.00 Yes Paid

Il

Pending Invoice Status &

A ‘pending’ status can happen for a couple of different reasons and was put in place so that attempting to process a payment multiple times does not occur (which could
result in charging the customer multiple times and then the need to reimburse if multiple payments clear). Here are two reasons payments can be set pending:

1. If the customer has a PayPal account vaulted as their form of payment and within their account they have selected to use their bank account for
payment, PayPal can issue that payment as an ECheck (or Echeque); that payment can take days to clear. This is a PayPal account product offered to customers
and you do have the ability to block/not accept the use of Echecks -we have this outlined in the Seller Knowledge Base as well on how to block/not accept Echecks within
your PayPal dashboard settings.

a. Emailing CTBidsHelp@caringtransitions.com to let us know that you have an invoice payment in ‘pending’, along with the invoice number, is what is required so that a
review of this transaction can take place. The Development Team can confirm if this payment is in fact an ECheck.
b. You can monitor the transaction in your PayPal Dashboard to see if/\when the Echeck clears.
c. You can see if there is an option to cancel the receiving payment from your PayPal Dashboard, or if there is a way for the customer to cancel this transaction, if you do
not want to wait for the payment to clear.
*Be aware that since you have not disabled accepting EChecks on your PayPal account in the settings, then your account currently allows payment by Echeck.
i. If you plan to look into canceling an Echeck Payment, we encourage you to communicate this with the customer so that both accounts can be checked for the
cancel option. Then agree on another form of payment.
ii. It can take anywhere from 4-7 days for an ECheck to process.
ii. You can also wait for the Echeck to clear and offer to schedule an alternative pickup date (if pickup applies) so that you are sure payment was successful. Wait to
ship items until the payment has cleared.

iv. Please look up how to turn off acceptance of Echecks if you no longer wish to accept them.

2. If the API call between PayPal and CTBids timed out before a response code for the payment could be given, then the payment will remain in a ‘pending’
state to prevent additional payment attempts. This will require our Development team to review the payment to see if the payment completed successfully or failed.
Once they gather this information, the development team will update the status once it is confirmed as completed or failed.

a. Emailing CTBidsHelp@caringtransitions.com to let us know that you have an invoice payment in ‘pending’, along with the invoice number, is what is required so that
the review of this transaction can take place. The Development Team will be contacted to do this transaction review and the payment status will be updated once the
final status is confirmed.

© The Development Team runs a query for any ‘pending’ charges, which they will monitor these transactions for any processing updates (for Echecks, this can also be
monitored in your PayPal Transactions for the final outcome).

If you feel the pending status is taking too long to update, or you just want to message to be sure we are aware of this invoice status, please feel free to reach out to
CTBidsHelp@caringtransitions.com.

*Please do not recharge the customer by creating a new invoice or void the pending invoice. Voiding the invoice will NOT cancel the backend
process of the payment.
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The Number of Invoices and Items in My Sale are Different. &

Customers often purchase multiple items in a sale. Every customer should only have one invoice per sale, so if multiple items are on one invoice, then there will be a smaller

number of invoices versus items.

Sending invoices/receipts globally &
1. After your sale has closed here are the steps to follow:
a. Sign into your Seller account
b. Search for your sale details to populate information
c. Once the sale has appeared, select the ‘Dashboard’ icon
d. Review ‘Sold’ items from the left-side menu.
e. If any item(s) need edited, bids retracted, customer changes, etc., click on the ‘View/Edit’ button next to the particular item(s).
2. After reviewing sold items, select “Generate Invoices” in the top right corner of your screen.

3. If you have any Pending Tax Exemptions, you will get an alert before being able to generate invoices
a. You can skip this step by clicking ‘Generate Invoices’ and it will generate all invoices as they are

b. You can select ‘Approve Tax Exemptions’ and it will take you to the Approve Tax Exemptions page

There are Pending Tax Exemptions thot need approval for this sole.
Please click ‘Approve Tax Exemptions’ to address. or you may skip by
clicking "Generate invoices” and Tox Exemptions will remain Pending.

Approve Tax E

« Please note that by selecting ‘Approve Tax Exemptions’ you will still need to go back to the sale dashboard and select Generate Invoices.
o You will need to approve each users Tax Exemption individually

« You can view/edit invoices that are generated before sending them to winners by selecting ‘Invoiced’ from the left-side menu.

« After reviewing generated invoices and ready to send to winners, select blue ‘Email Invoices’ button from the ‘Invoiced’ tab and make the appropriate selection for what
you are wanting (to send globally) then click ‘send’.

Send Invoice to
(@ Unpaid Invoice
(O) Not Sent Email

(7) Paid Receipt

« To email all Paid receipts from your sale (globally), go to the Invoiced tab on the Sale Dashboard

e Kate (L) g

Print All i Process payment

« Press the blue ‘Email Invoices’ button

« A pop-up message will render, giving you options to send the appropriate receipt
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Send Invoice to

(O Unpaid Invoice

(O Not Sent Email

@ Paid Receipt

« After clicking the correct Receipt option, click the red ‘Send’ button to generate the emails

Email - Unpaid Invoices -For ALL Unpaid Invoices on your sale (globally) &

1. Same steps for emailing Paid Invoice- see photo above -

Email - Not Sent Emails -For ALL Not Sent Emails on your sale (globally) &

1. Same steps for emailing Paid Invoice- see photo above

If you would like to send ONE invoicelreceipt to just one customer, and NOT to all customers, follow these steps: &

1. First click on the view/edit invoice for the one invoice/Receipt you would like to send by email (works for both paid and unpaid status invoices)

3
[l tewoice No- 2334164 Date:- 08/15/2023 04:17 PM EDT

Neme:  Logon, Kim
Phone: 6144036393

Emal: kLogendcaringransiions com
Address: 555 Main St. Grove City . Ohio, 43123

Totol Amount  Pending  EmailSent Status  AuoCharge @  Transaction History
$210 $210  ves Unpold  Folled

2. Once that opens and you are viewing the actual invoice, about midway down -under the Invoice Date- you will see the 'Send Email' button. This will email out JUST this

invoice/receipt
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Testing this Link again 9-13

Make Payment Mark Shipped Tronsaction History
¥ E

g To Pickup Location Shipping To
Logan Joel Roadruck 222 Coin St,
Main St, 1234 Cinci St. Grove City, Ohio
e City , Ohio Cincinatti, Ohio USA, 43123
USA, 45201
cthidssupport@caringtransitions.co
Phone No: (513)
ce Details
pice: 2334164 € unraD — Invoice Date :- 08/15/2023 04:17
—* Send
ems SKU Amount Tax Tax Amount BP BP Amount Gross Amou
Yick-Up Only 2 1245 $1.00 2% .- 5% $0.05 $105
shippable 124578 $ 100 2% . 5% $005 $105
$2.00 $0.00 $0.10 $2.10

Visibility into Sent emails with the ‘Email Sent’ icon on each invoice on the ‘invoiced’ tab on your sale dashboard: &

« Once emails have been sent you will see an Email card icon to click on to review the current email Status. This feature is to add more visibility into whether a customer
received the system sent email of their invoice/receipt.

o This feature is a ‘moving forward’ feature. Any emails sent after 12/7/24 will contain the log details, where past emails sent will not (this is not retroactive).

. Invoice No- 4677164 Date:- 11/21/2024 08:34 AM EST

Name : Customer

Phone : 5555555555

Email : Testemail@CTBids.com

Address : Test Address Ln. Test City, State, 55555

Total Amount Pending Status Auto Charge @ | Email Sent Transaction History ~ Fulfiliment
$15.00 $000 Paid Completed Yes 5o 5= 5=

« Delivered Emails
o Title: Email Delivery Status

= Sent: Email sent to destination email server (successfully sent from the CTBids platform).

Delivered: Email delivered to destination email server

Open: The user has opened the email in their inbox

Click: The user has clicked on the supplied link within that email that redirects them to their account to view the invoice/receipt. *If the customer does not click on
the link within the email, you will not see an updated status of ‘click’. A customer can view their receipt through the attachment in the email without clicking the
link or within their My Account.

o Title: Reason
= You will see the link to the customer's account (this is the link they clicked on within their email to view their invoice/receipt -you will not have access to open
that link, it is displayed here for proof of action done by the user).
« Bounced or Failed emails
o Title: Email Delivery Status
= Sent: Email sent to destination email server (successfully sent from the CTBids platform).
= Bounce: The email that was successfully sent from the CTBids platform could not be delivered (issues with the destination email server or the customer’s email
account).
o Title: Bounce Type
= Generic reason for the email not reaching the recipient

o Title: Reason
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= This is backend information for why the user's email was not delivered or ‘bounced’. There is an issue on the users end with their destination email server, email
address, or account inbox that prevents the delivery of the email. Any posted URLs in this column will not render a result when searched where you can take action
with -this is strictly backend information that you are seeing for the bounce/failure
« You can attempt to send the email again -which will render another line item for ‘Sent’- to see if the customer has resolved their email issues.
o If you receive another ‘bounce’ response, you may need to reach the customer by other means (phone number).

« Example email for Sent, Delivered, Opened, and the person ‘Clicked’ on the link within the email:

Email History %
Email Sent Date Source Email Address: Destination Email Address Email Delivery Status Bounce Type

2024-11-27 noreply@ectbids com Testemail@etbids.com Sent --- Email sent to destination email server
2024-m1-27 noreply@ctbids.com Testemall@ctbids.com Delivered - Email delivered to destination email server
20241202 noreply@etbids.com Testemail@etbids.com Open .. 65185153221

2024-12-02 PlYUAL@CIDIdS. com T il e m Chick NS /Duyeruat Clowds. Com/my-

accountinvolCe/raiTASTvIew

« Example email for an email that ‘Bounced’. It was sent from CTBids successfully but was not able to be delivered:

Email Histol

& X
Email Sent Date Source Email Address Destination Email Address  Email Delivery Status Bounce Type
2024-12-02 noreply@ctbids.com TaxPayer_1@gmail com Sent - Email sent to destination email server
2024-12-02 noreply@ctbids.com TaxPayer_1@gmail.com Bounce General smip; 550-5.1.1 The email account that you tried

10 feach does not exist. Please ry 550-5.1.1

double-checking the recipient's email address for

1ypos or 550-5.1.1 unnecessary spaces. For more

information, go to 550 5.1.1

hitps ifsupport google.com/mail?p=NoSuchUser
59¢1d 15i1366880291.150

gsmip

Editing Invoices BEFORE Processing Payments &
1. Owner can edit invoices to reduce taxes or buyer’s premium

2. To edit an unpaid invoice do the following:
a. Sign In to Seller CTBIDS
b. Select the left-side menu item “Invoices”

Apply search criteria to limit the list of invoices. You can list invoices by sale, customer, invoice number, and date range. For a full listing of sale invoices, use the sale

2]

filter.
When you have your invoice, or list of invoices, you will notice that depending on status (paid or unpaid) there are button options.
i. View/Edit Invoice button can be selected to edit an unpaid invoice
1. The button will simply show as ‘View Invoice’ if the invoice has been paid and edits are not longer an option.

a

Once the invoice opens, click the Edit Invoice option on the top right side.

o®

—

When you have made all the edits necessary, select the “Submit” button in the upper right of the invoice to save changes.

g. The previous invoice will be voided out and a new invoice will be generated

=

You will need to send the new invoice by clicking the ‘Email Invoices’ button in the top right corner or by clicking to view the invoice and selecting Send Email under

the date/time stamp.

A\ Users cannot edit an invoice once it has been Paid -information on this is within this article

Shipped Tab on Your Sale Dashboard &
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CTSeller

O bBack

All items 6
| Auction &
| Direct Buy 0

Onsite Only 0

Sold 2

Not Sold 4

Invoiced 4

Shipped

Ready 0

Pending 0

Make It Returnable Status 0

Delivery Guarantee Status 0

The ‘Shipped’ tab will contain invoices where you have successfully added fulfillment/tracking information on a shipping IRM invoice. This will show you how many invoices
you have successfully added tracking information to and selecting the tab will show you specific information: Item Title, Invoice Number, Customer Email, Tracking Number,
Carrier, and IRM.

If a customer calls/emails you and would like to know their tracking information, this would be a great tab to use to find that information.

Printing Invoices &

When printing invoices, your printer settings are going to be important so that your invoices print correctly without information missing or getting cut off.

1. Be sure to pick the correct paper size (When testing | purposefully selected the incorrect paper size and printed...it did not end well)

2. Set the Scale to ‘Fit to printable area’ -this is a must!

vegeroer | wion | s [ som | seam | sece na o
% s aoe 228 g0m Jues| sons 1000 a Print 2 sheets of paper
Sl Roponces oy
s wsoas | s1o0 |20 soms |uw| som sa00 s
. e oo [P0 som [uew| soas e A Destination & Canon TREG00 series
G o
aasors | saoo [*81] some faew| soan sa00 s
Pz '} -
oo | ooz | 5100 P2 som || sous | sow | sar noes A
toeccoecorss]  wss | stoo %8| som |um| sous | s | sz
o Copies. 1
. suos | s (221 goas |ue| s03 1000 254
s | ukss | e | e |um| s | soce an
color Black and white -
251
e 7015 sso0 |'y | soss [1am| sose sa00 5834
oo Bt o
waos | sioo om0 1| son sa00 na More settings .
-# Letera 511 2208em
- s
ot o |saw W] um |we| we | e | we
Pages per sheet 1 -
oot | owems | 520 || seas [1ew| sem | sewo P
¢ Hordback Bosk | GRSONS s S0 som s | soxs 000 nar 'ls‘“ | Fit to printable area
162
Tuwo-sided O  Print on beth sides
Total Amount  $61.62
in vansison, Print using system dialog... (Ctr+Shift+P) B

to manage the
COmTUncation informing o of the statys

PICKUP ADOAESS: 1970 Glencos St Denver €0 80220
PICKUP TME: Friday, July, 14 from 3 AM- 1PM
Questions? mbwinegearingiransiions com

y tools and help for picking
available. Some Items may be located iease bring bazes.
taens to carry away.

m ool

A Setting the print Scale to ‘Default’ will NOT format the page correctly...especially if/when you print a multi-page invoice, items could get cut off or
will be missing.

See illustration below
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Toams seu Acmourtt| Tox | fmours |3 | amouns [araues iy B
Hitting All The Rig sL1008 $1.00 s:a s000 |1ew]| sous 000 01 Print 2 sheets of paper
R Wi oo 28] so0s |see| sere w000
= Destination & Canon TRBG0D series ¥
wormansen | s | nm 2] wom || s | wew | nw
S
e | D] o || wow | mew | wm
o * Pages all -
p—— werr | s [ som [wn| s | smen | smes
woom | 500 (2] so00 [sew| so1s | somo an copies 1
N
Wintage Fosters: L3042 s100 |25 500 |rex| s0us 30.00 02
x Color Black and white -
" Wi | 5 ['1] som [en] wis | seee o
Smal Applances 113043 s100 |88 000 ww| sois 0,00 137
B
0 More settings ~
s | s | nw [2] wom || ww | ww | ww
G85013 s100 B8] so00 [1ew] s0us 1000 0
i B
et | comiz | siw |'B] sowr | s | seeo | ww _’. Lo st 22em
cocoens| ws | s [PF] som || s | ww | wm
ittle Lig o Pages per sheet 1 -
Foe e | s |0 sow |we| w | see | s ks
Table Lamp. L3088 T L ) | soas 30,00 27
] Default
e
: VSN D ) NSRS MU m—
Twe-sided O erint en beth sides.
o %
3 Print using system dialog... (Ctri+Shift+P) 2
roronedapiel  casoms | st [P sz i sw2e 000 s10.47 95y log.
wcavomk | coen | sz || sows |ws]| s | see | ss
ek oon|  cosmis | 5100 27 som |uex| soas | sew aaz *One item is
- B
missing when set
P to default!
- .

PICKUP ADDRESS: 1970 Glencae St Denver CO 80220

PICKUP TIME: Friday, July, 14 from 9 AM- 1PM

Creating a New Invoice (Owner Created New Invoice) ¢
1. Owners have ability to create new invoices for CTBIDS

a. Ex: reselling unsold items from a previous sale

b. Second highest customer example

2. Owner will select ‘+ Create’ button to make a brand new invoice

Emoi Sent S Bun
AN A -

3. The owner will be redirected to a screen where they will input the sale title the item/items are associated with
4. After a sale titled is entered, the owner can complete the necessary steps to create a new invoice
0 o E=E

@ CreoteNew nvoice O Crote A8t On nvice

(ORI p—— G | Pickup Location

Eango konoierajis_t 345 1991

Preview unavailable

5. If a customer wants to surrender an item they won, and the seller creates an invoice for another customer who also bid on an item, the IRM option the customer choose
when they placed the bid is what will render on their newly created invoice.

How to Void an Invoice &

Sellers will now have the ability to void an invoice with a button. Please follow the steps below, or Click Here to watch a video.
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1. Login to Sellers.ctbids.com
2. Locate invoice from Sale Dashboard, or search for invoice directly from the Invoice tab on the left-hand side
a. Please note sellers cannot void an invoice that has been paid

3. Click View/Edit Invoice button

4. Select Edit Invoice in the upper right-hand corner

Make Payment

Mark Shipped | | Transoction History

Invoice No: 4811139301

5. Select Void
a. Once selected, a pop-up window will ask “Are you sure you want to void this invoice”

Invoice:4811139301

Are you sure you want to void this invoice?

6. When you go back to dashboard, the invoice will now say Status Void

Invaice No- 34017305 [}
Phone :
Emil :
Address :

Date Total Amount Pending Email Sent
11/04/2021,22:11 $3.09 $0.00 Yes

Tox Exemptions

@ Ssellers CANNOT void a paid invoice. They will have to initiate a refund through PayPal, then create a new invoice through the CTBIDS invoice dashboard.

Checking Invoice Status &

To verify the status of invoices do the following:

1. Sign In to Seller CTBIDS

2. Select the left-side menu item ‘Invoices'

3. Search for invoice, if necessary. Status column will show invoices as ‘Unpaid’, ‘Paid’, or ‘Void’.

4. Select the ‘View Invoice' button to view invoice
a. Paid invoices are not able to be edited.

b. Unpaid invoices can be edited; edits will void the current invoice and generate a new invoice.

5. *#If an invoice is still showing unpaid, please check your PayPal Dashboard and/or CTBIDS to ensure payment had initiated and is pending before
marking a customer as Non-Payment**

Add On Invoice (Owner Created New Invoice) &

1. Seller can add on additional services or shipping charges

2. New invoice number will be generated after changes have been made, creating a “child” invoice
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http://sellers.ctbids.com/

Invoice: 1171127 & rac Iowolce Date - 10/31/2022 G857 PM EST
e K A TaxAmount  BP BPAMOUNt  BP Tax =
s 5020 0% s0z0 soz sS4z
$200 $020 5020 $0.02 s242
Total Amount s242
haditonsl Notes @
I Invoice: 11711274 € UNPAD I Invoice Date - 1172172022 08:06 AM EST

3. Owner Emails Invoice to Customer for Approval

4. Customer Approves Invoice
5. Owner processes Payment from Invoice Dashboard

6. System processes Payment Successfully in full
7. If a seller edits an invoice to REDUCE services or charges, there will not be additional approval needed from the customer

Editing an Invoice vs Adding Additional Services &

1. Owners should only edit invoices for actions such as reducing tax percentages and customer’s premium
2. Using the additional services option is appropriate for changing amounts for shipping, handling, and any other price change the owner wishes to apply to the invoice

Editing the Item Receipt Method on an Invoice &

1. As long as the invoice is still Unpaid, you can change the item receipt method

2. Navigate to the invoice on your Sale dashboard and select View/Edit Invoice

View/Edit Invoice

Tax Not Exempted

View Items

3. Select the Edit Item Receipt Method button in the upper right corner
4. Select the new IRM you want saved to the invoice and then select the Confirm button
5. The Edit Item Receipt Method button will be disabled if you only have one IRM selected for the entire sale. The gray color indicates the button is not actionable.

T K

Marking an Invoice as Paid when Accepting Payments Outside of CTBIDS &

1. View invoice that requires payment outside of CTBIDS

2. Click Make Payment button
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Make Payment ‘

Transaction History

Item Receipt Method: Pickup

Billing To Pickup Location Shipping Te

Make Payment

@ Credit

Add Transaction Type * *
Cash v
Select Item Receipt Method v
Amount

s

Add Description

3. Manually enter the transaction number
a. This number/reference is manually created (it has to be restrique) and not autogenerated, this can be whatever you want and what makes sense for your business
(some choose to use the invoice number)
4. The Credit radio button will be auto selected

5. Select the appropriate transaction type

Make Payment

ransaction

Select Item Receipt Method »

Amount Paid *

Add Description

Concel

6. Select the Item Receipt Method

Make Payment
Transaction ref Number *

@) Credit

Add Transaction Type *
[Cush v

tem Receipt Method
Select ltem Receipt Method v
Select Item Receipt Method

Pickup

Shipping

Add Description

7. Enter the amount being paid

8. Click the Save button when all changes have been made

To apply a partial payment to an invoice &

1. Sellers need to find the unpaid invoice in question by selecting ‘Invoices’ from left-side menu and using the search to find the invoice
2. Click 'View/Edit' button to view

3. Click green button that says ‘Make Payment’

4. Pop up will display to enter cash information. Enter transaction ref number, should not matter if credit or debit is selected, transaction type as cash, amount paid, and
description. The transaction ref number should be restrique each time
5. Click ‘Save’
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6. Invoice will show new amount due as ‘Pending Amount’

Bhrrier Se Title Inems Titke

test

st Pacree Buyer Last Mo Buyer Emal Addriy

Display Recon

Involce 1D 1 Sale Title 11 Buyer Emall

Status 1

418525146921 test - not for sale 374 Garcia, Kaithyn krglovas@gmailcom 03/04/2022 03:50 AMEST Unipaid $5.10

Make Payment

Transaction ref Number *
418525146921

\ | Debit

Add Trensaction Type *

Cash v l

Amount Paid *
3200 l

Fartial Payment Testing|

= Humber Sale Title

test

Buyer Last Mome Buysr Emadl Address

Disp

I 418525146921 test - nat for sale 304 Gareia, Kaithyn

krglovas@amail com 03/04/2022 0350 AMEST  Unpaid $

Restricted Item invoice &
1. Sale Ends
2. Owner processes payments globally

3. PayPal Restricted invoices will not process and will be listed as ‘Unpaid’ and ‘PayPal Restricted’
4. Owner secures payment outside of CTBIDS

5. Owner Reconciles by manually entering in payment via 'Make a Payment' button within Invoice

Invoice with BOTH Restricted and Non Restricted items on the same invoice (System Generated -split) &
1. PayPal does not allow transaction of restricted items (guns, gun parts, ammo)

2. If the customer won multiple items from a sale, with some items being restricted and some not, the system will split the items into separate invoices-non-restricted items
being all on one invoice and restricted being all on one other invoice

a. When separate invoices are generated from the same sale, the invoice containing the restricted items will have a “child” or “inherited” invoice number- meaning it will
be different from the restricted item invoice
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I Invoice: 1171127 & rurc I Invoice Date ;- 10/31/2022 0857 PM EST

5200 5020 5020 so0z  szaz
Total Amount s242
Acdinonal Notes @
I Invoice: 11711274 € UNFAD I invoice Date - 1172172022 09:06 AM EST

3.Sale Ends

4.0wner clicks Generate Invoices

1. System splits Invoices (Invoice 1 is non-restricted Items, Invoice 2 is restricted Items)

« Owner Processes Payments

« System processes Payment Successfully in full for the non-restricted items invoice

7.Restricted Item:

« Process Payment from Invoice Dashboard for the restricted invoice will not occur, invoice will show as unpaid and list it as ‘PayPal Restricted’.
+« Owner secures payment outside of CTBIDS

+« Owner Reconciles by manually entering in payment via 'Make a Payment' button within Invoice

Why was the Invoice Voided? &

Anytime a change is made to an invoice, referred to as a “Parent Invoice”, it voids that invoice and generates a new invoice which is referred to as the “Child Invoice”. The
new or “Child” invoice will have the same invoice number as the “Parent” with one additional number added to the end.

Invoice greater than $5000 (System Generated) &

1. Sale Ends

2. Owner clicks Generate Invoices

3. Owner Processes Payment from Invoice Dashboard

4. System takes 10%

5. Owner Processes Remaining Balance from Invoice Dashboard

6. Customer Card Charged Entire Remaining Balance

e () IR
T I e e |

<o o -

T

—

tems SKU Amount Tax  Tax Amount BP BP Amount Gross Amount
Painting by Dot TC188 $1,20000 === === 15% $180.00 $1,380.00
tie Stimmel

$1.200.00 $0.00 $180.00 $1,380.00

Additional Notes

Handling Fee $10.00
CT Handling Fee - Shipping

Additional
Amount

Payments Received  §138.00

Remaining Amount Due $1,252.00

Thank you for bidding! We appreciate your business and helping our clients downsize.

Pick-up: ;Friday, July 8th :from 3:00 pm to 6:00 pm ;@ ;541 Wilmington Ave. (Dayton, OH ;45220).
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Collecting Remaining Balance from Partial Payments

1. Owner processes remaining balance from Invoice Dashboard
2. If successful customer card charged entire remaining balance

3. If unsuccessful, owner needs to reach out to customer to secure the payment

Partial Payment - Manual Adjustment Entered First (Specific Example Amount)
Sale Ends
Owner Creates Invoice for $10,000
Owner Opens Invoice and clicks 'Make a Payment'

Owner enters in 'Amount Paid' (manually)

1.
2.
3.
4.
5. Owner enters a Partial Payment amount of $500.00
6. Owner selects 'Save'

7. System takes the manually entered partial payment amount of $500.00 off of invoice total
8. System does not charge the card at this point

9. Owner selects 'Process Balance Amount' from Invoice Dashboard

10. Remaining Balance = $9,500

1

=

Customer Card Charged Entire Remaining Balance

Partial Payment - Manual Adjustment Entered AFTER System Processed Payment (Specific Example Amount)
Sale Ends
Owner Creates Invoice for $10,000
Owner Processes Payment from Invoice Dashboard
System takes 10%

1.
2.
3.
4.
5. Owner Opens Invoice and clicks '‘Make a Payment'
6. Owner enters in 'Amount Paid' (manually)

7. Owner enters a Partial Payment amount of $500.00

8. Owner selects 'Save'

9. System takes the manually entered partial payment amount of $500.00 off of invoice total
10. System does not charge the card at this point

11. Owner selects 'Process Balance Amount' from Invoice Dashboard

12. Remaining Balance = $8,500

13. Customer Card Charged Entire Remaining Balance
New Invoice - Less than $5000 is processed as normal.
1. Sale Ends

2. Owner Processes Payment from Invoice Dashboard

3. Customer Card Charged Entire Balance

Invoice Fulfillment (Shipped) &

After a seller ships the items to the winning customer, it is required that within 21 days to go into the invoice and include the tracking information. To do so, please continue
with the following steps:

1. Go to the invoice that contains the shipped items

2. In the header select the “Fulfillment” button

=
CTBi ]

Billing To Pickup Location Shipping To

Katie Garcia Sara § 1234 cinginnati way.
1234 cinginnati way, 1234 Test Rl Dayton. Ohio
Dayton, Ohic Cincinnati, Ohic USA, 43430

Uk, 45430 Usa, 45201

KGan

Fhone N

Invoice Details

3. A new window will appear with multiple fields that you will select the items from the invoice
a. You will now select the items to be included for this tracking number.
b. Enter in the Tracking Number
c. Enter in Carrier (FedEx, USPS, UPS, etc)
d. You can also enter in notes if desired

e. Select 'Create
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Customer Declined - New Invoice or Add On Invoice &

1. Scenario for Customer Declining Additional Services/Charges
a. Sale Ends
b. Owner clicks Generate Invoices

c. Owner Processes Payment from Invoice Dashboard for Item

o

Owner Adds On Invoices for Shipping/Services

o®

Owner Sends Invoice to Customer for Approval

—-

. Customer Declines Additional Services

Owner Discretion on next steps

g @

Customer Card Not Charged any additional charges
i. If the customer accidentally declines an Add On invoice, you will need to void the invoice and create a new one to send out for them to approve.

Hi *Sellers Name*,

This notification is to inform you that *Buyer Name* has DECLINED the
invoiced amount for Additional Services provided in *Invoice Number*.

Some suggested next steps:
1. Vioid the current invoice if Buyer is no longer interested in the items

2. If Void is needed, reach out to next Buyers in line for the item if they are
interested

Please reach out to the Help Desk at CTBIDSHelp@caringtransitions.com with
any questions.
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Changing a sale end date

1. Changing a sale end date after bids have been placed will render a warning message “Please Note: Changing the sale
end date may impact payment processing due to Customer card expiration dates"

2. Sellers will not be able to process the payment if the default card used to place the bid during the original sale end
date is expired
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Tax on Buyer's Premium

1. If you always want tax to show on BP you should have your location details setup to have that option checked. Click
locations and then click search and then you will see you can edit your details.

Brod Koune Nevods Reno Ative OB12/2022 03:48 AM EST

2. You can then check the box so that when you create sales this will already be checked (you could do the same for item
receipt method with pickup and shipping too).

3. When you make these choices at the location level, those options will already be checked when you create a new sale
so you have a lower chance of forgetting to select them each time you create a sale.

—
= g
[ate ]
= )

[ Wiekcome 80 sur Coring Transitions onling

Reno-Sparks, M1 we |
provide trusted liquidation services to ol

he Rena/Sparks areo.

4. Make sure the Apply Tax On customers Premium is selected at the individual sale level as well
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¢

e

l ouLd I

Buyers Premium (%] *

15

-
Jﬂ Apply Tax On Buyers Premium \‘; J

[ Shippable Items
ltem Receipt Methods
Pickup O Delivery Shipping

— Pickup Information

16/500

All items must be paid for before they are picked up or shipped.
Local Pickup (Rena, NV, 89523): Pickup will be required (unless
specifically shown os shippable) on Sat, Feb 4th {approx. 9-3:30).
Pickup sale will occur during pick-ups. You must arrive at the start of

— Sale Provenance *

732500

Qur Seniors enjoyved traveling and collecting items from around the
world. Married for over 50 years he was a Lockheed Martin Engineer
and she an elementary school teacher. Their family is pleased to share
their parents’ bounty with you. Enjoy this sale to remember!

— Terms & Conditions *

We are starting “Express Check out™. You will be required to putin a
credit card to bid. Once your are the successful bidder, your credit
card will be charged.

— Invoice Messoge *

Thank you for supporting a family in transition.
Payment is due immediately and must be paid by noon, monthiday. The

rirleim s, e 1T R Amin T8 T Cdmbm Tie
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PayPal Response Codes

Value Description

1000 PARTIAL_AUTHORIZATION.

1300 INVALID_DATA_FORMAT.

1310 INVALID_AMOUNT.

1312 INVALID_TRANSACTION_CARD_ISSUER_ACQUIRER.

1317 INVALID_CAPTURE_DATE.

1320 INVALID_CURRENCY_CODE.

1330 INVALID_ACCOUNT.

1335 INVALID_ACCOUNT_RECURRING.

1340 INVALID_TERMINAL.

1350 INVALID_MERCHANT.

1352 RESTRICTED_OR_INACTIVE_ACCOUNT.

1360 BAD_PROCESSING_CODE.

1370 INVALID_MCC.

1380 INVALID_EXPIRATION.

1382 INVALID_CARD_VERIFICATION_VALUE.

1384 INVALID_LIFE_CYCLE_OF_TRANSACTION.

1390 INVALID_ORDER.

1393 TRANSACTION_CANNOT_BE_COMPLETED.

5100 GENERIC_DECLINE.

5110 CVV2_FAILURE.

5120 INSUFFICIENT_FUNDS.

5130 INVALID_PIN.

5135 DECLINED_PIN_TRY_EXCEEDED.

5140 CARD_CLOSED.

5150 PICKUP_CARD_SPECIAL_CONDITIONS. Try using another card. Do not retry the
same card.

5160 UNAUTHORIZED_USER.

5170 AVS_FAILURE.
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5180

5190

5200

5210

5400

5500

5650

5700

5710

5800

5900

5910

5920

5930

5950

6300

7600

7700

7710

7800

7900

8000

8010

8020

8030

8100

8110

8220

9100

9500

9510

INVALID_OR_RESTRICTED_CARD. Try using another card. Do not retry the same
card.

SOFT_AVS.

DUPLICATE_TRANSACTION.
INVALID_TRANSACTION.

EXPIRED_CARD.
INCORRECT_PIN_REENTER.
DECLINED_SCA_REQUIRED.
TRANSACTION_NOT_PERMITTED. Outside of scope of accepted business.
TX_ATTEMPTS_EXCEED_LIMIT.
REVERSAL_REJECTED.

INVALID_ISSUE.
ISSUER_NOT_AVAILABLE_NOT_RETRIABLE.
ISSUER_NOT_AVAILABLE_RETRIABLE.
CARD_NOT_ACTIVATED.

DECLINED_DUE_TO_UPDATED_ACCOUNT. External decline as an updated card has
been issued.

ACCOUNT_NOT ON_FILE.
APPROVED_NON_CAPTURE.

ERROR_3DS.

AUTHENTICATION_FAILED.

BIN_ERROR.

PIN_ERROR.

PROCESSOR_SYSTEM_ERROR.

HOST_KEY_ERROR.

CONFIGURATION_ERROR.

UNSUPPORTED_OPERATION.

FATAL_COMMUNICATION_ERROR.

RETRIABLE_COMMUNICATION_ERROR.

SYSTEM_UNAVAILABLE.

DECLINED_PLEASE_RETRY. Retry.

SUSPECTED_FRAUD. Try using another card. Do not retry the same card.

SECURITY_VIOLATION.
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9520

9530

9540

9600

0000

O0ON7

0100

0390

0500

0580

0800

0880

0890

0960

OROO

10BR

Instrume
nt
Declined

PCNR

PCVV

PP0O6

PPRN

PPAD

PPAB

PPAE

PPAG

PPAI

PPAR

PPAU

PPAV

PPAX

LOST_OR_STOLEN. Try using another card. Do not retry the same card.

HOLD_CALL_CENTER. The merchant must call the number on the back of the card.
POS scenario.

REFUSED_CARD.
UNRECOGNIZED_RESPONSE_CODE.
APPROVED.
CVV2_FAILURE_POSSIBLE_RETRY WITH_CVV.
REFERRAL.

ACCOUNT_NOT_FOUND.
DO_NOT_HONOR.
UNAUTHORIZED_TRANSACTION.
BAD_RESPONSE_REVERSAL_REQUIRED.
CRYPTOGRAPHIC_FAILURE.
UNACCEPTABLE_PIN.
SYSTEM_MALFUNCTION.
CANCELLED_PAYMENT.
ISSUER_REJECTED.

INSTRUMENT_DECLINED
The instrument presented was either declined by the processor or bank or it can't
be used for this payment.

CONTINGENCIES_NOT_RESOLVED.
CVV_FAILURE.
ACCOUNT_CLOSED. A previously open account is now closed
REATTEMPT_NOT_PERMITTED.
BILLING_ADDRESS.
ACCOUNT_BLOCKED_BY_ISSUER.
AMEX_DISABLED.
ADULT_GAMING_UNSUPPORTED.
AMOUNT_INCOMPATIBLE.
AUTH_RESULT.

MCC_CODE.

ARC_AVS.

AMOUNT_EXCEEDED.
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PPBG

[PIRC2

PPCE

PPCO

PPCR

PPCT

PPCU

PPD3

PPDC

PPDI

PPDV

PPDT

PPEF

PPEL

PPER

PPEX

PPFE

PPFI

PPFR

PPFV

PPGR

PPH1

PPIF

PPII

PPIM

PPIT

PPLR

PPLS

PPMB

PPMC

PPMD

PPNC

BAD_GAMING.

ARC_CVV.
CE_REGISTRATION_INCOMPLETE.
COUNTRY.

CREDIT_ERROR.
CARD_TYPE_UNSUPPORTED.
CURRENCY_USED_INVALID.
SECURE_ERROR_3DS
DCC_UNSUPPORTED.
DINERS_REJECT.
AUTH_MESSAGE.
DECLINE_THRESHOLD_BREACH.
EXPIRED_FUNDING_INSTRUMENT.
EXCEEDS_FREQUENCY_LIMIT.
INTERNAL_SYSTEM_ERROR.
EXPIRY_DATE.
FUNDING_SOURCE_ALREADY_EXISTS.
INVALID_FUNDING_INSTRUMENT.
RESTRICTED_FUNDING_INSTRUMENT.
FIELD_VALIDATION_FAILED.
GAMING_REFUND_ERROR.
H1_ERROR.
IDEMPOTENCY_FAILURE.
INVALID_INPUT_FAILURE.
ID_MISMATCH.
INVALID_TRACE_ID.
LATE_REVERSAL.
LARGE_STATUS_CODE.
MISSING_BUSINESS RULE_OR_DATA.
BLOCKED_Mastercard.

PPMD.

NOT_SUPPORTED_NRC.
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PPNL

PPNM

PPNT

PPPH

PPPI

PPPM

PPQC

PPRE

PPRF

PPRR

PPSO

PPS1

PPS2

PPS3

PPS4

PPS5

PPS6

PPSC

PPSD

PPSE

PPTE

PPTF

PPTI

PPTR

PPTT

PPTV

PPUA

PPUC

PPUE

PPUI

PPUP

PPUR

EXCEEDS_NETWORK_FREQUENCY_LIMIT.
NO_MID_FOUND.

NETWORK_ERROR.
NO_PHONE_FOR_DCC_TRANSACTION.
INVALID_PRODUCT.
INVALID_PAYMENT _METHOD.
QUASI_CASH_UNSUPPORTED.
UNSUPPORT _REFUND_ON_PENDING_BC.
INVALID_PARENT TRANSACTION_STATUS.
MERCHANT NOT_REGISTERED
BANKAUTH_ROW_MISMATCH.
BANKAUTH_ROW_SETTLED.
BANKAUTH_ROW_VOIDED.
BANKAUTH_EXPIRED.
CURRENCY_MISMATCH.
CREDITCARD_MISMATCH.
AMOUNT_MISMATCH.

ARC_SCORE.

STATUS_DESCRIPTION.
AMEX_DENIED.
VERIFICATION_TOKEN_EXPIRED.
INVALID_TRACE_REFERENCE
INVALID_TRANSACTION_ID.
VERIFICATION_TOKEN_REVOKED.
TRANSACTION_TYPE_UNSUPPORTED.
INVALID_VERIFICATION_TOKEN.
USER_NOT_AUTHORIZED.
CURRENCY_CODE_UNSUPPORTED.
UNSUPPORT _ENTITY.

UNSUPPORT INSTALLMENT.
UNSUPPORT_POS_FLAG.

UNSUPPORTED_REVERSAL.
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PPVC VALIDATE_CURRENCY.
PPVE VALIDATION_ERROR.

PPVT VIRTUAL_TERMINAL_UNSUPPORTED.
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Viewing Response Codes from Transaction History

1. After payments have been processed, Sellers will be able to view the PayPal response code from the Transaction
History dashboard

2. To view the response code go to the Invoiced tab in the sale

3. Navigate to the invoice you want to view and click the card icon under the Transaction History header

9  Transaction History

4. The Transaction History pop-up will render with the Response Code header to the right

Transaction History

Ctbids Transoction Id Date Invoice Number Transaction Type Payment Mode PayPal Transaction ID PayPal Status Amount Notes Response Code

0LD42560289273129  17-Feb-2023 203675120892 Credit paypal-vault 5G382859MCE86002A

completed $484 63622 []

5. Hover your mouse over the question mark to view the response code

Notes Response Code
———{ 0000 - aPPROVED |———

636229 12
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Additional Notes in an Invoice

. Sellers can an notes to an unpaid invoice

To do so, navigate to the invoice you want to add notes to
. Click the “View/Edit Invoice” button

. Click the red Edit Invoice button

. Click the Add Notes button

Add Item Add Service Add Notes

S N N I

6. Add your notes to the Additional Notes text box

7. Hit the Submit button in the top right corner

8. If you go back to view the invoice, an Additional Notes header with a question mark will appear
9

. Hover over the question mark to see your Additional Notes message

production

Additional Notes @

10. When printing invoices, the Additional Notes message will be displayed in its own text box for the customer to also

view
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How to Clear Cache in Microsoft Edge

1. Open Microsoft Edge Browser

2. Select Settings and more (the icon that looks like 3 dots)

bar. Manage favorites now

3. Select Settings from the drop-down menu
8 ) 1= v W 0

5 Mewtan Cirl+T
B Mew windaw Ctrl+N
B2 Mew nPrivate window  Ctrl+Shift=N
Zoom — w% 4+ A
v Favorites Ctrl+Shift=C
Collections Ctrl=Shift=Y
) History Ctrl+H
A Downloads Ctrl+)
B apps >
{3 Extensions
B2 Perfarmance
@ Print Ctrl+P
@ Web capture Ctrl+Shift+5
(L} Web select Ctrl+Shift=X
& Find on page Ctrl+F
More taols >
It@ Settings
B0 Hide sidebar Ctrl+Shift=/
@ Help and feedback >
Close Microsoft Edge

4. Navigate to Privacy, search, and services
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Settings Your profile

Q_  Search settings |

‘ Work
1
@ Syncison

) Privacy, search, and services
Appearance
| Sk & Manage account
idebar
(9 start, home, and new tabs © Sync
[ Share, copy and paste
. 3 B T Microsoft Rewards
@ Cookies and site permissions
f@ Default browser S Personal info
J  Downloads
88 Family 42 Passwords
A Languages = Paymentinfo
[ Printers
0O System and performance £3 Import browser data

Reset settings

Share browsing data with other Windows features
Phone and other devices

Accessibility

@2 o0

About Microsoft Edge

5. Under the Clear Browsing data header select Choose What to Clear

Clear browsing data

This includes history, passwords, cookies, and more. Only data from this profile will be deleted. Manage your data

Clear browsing data now Choose what to clear

Choose what to clear every time you close the browser >

6. On the Clear Browsing Data pop-up, it is recommended to select All Time under the time range

Clear browsing data

Time range

| Last hour

| Last hour

Last 24 hours
Last 7 days

Last 4 weeks

All time

Cached images and files
Frees up less than 319 MB. Some sites may load more

This will clear your data across all your synced devices signed in to
ssokolowski@caringtransitions.com. To clear browsing data from
this device only, sign out first.

Clear now

7. Click the Clear now button

8. Make sure to close your browser FIRST after clearing your data
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How to Clear Cache in FireFox

1. Open FireFox Browser

2. Click the “3 Line"” icon on the top right of the browser
[ L

-

B =

@

& CTEIDS admin buyer e...

3. Navigate to Setting

A0S 1

Sync and save data Sign In

.
New tab Ctrl+T
Mew window Ctrl+M
New private window Ctrl+Shift+P
Bockmarks >
Histary >
Downloads Ctrl+]
Passwords
Add-ons and themes Ctrl+5Shift+A
Print... Ctrl+P
Save page as.. Ctrl+5
Find in page... Ctrl+F
Zoom - 100% +
More tools >
Help >
Exit Ctrl+Shift+0
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4. Click Privacy and Settings on the left side of the menu

@3 General (
@ Home S

(. Search

& Privacy & Security

sync

m More from Mozilla T

5. Scroll down to the Cookies and Site Data header
6. Select the Clear Data button

Cookies and Site Data

Your stored cookies, site data, and cache are currently using 381 MB of Clear Data...

disk space. Learn mare
Manage Data...

[] Delete cookies and site data when Firefox is closed
Manage Exceptions...
7. Check the boxes on the Clear Data pop-up window, then select the Clear button

Clear Data X

Clearing all cookies and site data stored by Firefox may sign you out of
websites and remove offline web content. Clearing cache data will not

affect your logins.

Cookies and Site Data (553 KB)

You may get signed out of websites if cleared

Cached Web Content (381 MB)
Will require websites to reload images and data

Clear Cancel

2

8. Make sure to close your browser after clearing, then reopen the browser to continue working
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PayPal Issues with Customers & Info; Disputes, limitations, 2-step verification, Refunding a customer,
and more...

PayPal Disputes and Limitations

If you are needing to address a limit placed on your account by PayPal, or if you have any open cases (Disputes) - please follow these steps: &
+ To view the Resolution Center and/or see any Disputes:

1. Login to your PayPal account

2. Click on Operations and then select ‘Disputes’

CTBIDS Testing Developer  Help
P Home Acivity  Sales W}DDE[BUOHS Pay &GetPaid  Business Tools

Resolution Center Directory Marketing Resources

Disputes Customers Pay Later Messaging Cross Border Trade
Targeted Store Cash PayPal Business
Campaigns Resource Center

3. Here you will find the Resolution Center with any information needed about any open cases and what the next steps would be.

4. If you are responding to a dispute, please make sure to send all documentation and answer all questions WITHIN or BEFORE 10 days from the start date of the open
case.

5. If there is nothing in the Resolution Center or you have not received anything from PayPal directly, please reach out to CTBIDShelp@caringtransitions.com and ask for
assistance.

CTBIDS Testing Developer  Help % Joel Roadnuck
P Home Activity Sales Finance Operations Pay&CetPaid  Business Tools
Resolution Center @ Help

The "action” column is now replaced with "Account name”, which has the assaciated account name to which the case belongs to. The "Respond” s
and "View” buttens will no longer be available. To take action on a case, click on a case tile and go to the case details page.

‘ CaselD ~ | Search cases |('\|

0 0

Open cases Closed cases

Download disputes report

Filterby | Amount Duedate Reason Caserype Messages and claims

There are No cases in your queue currently.

We're here to help

Report a Problem

Give us your feedback

© Please note: You can always select the ‘Help’ icon in the top left corner for commonly asked questions, or to search for anything you are looking for help with.

There is also a ‘Help’ section in the Resolution Center to assist with additional questions you might have there as well.
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He‘P 2 2%

(Q search common questions )

For Joel (uomene)

Some of my payments are not
ilable right away

on hold fer many
2 new seller with PayPal

How do | confirm my bank account?

How do | confirm my mobile

L number?

mobile phone n

L] v  mobile phone
tmoney Send money
Recommended articles
How do | view or edit my account
CEL information?
rsonal information,
& numbsr, -
How do | remove a limitation from
I3 second action my account?
D) Before you begin & limit
you won't o 3bis to
T )

+ Show mare

[ L

Get more help Resolve an issue

O i you have a suspicious PayPal email, that you might suspect is fraudulent - please forward the entire email to: phishing@paypal.com

Refunding a customer through your PayPal Dashboard -when will the customer receive the refund? &

The timing for refunds depends upon what type of method of payment was used and is now being refunded back to. PayPal has outlined this in this article: B Where is my re
fund? | PayPal US
Here is what is in this article:

Customer asks: Where is my refund?
PayPal Answers:

We send all refunds back to your original payment method. The time it takes to receive your money varies by payment method. In some cases, refunds go to your balance
account in case we are unable to credit your original payment method or when you choose balance as the destination.

Within the Activity log, you will find the Refund Tracker. The Refund Tracker is a three-step tracker for your complete checkout transaction refunds funded by banks or
cards (full-amount refunds that are not split between payment methods). The tracker consists of three steps, and each step has a specific meaning.

First Step:
« Refund Initiated - PayPal has initiated the refund process.
Second Step:

« Refund Processing - PayPal is processing the refund back to your original card or bank payment method.

« Refund Sent - PayPal has completed the processing and has sent the refund ahead to your card issuer or bank. Note: that the refund has not yet been completed as your
card issuer or bank may also take time to process the refund.

Third Step:

« Refund Pending: The refund is now pending with your card issuer or bank for further processing if you have paid originally using a debit or credit card or bank.

« Refund Completed: This is typically the last step of the refund journey. It means that you should have received the funds in your card or bank account. Note: If you have
not received the refund yet, please reach out to your card issuer or bank to check the progress of the refund using the bank reference ID or by referring to the original
transaction.

Refund Processing Timeframes

Credit card (including PayPal Credit) &

When you pay with a credit card, a refund usually takes between 1 and 2 billing cycles, depending on the card issuer.

We'll still send a refund to a canceled or prepaid card. Contact your card issuing company to access this money. For checkout transactions, you may use the bank reference
ID shown under Activity for tracking refunds with your card issuer.

Debit Card &

When you pay with your debit card, it will generally take up to 5 business days for your refund to be completed, however, depending on your card company, some refunds
may take up to 30 days. For checkout transactions, you may use the bank reference ID shown under Activity for tracking refunds with your bank.

If we are unable to apply the refund to your debit card, we will add it to your PayPal balance.

Bank account &

When you pay with your bank account, we'll automatically transfer the refund to your bank account. Once issued, refunds usually take up to 5 business days to complete.
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Some refunds may take up to thirty days, depending on the status of the payment at the time the refund was issued.

PayPal balance &

When you pay with your balance, the refund will go to your PayPal Balance on the same day.

PayPal balance plus credit card &

When you pay with your balance and credit card, the refund will go to your PayPal balance and credit card. Once issued, the refund will go to your balance on the same day.
The refund to the card can take between 1-2 invoices, depending on the card issuer.

Having issues with a customer and need to report this or talk to PayPal about a situation: &

O i you need to report a fraudulent buyer - PayPal would like you to contact customer service by using either of these methods.
1. Message us:
You can message us anytime. Log in to your PayPal account on the PayPal app or depending on your location, you may also be able to message us on social media.

2. Call us:
a. On the PayPal app, tap Contact Support at the bottom of the screen.

b. On a web Browser, go to our Contact Us page
i. Select the issue that most closely matches your reason for contacting us
ii. If the information you're shown does not answer your question, scroll down. Depending on the issue, you’ll see an option to message us, call us, or ask the

community.

Link for more information about ‘Buyer Abuse’ with false claims: P How do | report buyer abuse? | PayPal US

Respond to a dispute or Claim: &

Here is a good link that outlines how to respond to a dispute, claim, or chargeback (please note that there are three tabs for your review within this
link):
https://www.paypal.com/us/security/resolve-disputes#disputes

To respond to a dispute or claim, go to your Resolution Center:

Resolution Center © Help
4
» Learn how PayPal's Dispute Resolution process works = How dol report a problem?
» How do | avoid disputes and chargebacks? = Know more about PayPal Purchase Protection

How do | avoid fraudulent orders?

= Know more about PayPal Seller Protection

What are Account Limitations?

Information about Claims &

Customers can file a dispute/claim with their credit card company if they paid using a vaulted credit card or they can file a claim with PayPal if they used a vaulted PayPal
account.

Scenario: Customer paid using a vaulted Credit Card and filed a dispute/claim with their Credit Card Company or Bank

« If a customer paid using a vaulted credit card and filed a claim with the credit card financial issuer, this is an External Chargeback and this claim was NOT filed with
PayPal. What does this mean?
o External chargebacks have a higher authority when filed outside PayPal with a financial provider. When it comes to consumer protection laws, that review process with
a financial provider does not get disclosed to PayPal.
o PayPal always tries to win every dispute outside with an external chargeback. We want to keep your funds inside PayPal and in your account. But, in the end, that is
determined by their bank or card issuer. The entire review/investigation and the final decision is made by the customers bank or card issuer, not PayPal.
« Can you file an appeal to this decision?
o The option to file an appeal with PayPal is not available (the investigation and decision was not handled by PayPal). The only way to appeal this, or try and resolve,
would be to work with the buyer/client and their financial card issuer. As for how to get in touch with their card issuer, that would have to be disclosed by the
client/buyer.

Scenario: Customer Paid using a vaulted PayPal account and filed a dispute/claim with PayPal

« If a customer paid using a vaulted PayPal account and filed a claim with PayPal, this is an internal PayPal Chargeback, and this claim review/investigation and decision will
be with PayPal.
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PayPal Charge Back

Owners/sellers are encouraged to get a Bill of Lading from the delivery service they use. A BoL can be useful if a customer files a claim against an owner over missing
merchandise. There is no guarantee the owner will win but it is helpful to have as much proof of shipping and delivery as possible.

The best practices to reduce the probability of getting chargebacks and losing claims are:

1. Be sure what you show as your business name on a customer’s credit card statement is CTBIDS. The number one reason sellers get chargebacks is that their name on a
customer’s credit card statement refers to their LLC name so the customer does not recognize the purchase as being legitimate.

2. Any charge back must be responded to within 10 calendar days. Responding after 10 days will cause an automatic loss.

3. Always get a tracking number for every shipment. Require insurance for the value of the item. Require signature for items over $750.

4. Provide exceptional customer service so that customers have no need or inclination to file a claim to begin with. Do your best to work out any discrepancy directly with an
unsatisfied customer so that a claim is not filed to begin with.

5. Communicate and respond to customer inquiries quickly.

PayPal Chargebacks at a Glance &

Before diving into a discussion of PayPal chargeback time limits, we should clarify this: a PayPal chargeback is different from a PayPal c/aim. Both are distinct from a PayPal

dispute. Keeping this terminology straight can be confusing, but it's very important.

Disputes and claims both apply to PayPal peer-to-peer transactions (i.e., the buyer and seller are both using PayPal to send and receive money). In contrast, a chargeback
means the buyer skipped both the merchant and PayPal, and went straight to the bank instead. When the cardholder files a chargeback, the merchant loses the funds from

their account and will be charged a PayPal chargeback fee.

The transaction must fit a specific list of criteria to qualify for seller protection, though. Also, being enrolled in PayPal Seller Protection is no guarantee against chargebacks,

but it can help in certain circumstances.

PayPal Chargeback Time Limit &

As described above, a PayPal chargeback occurs when a customer side-steps PayPal and the merchant altogether and approaches their bank to receive a refund. This means

the case will be handled by the cardholder’s issuing bank rather than PayPal.

What can you do if the customer filed an ‘External’ Chargeback (The customer filed the chargeback with their card issuer and not PayPal). PayPal is the third-party processor
only in these cases. The card issuer will be handling the case and will make the final decision. You will submit all of your proof through your PayPal Dashboard Resolution

Center, which gets passed through to the card issuer who is handling the case.

A\ If you lose the chargeback case, there is no appeal process for this external chargeback through PayPal (had the customer filed a dispute or claim with PayPal and not
their card issuer, you would have the opportunity to appeal within your Resolution Center -but this is not available on External Chargebacks). PayPal staff, including
our CSM, only has access to requesting a status update for your External Chargeback cases.

What can you do now?
You can call your local authorities to enquire about what your options are if you feel you are dealing with a fraudulent customer. You can also look into filing with Small

Claims Court (Please refer to your state and local laws on the conditions for filing with Small Claims Court).

In most cases, cardholders have 120 days to file a chargeback. &

However, the exact PayPal chargeback time frame varies depending on the card brand (Visa, Mastercard, etc.), as well as the reason code assigned to the chargeback.

Once a chargeback has been filed, the merchant has ten days to respond. &

Otherwise, the chargeback will be finalized.

During the review process, a temporary hold will automatically be placed on the transaction funds. This hold will stay in place until the chargeback is resolved with the
debit/credit card issuer. The funds will be released back to the merchant if the chargeback is settled in their favor.

PayPal Dispute Time Limit &
PayPal dispute rules are different from a conventional credit card payment. Because PayPal is facilitating the payment on both ends, they have an interest in ensuring that

both the the buyer and seller are satisfied.

Buyers have 180 days from the transaction date to initiate a transaction dispute in the PayPal Resolution Center. PayPal will allow a dispute if one of the following

is true:

“Items Not Received” Claims &

The buyer claims to have paid for an item, but never received what was promised.
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“Item Significantly Not as Described” Claims &
The buyer claims the item they received is significantly different from what was promised, based on the seller’s description.

In either case, the process starts when the buyer initiates a dispute through the PayPal Resolution Center. The buyer and the seller then have 20 days to work together for a
solution (e.g., initiate a refund, reship item).

The buyer can escalate the dispute to a claim at any time during this period. If the dispute is not escalated or resolved after 20 days, PayPal will automatically close the
dispute.

PayPal Claim Time Limit &

If the buyer escalates the dispute to a claim, the seller generally has 10 days to respond. If PayPal doesn’t receive a response to the claim in 10 days, they will rule in
favor of the buyer and withdraw the funds from the merchant’s account.

Specific PayPal claim time limits will vary according to the reason provided:

“Items Not Received” Claims &
If the seller responds to the escalated claim, buyers should respond to the seller within three days.

If the exchange of responses doesn’t resolve the claim, PayPal will decide the outcome of the dispute, usually within 5 to 10 days.

“Item Significantly Not as Described” Claims &

If the seller’s responses don’t resolve the claim, PayPal will review the case, obtain additional information from the buyer and seller as needed, and decide the outcome,
usually within 5 days.

To receive a refund, buyers are generally asked to return the item within 10 days. PayPal then verifies the return within 5 days and enforces the outcome of the claim.

Setting up a 2 Factor Verification: &

What is 2-step verification and how do | turn it on or off? &

PayPal’s 2-step verification (two-factor authentication) gives you an extra layer of security when accessing your account. This process can only be done through your web
browser and not through the PayPal App. You can set up 2-step verification using an authenticator app (like Google authenticator and Microsoft authenticator.)

Here's how to set up for 2- step verification for your mobile phone:

1. Click the Settings icon next to "Log out."

2. Click Security near the top of the page.

3. Click Set Up to the right of "2-step verification."

4. Choose how you’ll get your code by selecting "Use an authenticator app."

5. Click Set it Up and follow the steps on the screen.

This process can only be done through your web browser and not through the PayPal App.
To turn off 2-step verification:

1. Go to Profile.

2. Click Update next to "2-step verification."

3. Click Turn off next to 2-step verification, then click the Turn Off button.

Please note: Customers who currently have 2-step verification via text turned on will not be able to enable 2-step verification text again if they decide to turn off.

You can opt to skip 2-step verification on a device you trust. Simply log in to PayPal on the device and complete 2-step verification. You'll see the option to "trust
this device." &

How to Refund a Customer through PayPal &

Login to PayPal and then click Activity/All Transactions:

N

P Home™ Activity Sales Finance Operations Pay&GetPaid  Business Teols

Transactions Reports
Ty Ml Transactions Al Reports
Insights

Tax Documents

I UINKapank ~

Connect the bank account yeu use for your business.

|§ I Get more visibility into card processing fees voX

You could then search by the customer’s last name or last name alone or last name, first name to limit the search:
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P tome Acivity Sales Finance  Operations Pay&GetPaid  Business Tools

Al

' roadruck, joel _

‘ Date

Past 1 Year

30 resufts found for roadruck, joel from &/3/2022 to 8/3/2023.

Date

12:20PM

Type Kame
1:26 PM. Payment from Joel Roadruck. Completed
Payment from Jos! Roadruck Completed  §1.02USD 5046 $0.56 | Print shipping label | v

And from the Invoice, you can see the invoice details you will see an option to Refund:

Activity Sasles  Finance  Operations  Pay&GetPaid  Business Tools

<Back
Transaction details 8 Frine
Payment received from Joel Roadruck Gross amount
August 3, 2023 at 1:26:02 PM EDT Transaction ID: SUK15795ET4762014 $1.00 USD
i — )
Payment Type: Direct Card Payments
Create a Transaction |
ST Seller protection
Not aligible
Joel Roadruck
8124 Meagans Lane
Cincinnati, OH 45255
UNITED STATES
Unconfirmed @
Print packing slip | Buy shipping labels in bulk |
[r—
Add the tracking info for your physical packages to keep things
organized and help you benefit from seller protection. It is a win-win.
Order details Quantity Price Subtotal
CTBIDS Invoice Number - 23563370101, 1 $1.00 USD $100 USD

CTBIDS Sale Id - 23563
Purchase Total £100 USD

But there is also an option to use the dropdown and select Refund:

All pv

roadruck, joel °

Date
Past 1 Year

&= Send aprofessional invoice or estimate in minutes. Customers can pay with cards o Fayal, instantly. Send an invoice
30 results found for roadruck, joel from &/3/2022 to §/3/2023. 8ack to all ransactions
Date Type Hame Payment Gruss Fee Net Actions

1:26PM

12:20PM

Aug 1, 7023

Aug 1, 2023

Payment from Joel Roadruck Completed  $100USD 3046 8054 m

Print shipping label

Payinent from Joel Roadruck Completed Add @

ciing

Mark

ipped
Refund

Archive

Authorization From Joel Gomez Voided $1.01UsD 50.00 s1.01 Archive

In either case you can select the amount you wish to refund - partial or full.

If a search by lastname does not yield desired results you can do an exact search by using the PayPal Transaction ID.

The PayPal transaction ID can be found from the Sale Dashboard if you know which sale the purchase was made.

First find the CTBIDS Invoice from the Sales Dashboard Invoiced tab:
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28-3-2023

Item Title Emuail Sent
All

= Buyer Last Name

Roadruck

. Invoice No- 23563370101 Date:- 08/03/.%3 01:24 PM EDT

Name: Roadruck, joel
Phone: 5139999796
Email: joelroadruck@yahoo.com

] Address: 8124 Meagans Lane, Cincinnati, Ohio, 45255

0 Total Amount Pending  Email Sent  Status Auto Charge @ “2\Transaction History
$1.00 $0.00 No Paid Completed

0

Click on the Transaction History to see the PayPal Transaction ID.

Transaction History ar x

Ctbias Tronsactionld  Date Invoice Number Tronsoction Type sotMoge  PoyPolTonsocton|D PayPoiStoms  Amount  Notes  Response Code

2GI7TE641U620040A 08032023 OL26PMEDT 23563370101  Credit Wrw“ww completed $100 7es18 @

You can then use the PayPal Transaction ID to do an exact search on your PayPal account.

You can also get the PayPal Transaction ID by starting a search from the CTBIDS Invoice tab if you don’t know the sale.

To Dant
[ ] At

e Sale Titke e Te

ome Buyer Lott Nome Buyer Emal Adaress.
josirsadruck Gyahoo.com

Diéspikay Records |

=alg Titte 11

Paid £1.00 $0.00 23563370101 Roodruck, Joe! Joelroadrucki@yahoacom  Testsale 28-3-2023 !

ftems Amount Tax Tox Amvount BP BP Amount

Testitemn not really for sole  $ 1.00 0% $0.00 L] $000
Paid £102 £0.00 23552370101 Roodruck, Jesl joslrondruckGyahea.com Test sale 8-3-2023 [}
Wi 677 $6.77 23143370101 Roodruck, Joe! Ioelroadruck@yahoacem  Training Test Sale 7-18-2023 - Nothing really . {

Next click the Transaction History:

232



Mark Shipped | ‘ Transaction History

Billing To Pickup Location Shipping To

Joel Roadruck Joel Roadruck 8124 Meagans Lane,
8124 Meagans Lane, 123 Main, Cincinnati, Ohio
Cincinnati, Ohio Anchorage, Alaska USA, 45255

USA, 45255 USA, 99501

joelroadruck@yahoo.com ctbidssupport@caringtransitions.com

Phone No: 5139999796 Phone No: (513) 999-9796

Invoice Details

Invoice: 23563370101 & raD Invoice Date :- 08/03/2023

Copy the PayPal Transaction ID

Transaction History

(Ctbids Transaction Id Date Invoice
HNumber

PayPal Amount  Motes
Stotus

Type Mode

2G3775041U6200444 080372023 0126 PMEDT 23563370101  Credit paypal-vault canmpleted $100 794918

Using the PayPal Transaction ID - 8UK15795ET4762014 - will result in an exact match search on the PayPal Transaction Search:

P Home Acthity Sales Finance Operations Pay&GetPaid  Business Tools

Al ~ | 8UK15795ET4762014

&  Sendaprofessional invoice or estimate in minutes. Cusiomers can pzy with cards or PzyPal inszantly. Send an invoice =

1 results found for BUK15795ETAT62014 from B/

Date Type Mame. Paymeat Gross. Fee et Actions

artn Payment fram Jesl Roadruck Completed  $L00USD 046 %054 print shipping label |

Select amount, and issue refund:
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Activity  Sales

Finance ~ Operations  Pay&GetPaid  Business Tools

Issue Refund

You can issue a full or partial refund for this payment until Jan 30, 2024.

All about refunds

Contactinfo Joel Roadruck
ZNX55959FPWAEE3TIL@dec2 paypalcom

Transaction Id BUK15795ET4762014.

Original Payment $100 USD

Amount Remaining $1.00UsD

Total Refund Amount

This is the amount thauill be deducted from your PayPal account.
Fee Refund Policy [

[ - —

Note To Buyer (Optional)

Issue Refund
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PayPal Seller Account Issues, Echeck, & other Info

2-Step Verification Process &

To protect your PayPal account from unauthorized access/login to your Business Account.

You can turn on 2-step verification within your PayPal account to protect your account.

Every time you sign into PayPal, it will require two methods of authentication. That is, if you have set up two-factor authentication (2FA) for your PayPal account.

But what if you just sign in using your password without taking additional steps? It means that you haven't set up 2FA for your PayPal account yet. You're missing out on an
additional security feature which provides a second line of defense against cybercriminals.

1. Login to your Business PayPal account

2. Click on your name in the top right side, and click on profile settings

creop Developer  Help

P rome Aty Sdes Fiane  Operations Poy&etPad  Business Toos

Your Profile
Login and security
Q Enter Search L
Email yourpayPal emailhers Update

Phone 555.555.5555 updste

Login 304 SeCU1Y) . e

Perzonsl information

Data snd Pivacy passwerd e change
Loginpin Updain

Security questions A & securiy question. update

Stay logged in forfaster purchases  Manage devices and biowsars where you've apted 1o sy logged n. edn

Accaunt type Buiness Close sccount

3. Be sure you are on the Login and Security tab

4. Find the 2-Step verification line in the middle section and click on Set Up (or ‘Update’ if you need to double check these settings).

If you would like to receive a code via text, select the ‘Text me a code’ option and follow the prompts for proper setup.

Where should we send your
one-time code?

Let’s set up the mobile number where you'll receive your
codes for 2-step verification.

Country/Re... Mobile Number

NG+236 | -

By continuing, you confirm that you are authorized to use this
phone number and agree to receive text messages. Carrier fees may
apply.

(: ) Every time you go to login into your PayPal account, you will have to go through the verification process and enter the code for access.

Adding a Customer Service Phone Number in PayPal (AMEX) &

1. Go to your name at the top right corner of the dashboard in PayPal and click Profile Settings
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Message Center

Pay&GetPaid  Business Tools
Profile Settings

Account Settir

N Legoue

Quick links /o~
£ 9 £ B 4
Business Tools Fraud QR codes Invoicing Request money Send money
Protection
Actions 7 Edit
2. Under the Phone section, select the Update button
WE Ve UPUBTEq yOUF FTOTIE aNG SETUINES EXPErIeNce. LT Us KNOW WNAT you tink
Your Profile
Login and security
QU search
Email Ctassssasesss@caringtransitions.com Update
Login and security
Phone . e Customer Service) d Update
Personal information (Mobile)
Show more
Data and Privacy
Send and receive mobile payments

3. Select the Plus icon to the right of the Phone header

Back to Profile

*
Phone %

You can also set or change your PIN in case you have forgotten it.

Select Update to manage your communication preferences

4. From there, a window should pop up for you to add a number. On the Phone Type drop-down, select Customer Service. When you are all done, select Add Number.
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Add a phone number

Make this my primary phone

Phone type ~

Phone type
Mobile
Home

‘ork
Customer Service

If this is your mobile number, you confirm that you are authorized
to add this number and give us permissien to contact you about
your PayPal branded accounts using automated calls or texts to
service your accounts, investigate fraud, or collect a debt, but not
for telemarketing. If you don’t want to receive automated calls or
texts, you can change your preferences by unchecking below

Contact me using automated calls.

{(We may still call you using other means if we need to speak
with you.)

. Contact me using text messages.

Add Number

PayPal Settings & Account Name (Credit Card Statement Name) &

It is highly recommended to have your CTBids Name in for your account name in PayPal instead of your LLC. Please follow the steps below to change your name in PayPal.

1. Log in to PayPal and select your account name in the right hand corner

2. Select Account Settings from the drop-down menu

CTBIDS Testing Developer  Help

P Home Activity Pay&GetPaid  Marketing For Grawth  Financing  Business Tools
CTBIDS Testing

1 44-526-3435 ctbidssupportigcaringtransitions.com

4755 Lake Forest Drive
Suite 100

Cincinnatl, OH 45242
United States

3. Click Business Information from the left-hand pane

4. Click Update

P Home  Activity PayS&GetPaid  MarketingFor Growth  Financing  Business Tools

Weve updated your Profle and SEngs ExpEnence. Lot us how whit you think

Account Settings

Fusmess information |
Business information CTBIOS Testing \ uUpdate

PayPal Merchant 1D

Account access
Account preferences

Payment preferences

Business information
5. Click Edit in the Business Information field
6. Here is where you can edit your credit card statement name
a. Short version - use your shortened CTBIDS name (CTBIDS + Your Location Abbreviation)

b. Long version - use your full CTBIDS name (CTBIDS + Your Location name)
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Edit your business information

Business contact name
Joel Roadruck
Change

Credit Card statement name

CTBIDS
CTBIDS HOME OFFICE

7. Select the Sales Venue -this is a required field

Short version- CTBIDS +
YYour location Abbreviation

Long Version - CTBIDS +
your location name

a. We recommend using your vanity URL - do not insert a www. before the vanity URL

Sales venue(s)
eBay
Other marketplace
My own website
https://ctbids.com/

Others

8. Select from the three drop-downs - these are required fields

a. Average transaction price
b. Average monthly volume
c. Percentage of annual revenue from online sales

Sales venue(s)

eBay
Other marketplace

My own website

‘ https://ctbids.com/

All Required Fields
Others

Average transaction price

Less than - $25.00 USD

Average monthly \

Less than - $5,000.00 USD

me

Percentage of annual revenue from onling sa\e'
Less than - 25% ~

9. Click Save

eCheck or eCheque -disable accepting eCheque/eCheck in your PayPal Dashboard Settings ¢

PayPal offers this option to customers. A customer’s payment can be funded by an eCheck, this only indicates that the payment request itself was performed. The funding is
dependent on the bank clearing the check and it can take 4-7 days to clear. PayPal will attempt to clear the funds 3 times, after which the payment will fail.

This payment will show as ‘Pending’ on CTBids on your sale dashboards invoice tab. You can monitor the transaction in your PayPal account. If an eCheck does not clear you
may receive an email from PayPal letting you know that funds have not processed yet and not to ship the item. Some Owners have already had the auction pickup where this
customer now has possession of the item(s) and their funds still have not cleared. You may need to offer an alternative pickup date if the ECheck has not cleared yet.

Good news! You can turn off the acceptance of eChecks on your PayPal dashboard!

1. Go to your account by clicking on your name on your dashboard, top right side:

P orome  aciiy

2. Click on Account Settings

Sales

Finance

Operations

Pay & Get Paid

Business Toals
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3. Click on Payment Preferences

Account Settings

Q Enter Search

Account access
ceount preferences

Payment p‘eferen%ﬁ

Business in rU'lI]d'.l{.‘lI
Account owner |n[0rmat|c-n
Money, banks and cards

Motifications

Website payments
nveicing
Shipping

Payrment methods

4. Click on Block Payments
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Account Settings
Payment preferences

Q Enter Search o
ﬁ} Managing risk and fraud Activate toals to reduce your risk of frand losses.
Account SCORES Black payments Limit payments, add instructions, and more.
Account preferences
Sales tax Set up sales taxes for multiple regions.
Payment preferences
Account Updater Automatically refresh outdated customer card information for aninterrupted
payments

Business information

IC+= pricing with gross settlement  With Interchange++, get more visibility into card processing fees and start
paying them monthly.
Get the details about IC++

Account swner information
Money, banks and eards

# .
Notifications. Save PayPal and Venma payment  Save customer PayPal and Venmo payment methods for future transactions.

methods

Website pavments

5. Find the section about eChecks/eCheques and select the box to not allow payment by this method.

Home Activity Sales Finance Operaticns Pay & Get Paid Business Tools

Na, allow multiple payments per invoice ID

Block the following payments:

Pay with eCheck transfer for all website payments except eBay.

MNote: You may not block eCheck payments on eBay.

n-U.S. shipping addresses:

For the items not on eBay, only allow payments from customers with confirmed address

Yes

Be sure this box is checked.

Ask me

Display "Add instructions to seller" text input field:

PayPal Processing Fees &

The Payment Method that a customer uses (has vaulted and marked as default on their account and is used when the payment processes) will process with different
processing fees.
« If a customer has a Credit Card vaulted and that is the payment method that was used when you processed payments; the fees for that transaction:
o 2.44% plus $0.44 (if opted in for Chargeback Protection)
o 2.04% plus $0.44 (if opted out on Chargeback Protection)
« If a customer has a PayPal ID vaulted and that is the payment method that was used when you processed payments; the fees for that transaction:

o 3.49% plus $0.49 for PayPal transactions

0 You can always refer back to your Merchant Agreement.

PayPal Log Purchase Details &

When reviewing transaction details on your PayPal dashboard, you will see details about the transaction.

o Item ID: Item SKU number
« ltem name: Item Title

« Price
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o Includes BP amount
« Sales Tax

o Sales Tax and Tax on BP will be combined in this total

Test example:

Item ID Item name Quantity Price Subtotal
Item # $5-001 Item 1SSin app Direct Buy 1 $138 USD $138 USD ‘
Purchase Total $1.38 USD ‘

Amount details

Item Subtotal
Purchase Total $1.36 USD
Sales Tax $0.09 USD
Shipping Amount $0.00 USD
Handling Amount $0.00 USD
Insurance Amount $0.00 USD
Gross Amount $1.47USD
PayPal Fee -30.47 USD
Net Amount $1.00 USD

For add-on invoices for shipping

« There will be no Item ID (no SKU)

« Item name: will include the invoice number and sale ID
« Price: amount charged for the additional invoice

o If ‘shipping’ was selected it will also itemize this in the Amount Details section

Test Example:

Order details
Item ID Item name Quantity Price Subtotal
'CTBIDS Invoice Number -
- 290275120892, GTBIDS Sale 1 $1.00 USD $1.00 USD
Id - 20027 «
Purchase Total $1.00 USD
Amount details
Item Subtotal
Purchase Total $1.00 USD
Sales Tax $0.00 USD
Shipping Amount $1.00 USD
‘Handling Amount. $0.00 USD
Insurance Amount $0.00 USD
‘Gross Amount $1.00 USD
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Insurance Amount $0.00 USD

Gross Amount $1.00 USD
PayPal Fee -$0.46 USD
Net Amount $0.54 USD
Card and the Processor Response Details
Card Type: VISA

Address Verification Service (AVS): N

Customer details

Paid by

Customer's Name

The sender of this payment is Unregistered

Need help? Go to the Resalution Canter for help with this transaction, 10 settle a dispute or to open a claim.

Memo

CTBIDS Invaice Number - 200275120892 , CTBIDS Sale 1d - 20027

&

PayPal Seller Protection &

Here are links to PayPal’s Seller Protection Policy along with helpful information listed below.

We feel this first link has the best information:

https://www.paypal.com/us/security/seller-protection

Other links for you to read about Seller Protection:

https://www.paypal.com/us/cshelp/article/what-is-paypal-seller-protection-help156

https://www.paypal.com/us/legalhub/seller-protection?locale.x=en_US

What is PayPal Seller Protection? ¢

Our Seller Protection helps guard you from losing money to claims, chargebacks and reversals. You're covered for the full purchase amount on all eligible transactions.

Our Seller Protection applies to 2 types of complaints:

« Item not received

« Unauthorized transaction

If a transaction is eligible for Seller Protection, it will be marked as eligible or partially eligible on the Transaction Details page. If it's marked as partially eligible, you're only
protected for items a buyer didn't receive.

Requirements for Seller Protection:

For physical items:
« Ship the item to the address on the Transaction Details page.
+ Respond to our requests for documentation and other information within the required timeframe.

« Provide us with valid proof of shipment or delivery.

For intangible goods:

« Meet integration requirements
« Provide evidence that the intangible item was delivered or provided as described, or that the service was completed as described.

« Paid transaction fees on the sale.
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What are the requirements for Seller
Protection?

Basic Requirements

* Your permanent address (listed in your PayPal account) must be in
the United States.

+ The item must be a physical, tangible good that can be shipped,
except for items subject to the Intangible Goods Additional
Requirements below.

* Ship to the address on the Transaction Details page.

« If we request documentation or other relevant information, we ask
that you respond promptly (typically within ten business days).

The detailed Seller protection basic requirements can be found in the Seller
Protection section of our User Agreement

Additional Requirements
For “Item Not Received” cases:

» The payment must be marked “eligible” or “partially eligible"on the
Transaction Details page.
* You must provide proof of delivery for the item

For “Unauthorized Payment” cases:

s The payment must be marked “eligible” on the Transaction Details
page.

* You must provide Proof of Delivery or Proof of Shipment as
described in User Agreement.

For Intangible Goods:

« Met integration requirements

» Paid Standard Transaction Fees on the sale.

« Delivered the item and provide Proof of shipment or delivery for
Intangible Goods.

* Provide signature confirmation when the full amount of the
payment (including shipping and taxes) exceeds the amount listed
in the signature confirmation threshold table (based on the
currency of the payment).

The detailed Seller Protection Intangible Goods Additional Requirements
can be found in the Seller Protection section of our User Agreement

Payments for the following aren’t covered by our PayPal Protection:

Real estate, including residential property

Businesses

Vehicles, including motor vehicles, motorcycles, caravans, aircraft and boats
Significantly Not As Described claims on custom-made items

Items prohibited by the PayPal Acceptable Use Policy

Industrial machinery used in manufacturing

Iltems equivalent to cash, including prepaid or gift cards

PayPal Direct Payments

Virtual Terminal Payments

Personal Payments
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What isn't covered by Seller
Protection?

Most PayPal transactions are covered as long as they follow these
requirements. However, there are instances where Seller Protection doesn’t

apply:

Claims, chargebacks, or reversals filed because the item is significantly
different from how it was described (e.g. you described an item as
“new,"” but sent a used one).

It involves an item that PayPal determines, in its sole discretion, is a
counterfeit item.

It involves an item that you deliver in person, including in connection
with a payment made in your physical store, unless the buyer paid for
the transaction in person by using a PayPal goods and services QR
code.

It involves sales that are not processed either through a buyer's
PayPal account or a PayPal guest checkout transaction.

It involves items equivalent to cash including gift cards.

It involves a donation.

It relates to the purchase of a financial product or investment of any
kind.

It involves a payment sent using PayPal's friends and family
functionality.

It involves a payment made using PayPal Payouts and Mass Pay.

The item is a vehicle, including, but not limited to a motor vehicle,
motorcycle, recreational vehicle, aircraft or boat.

Payments made in respect of gold (whether in physical form or in
exchange-traded form).

These eligibility requirements for coverage can also be found in the Seller
Protection section of our User Agreement

How do you provide Proof of Delivery with PayPal: @

s

How do | provide Proof of Delivery
or Proof of Shipment?

Go to the Resolutions Center, where we'll provide an estimated timeline and guide you
through the process.

What is proof of Delivery for PayPal Seller Protection? &
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What is Proof of Delivery?

For physical goods:

+ Date of delivery and 'delivered’ status

s An address for the recipient that matches the shipping address on
the Transaction Details page

« An address for the recipient showing at least the city/state,
cityfcountry, or zip/postal code (or international equivalent).

+ Signature confirmation when the full amount of the payment
(including shipping and taxes) exceeds the amount (based on the
currency of the payment) listed in the signature confirmation
threshold table Signature confirmation is online documentation,
viewable at the shipping company's website, indicating that the
item was signed for.

For Intangible goods:

For intangible or digital goods, proof of shipment or delivery means
compelling evidence to show the item was delivered or the purchase order
was fulfilled. Compelling evidence could include a system of record showing
the date the item was sent and that it was either:

Electronically sent to the recipient, including the recipient's address
(email, IP, etc.), where applicable; or
Received or accessed by the recipient.

For QR Code Transactions:

For QR code transactions, you may be required to provide us with
alternative evidence of delivery or such additional documentation or
information relating to the transaction.

What is Proof of Shipment with PayPal Seller Protection:

&

What is Proof of Shipment?

For physical goods:

Date of shipment

An address for the recipient that matches the shipping address on the
Transaction Details page

An address for the recipient showing at least the city/state,
cityf/country, or zip/postal code (or international equivalent).

What you can do ahead of time to be covered by Seller Protection:
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What can you do ahead of time to be Tips for secure sales with PayPal
covered by Seller Protection?

= For payments over $750 USD (including shipping and tax), be sure to
Before you ship your customer's order, check to see if your transaction is get signature confirmation of delivery in addition to proof of shipment
eligible for Seller Protection. (see above).

If a buyer files a claim, please promptly respond to our requests for

« Ifit's eligible, great. You don't need Lo do anything Lo register information.

beforehand for coverage.

Ship the item to the shipping address listed on the PayPal Transaction

The date the item was shipped. Details page.

The recipient’s address, showing at least the city and state, or city
and country, or zip/postal code (or international equivalent). The
address information on your shipping receipt must match the

address on the Transaction Details page.

If your transaction isn't eligible or is only partially eligible, please
note that you bear responsibility for any problems or losses. So
exercise caution, and review your orders carefully for any
indication of fraud.

Customer files a claim, what to do on your PayPal dashboard? &

What can Seller Protection do for you if
a customer files a claim?

First, log in to your account to see if the transaction was eligible or
partially eligible. Even if we can't cover you for the transaction,

responding in the Resolutions Center makes it easier for us to help you
through the claim.

To learn more about PayPal Protection, simply click Legal at the bottom of any PayPal page, then click PayPal Account User
Agreement.

PayPal Account Transaction Limitations &

If you are needing to check on your PayPal for your limits on your transactions for Daily or Monthly etc., please follow these steps:
« To view your limits and/or request an increase:
1. Login to your PayPal Account

2. Hover over your account name (Top Left Hand Corner)

3. Select Account Settings

Developer  Help

Activity

. B Message Center
Sales Finance Operations Pay&GetPaid  Business Tools

Profile Sett:

Account Setti

- . e (e

1, n

lad you've joined us. Set up your new account

+ be new to PayPsl, 50 we lined up some things youll

your account ready for business.

° Emall confirmed

ions along the way, visit our Help Center.

i Link a bank

Connect the bank account you use for your business.

4. Select View next to ‘Limits on your account’
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CTBIDS Testing Developer Help

’ Home  Activity Sales Finance  Operations  Pay & Get Paid Business Tools

Vie've updated your Profile and Setrings sxperience. Let us know what you think

Account Settings

ccount access
Q Search
T Log in with PayPzl Websites where you've logeed in with PayPal Change
Account access
APl access Manage AP credantials to integrate your PayPal account with Update

. . your enling store or shopping cart.
Account preferencas

Payment preferences
Manage Users Manage secondary users who €3N aceess your account. Update

Limits Limits on your account.
Business information

Account owner infermation

5. Scroll down to see your account limitations for transactions.
6. If you are requesting to Raise your limitation amounts, please select ‘Lift Limits’

CTBIDS Testing Devef

P Home Acivity Ssles  Finance  Operations  Pay&GetPaid  Business Tools

Sending limit

Daily

Withdrawal limit

Daily Waskly
Monthiy Per transaction
Per transaction Daily

k'In rare cases, there might be other limitations in place to help protect your account.

7. If you are looking to see if any other limitations are on your account, they might also be placed here, but please always check your Resolution Center for additional limits

placed

8. Please follow all steps provided here and follow the directions given.

9. If there is nothing in the Resolution Center or you have not received anything from PayPal directly, please reach out to CTBIDShelp@caringtransitions.com and ask for

assistance.

o Please note: You can always select the ‘Help’ icon in the top left corner for commonly asked questions, or to search for anything you are looking for help with.

There is also a ‘Help’ section in the Resolution Center to assist with additional questions you might have there as well.

0 If you have a suspicious PayPal email, that you might suspect is fraudulent - please forward the entire email to: phishing@paypal.com

o If you need to report a fraudulent buyer - please send the information (Include any communications, documentation, proof of why you suspect them to be fraudulent)

to: bec-info@paypal.com
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He‘P 2 2%

(Q search common questions )

For Joel (uomene)

Some of my payments are not
available right away

L number?

v

Send maney

Recommended articles

How do | view or edit my account
# Edit

How do | remove a limitation from
113 second action my account?

donate ik )

+ Show mare

[ L

Get more help Resolve an issue

Resolution Center @ Help

.

Learn how PayPal's Dispute Resolution process works » How do | report 2 problem?

.

How do | aveid disputes and chargebacks? » Know mare about PayPal Purchase Protection

How do | aveid fraudulent orders?

.

.

Know mare about PayPal Seller Protection

What are Account Limitations?

.

PayPal Account Compromised &

If you ever feel that your PayPal Account has been hacked or compromised, please make sure to call their customer service line Immediately at 888-221-1161.

We also Strongly Recommend setting up a Two-Factor Verification in your PayPal Account to avoid this.

What is 2-step verification and how do | turn it on or off? ¢

PayPal’s 2-step verification (two-factor authentication) gives you an extra layer of security when accessing your account. This process can only be done through your web
browser and not through the PayPal App. You can set up 2-step verification using an authenticator app (like Google authenticator and Microsoft authenticator.)

Here's how to set up for 2- step verification for your mobile phone:

1. Click the Settings icon next to "Log out."

2. Click Security near the top of the page.

3. Click Set Up to the right of "2-step verification."

4. Choose how you'll get your code by selecting "Use an authenticator app."
5. Click Set it Up and follow the steps on the screen.
This process can only be done through your web browser and not through the PayPal App.
To turn off 2-step verification:

1. Go to Settings.

2. Click Security.

3. Click Update next to "2-step verification."

4. Click Turn Off next to 2-step verification, then click the Turn It Off button.

Please note: Customers who currently have 2-step verification via text turned on will not be able to enable 2-step verification text again if they decide to turn off.

You can opt to skip 2-step verification on a device you trust. Simply log in to PayPal on the device and complete 2-step verification.
You'll see the option to "trust this device."
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PayPal Transaction Repeating_in Activity Dashboard &

1. Log in http://PayPal.com

2. From “Home" go to “Activity” > “All transactions”

3. Open the “inspect” (by clicking right-button and select “inspect”)
4. Select “network” tab, click “Fecth/XHR and filter by activity.

5. Reload the page, or reproduce the mentioned issue
6. A service called “activity?need_shipping_info...” will be displayd
7.

Click “Header” and look for “PayPal-Debug-ID”, save this information

Py Preosn ey e

° . —

8. Go to “Response” copy and save all information.

5T & s | st csrompar compct et

©

o Ky P sodon

P ———

10. Scroll down until the page starts load new transaction, a new service called

.

o o
C

11. Copy and save “Request URL and PayPal-Debug-ID

The Instant Payment Notification Warning is an account setting you can change. Instant Payment is no longer needed. It was used on the old Legacy CTBIDS.
If you receive an email regarding a payment notification warning from PayPal, please follow the steps below to disable it:

Sign in to your PayPal account - click your name/Account settings/Notifications/Update/Edit IPN/Do not receive/Save
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http://paypal.com/

P Home  Activity Pay&GetPaid  Marketing ForGrowth  Financing  Business Tools

1. Click your |

We've updated your Profile af

name.
Account Settings 2.Click Account
Notifications settings

“what you think

search

Notifications Manage alerts sent when you change account Information, or update
when you have discounts or special offers.

Account access.

T ——— Instant payment Integrate PayPal payment notifications with your website, Update
notifications J
Payment preferences
4. Click Update
Business information
Account owner information
Money, banks and cards 3. Click Notifications

Notifications

Next screen yours may say update IPN setting

. Home  Activity Pay&GetPaid  Marketing For Growth  Financing  Business Tools

Instant Payment Notification (IPN) = &<

Instant Payment Notification (IPN) is a PayPal feature that sends messages about payments (and other transactional
events) directly from PayPal to your website(s)' back-end systems. You can view up to 28 days worth of messages.
You can also:

« Resend messages not received by your website(s)" back-end systems
« Temporarily stop receiving messages (useful when performing maintenance on your back-end systems)

Messages are generated but stored at PayPal until you start receiving them again.
Use the IPN feature in these situations:

« Your service provider, cart provider or website developer has asked you to
+ You have back-end systems that require IPN messages to automate business processes, such as creating shipping
notifications and inputs to accounting applications.

Learn more about the IPN feature.

To start or stop receiving IPN messages and to decide where to send them, click the Choose IPN Settings button.

= Click to update
<=

Make sure you switch to: Do not receive IPN messages

BIDS Testing

P Home Activity Pay&GetPaid  Marketing For Growth  Financing  Business Tools

Edit Instant Payment Notification
(IPN) settings

< Back to My Pro

PayPal sends IPN messages to the URL that you specify below.

To start receiving IPN messages, enter the notification URL and select Receive IPN messages below. To temporarily
stop receiving IPN messages, select Do not receive IPN messages below. PayPal continues to generate and store IPh
messages until you select Receive IPN messages again (or turn off IPN).

Notification URL

IPN Messages
Receive IPN messages (Enabled)

© Do not receive IPN messages (Disabled) ~+— Be sure you have selected
Do Not receive IPN
— Click to save

PayPal -Blocking Double Payments

D
ﬁu can avoid receiving duplicate payments through PayPal by blocking payments using the same invoice ID number:

1. Click the Settings icon next to "Log out".

2. Click Payment preferences on the left.
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3. Click Update to the right of "Block payments".
4. Select Yes, block multiple payments per invoice ID under "Block accidental payments".

5. Your changes are automatically saved.

Screen shots with alternative path to update duplicate invoice blocking

Help Joel Roadruck

P Home Activity Pay&GetPaid  MarketingFor Growth  Financing  App Center 1. Select: |
Account

Vie've updated your Profle and Settings experience. SEtings from
Account Settings drop down

menu

Payment preferences
Q, Search

Block payments Limit payments, add instructions, and more. vpdate G 3,
2. select fpikits
Payment [ “covrt access

Salles tax Set up sales taxes for multiple regions. Update
Preferences

Account preferences

Payment preferences

Preferences for receiving payments

Allow payments sent to me in a currency I do not hold:
This setting only applies to the currencies that you can hold in your PayPal account. Learn more

Yes, accept and convert them to U.S, Dollars. Additional charges apply
No, deny the payments

@) Yes, accept payment and create new holding balance in that currency

Block accidental payments:
You may prevent accidental payments by blocking duplicate invoice IDs

@) Yes, block multiple payments per invoice ID

No, allow multiple payments per invoice ID

4. Click, Yes, block multiple
payments per invoice ID

PayPal Checkout Error Message &

If you are receiving this error message when trying to checkout using PayPal, please follow directions indicated below

' PayPal

Things don't appear to be working at the moment. Please
try again later

Error on PayPal Checkout Page: Things don't appear to be working at the moment. Please try again later.
1. Log in to your PayPal account.

2. Go to the Website Payment Preferences of your PayPal profile.

3. Scroll/swipe down to the Encrypted Website Payments section.

4. Set Block Non-encrypted Website Payment to Off.

Invoice with BOTH Restricted and Non Restricted (System Generated) &

1. PayPal does not allow transaction of restricted items (guns, gun parts, ammo)

2. If the customer won multiple items from a sale, with some items being restricted and some not, the system will split the items into separate invoices-restricted items
being all on one invoice and unrestricted being all on one other invoice

a. When separate invoices are generated from the same sale, the invoice containing the restricted items will have a “child” or “inherited” invoice number- meaning it will
be different from the unrestricted item invoice
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[ Invoice: 1171127 & rur l Invoice Date :- 10/31/2022 0257 PM EST

5200 $0.20 $0.20 so0z sz
Total Amount s242
Acdinonal Notes @
l Invoice: 11711274 € UNI I avoice Date - 11/21/2022 09:06 AM EST

3.Sale Ends
4.0wner clicks Generate Invoices

1. System splits Invoices (Invoice 1 is Unrestricted Items/Invoice 2 is Restricted Items)
2. Unrestricted Item

« Owner Processes Payment from Invoice Dashboard for Unrestricted ltems

« System processes Payment Successfully in full
7.Restricted Item:
« Owner is unable to Process Payment from Invoice Dashboard for Restricted Items

« Owner secures payment outside of CTBIDS

« Owner Reconciles by manually entering in payment via '‘Make a Payment' button within Invoice

PayPal Business Verification Processes: KYC & KYB ¢

Some owners may have to go through one of these verifications processes, or both, at PayPal’s request. Please consider having these items together and ready to go to
help speed up the process.

KYC -Know Your Customer Verification

« Driver’s license
« Proof of home address
o If this is on the driver’s license, then that will be acceptable
o If not, we will need a utility bill, bank statement or credit card statement
« Proof of SSN
o SS card or a tax document within the last 12 months
« Beneficial Owner Information
o https://www.paypal.com/policydashboard/process/compliance/cip

o https://www.paypal.com/policy/flow/fincenbo
KYB -Know Your Business Verification

« Proof of Business Identity

o A copy of the IRS letter assigning the EIN number
« Proof of Business Address

o A utility bill, insurance document, tax statement, business license, bank statement or credit card statement
« Proof of Business Existence

o Business license or Certificate of Good Standing from the Secretary of State

File a complaint to PayPal ¢

If you need to file a complaint about PayPal, here are the instructions from PayPal on how to do this:

How can | make a formal complaint to PayPal?
We aim to offer you excellent customer service, but we may not get it right every time. So, if you're dissatisfied with PayPal, please let us know, and we’ll do our best to find
a solution quickly and fairly.

We’ll send you an acknowledgment of the filed complaint within 10 days of receipt. We’'ll do our best to provide you with an answer or resolution to your complaint within 15
days for payment-related complaints. In exceptional circumstances, the timeframe may be extended to 35 days to allow for our investigation. If we need to extend this
timeframe, we’ll notify you after 15 days and outline the research to date. For all other complaints, we will respond within one month.

Here's how to submit your complaint from a web browser:

1. Go to ‘Complaints’ on the PayPal website.
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2. Click Submit a complaint about PayPal.
3. Select a reason for the complaint.
4. Provide details about the complaint.

5. Click Submit Complaint.
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Buy Now/Direct Buy Only Sale & Buy Now with Reserve Price

o Please note: If you have a sale that only has Direct Buy or Buy Now items (meaning no items that you can bid on)
you will not be able to process payments for any add-on invoice immediately. You will need to send an email to
Ctbidshelp@caringtansitions.com or call 844-424-3435, and advise them of the sale name and invoice number so
that we can have this moved by our Development team.

Buy Now/ Direct Buy Items &

Customers will now have the option to choose either using the commerce platform checkout (PayPal guest checkout) OR

to use their payment method on file when checking out.

* **Please note: This will be the ONLY time customers can use guest checkout for payment

You have selected a Buy Now or Direct Buy item

Please select your Payment Method

/- N /- ‘\.
| PayPal Checkout ) | Payment Method on File )
L J/ . ~

A PayPal account is not reguired, you will have the option to checkout as a guest.

A\ If you create a sale with all Direct Buy items and set the sale closing date out further than normal (example: Sale
starts 12/15/23 and the end date is set for 12/15/2024 -1 full year) then any Credit Cards used by a customer
cannot expire prior to your END date. You could have customers whose card expires 6/01/2024 and they attempt
to purchase on 12/29/23...due to the sale end date extending past their card expiration date, they will not be able

to purchase.

It may be wise to not extend sales out too far or you may be missing out on sales.

Buy It Now feature with Reserve Price &

Although we do not encourage this action, sellers have the option to enable the Buy Now feature simultaneously with a
Reserve Price on an item. When the Reserve Price has been met and the bidding price is within a 78.25% range of the
Buy Now price, the system removes the Buy Now button. This logic is to encourage bidders to keep bidding on the item

instead of opting for the Buy Now option. Ultimately, the item can sell for more than the Buy Now price was asking for.

Example: | create an item with a $15 Reserve and a Buy It Now price of $25. Customer A places a bid of $15. The Reserve
label now says “Reserve has been met”, but the Buy It Now price is still available because the current bid of $15 is not
within the 78.25% range of the Buyer It Now price. Customer B places a bid of $21, and the Buy It Now button
disappears. This now makes bidding on this item function in a more “auction” fashion to allow for a higher sold price.

If you want an item to keep the Buy It Now logic, do not put a reserve on the item.
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How to clear Cache and browser data in Safari

If you are not able to view, or are having difficulties with the site, please make sure to clear your Cache and website
history/data. Follow these steps below:

Desktop Version:

1. Click on the Safari tab at the top left of your screen and choose Preferences from the dropdown menu.

& [ETTH e Edt View History Bookmarks Develop Window Help e B O D e O Qo=
‘About Safari el
Safri Extensions... t
Preferences... % 2|

gs for This W Top sites

el [ =
e ; o S
Hide Safari s -
Hide Others s oy
Quit Safari- #Q

tvens

Keep | |_Dor'tKeep

L PEGRE S e R ziele[+]") SN =S0e o -

2. Click the Advanced tab of the menu that pops up.

@ Safarl Fle Edt View History Bookmarks Develop Window Help B O A0 wmm O Qe=
<

° Advanced

s § As0@ F | o

General Tabs Aol Passwords Search Security Privecy Wiebsites Extensons Advanced

Smart Search Fisld: | Show full website address

Accessibilty: || Never use font sizes smaller than
Press Tab to highlight each item on a webpage
Optin-Tab Highiights each em.

Reading List: || Save articles o offine reading automatically

Internet plug-ins: 9 Stop plug-ins to save power

= Rl None Selectad B

Defaut encoding: | Western (50 Lain 1) B

Proxies: |_Change Setiings.

‘Show Develop menu in menu bar B

Keep | | Don'tkeep

L AECRLECTX SR £06%]) Ol el TDievBm L .

3. Select ‘Show Develop menu' in the menu bar and close the Preferences menu.

& Satarl Fle Edi View istory Bookmarks JEXET Window Helo B8O FTDw wmEm O Q&=
3 Open Page With
User Agent

MacBook Pro

° Service Workers

0] =4 £

General Tabs_AutoFil

3 Experimental Features

STy vovovy

Show Snippet Editor
‘Show Extension Builder

- nawebpage

tomatically

Empty Caches HE

- Oisable Images -
Disable Styles

0% Disable Javascript . B

Disable Extensions

Disable Ste-speciic Hacks

Disable Local File Restictions

Disable Cross-Origin Restrictions

WebRTC >
Allow JavaScript from Smart Search Field .
Allow JavaScript from Apple Events

 Allow Remote Automation
Allow Unsigned Extensions:

Get Safari Technology Preview
i Keep | | Don'tKeep

L AECRLELTX SR £66[%]") O e TSP m L

4. Click the Develop tab from the Safari menu at the top of the page.
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& satari Fie Edt View istory _Bookmarks JTSITY Window Help B0 D O ae=
3 Open Page Wit
User Agent

>
>
MacBook Pro >
Service Workers >

>

Experimental Features

Show Snippet Editor
‘Show Extension Builder

b
it shadows - RS Beauty

Disable Styles
Disable JavaScript

Disable Extensions

Disable Site-specific Hacks
Disable Local File Restrictions
Disable Cross-Origin Restrictions

WebRTC
Allow JavaScript from Smart Search Field
Allow JavaScript from Apple Events

 Allow Remote Automation

Allow Unsigned Extensions:

Disable Images I B
B

(Get Safari Technology Preview

Keep | | Don'tkeep

5. Click ‘Empty Caches’ from the dropdown menu.

6. Choose the History tab at the top of the screen.

& safari File Edit view [[IEE Bookmarks Develop Window Help D) LD e O Q8=
2 Show Al History = [
Home osH Top Sites
xses

Rocently Cosed VT T —

Reopen Last Closed Tab. ot
Reopen All Windows from Last Session ==

Wednesday, March 15, 2023

Saturday, March 11, 2023
Wednesday, March 8, 2023
Monday, March 6, 2023

e Q0@ B G -

Goneral Tobs AutoFil Posswords Search Socurity Privacy Weosites Extonsions Advanced

vvvvvy

‘Smart Search Field: | Show full website address

Accessibility: | Never use font sizes smalle than ©
Press Tab o highlight each item on a webpage
Opton-Tab Wahights eschtem.

Reading List: | Save articles for offline reading automatically
Internet plug-ins: [ Stop plug-ins to save power
Style sheet:  None Selected B
Oefautencoing:  iestrn 050 Latin 1) B

Proxies: _Change Setiings...

Show Deveiop menu in menu ba

7. Select ‘Clear History' at the bottom of the dropdown menu
_ & safari Fie Edt View |[IEETH Bookmarks Develop Window Help 3 B D | FTI wxEm O -]

< Show Al History

Home 0%H Top Sites

Recently Closed
Reopen Last Closed Tab. o
Reopen All Windows from Last Session

Wednesday, March 15, 2023
Monday, March 13, 2023
Sunday, March 12, 2023
Saturday, March 11, 2023
Wednesday, March 8, 2023
Monday, March 6, 2023

~=0@© & o L

General Tabe AutoF —nm-s—ms-mlhym-ayw-h-n Extorsions Advanced

‘Smart Search Field: | Show full website address

Accessibiity: | Never use font sizes smaller then -
Press Tab to highlight each item on a webpage
Opton-Tab Wahights esch tem.

Reading List: || Save articles fo offline reading automatically

Internet plug-ins: [ Stop plug-ins to save power

Style sheet: _ None Selected B

Defauft encoding: _ Western (150 Latin 1) B
Prosies: | Change Settings.

18 Show Deveiop menu in menu bar 2

AANE00.] WEIE 80, 0 e e

8. A box pops up with a choice to clear the last hour, today, today and yesterday, or all history. Choose your time frame
and click the 'Clear History' button.
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@& Safari File Edt View History Bookmarks Develop Window Help B O D uxm O Qe =

o
@ anc other wabaie daa.
o SR
‘your iCloug account. rms
e i ity B

Our Best Show-Stopping Vegetarian
Recipes

Keep | | Don'tkeep

Mobile Version:

1. Open the Settings app.
2. Tap Safari.

Settings

Passwords
Mail
Contacts
Calendar
Notes
Reminders
Voice Memos

Phone

Messages

FaceTime
Safari
Weather
Translate
Maps
Compass
Measure

Shortcuts

Health'

3. Tap Clear History and Website Data.
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Open Links

Close Tabs

Prevent Cross-Site Tracking
Hide IP Address
Block All Cookies

Fraudulent Website Warning

Privacy Preserving Ad Measurement “

Check for Apple Pay “

Share Across Devices

Page Zoom

Request Desktop Website

4. On the screen that pops up, choose Clear History and Data.
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Two Customers Placed the Same Amount

When two customers place the same bid amount, the winning item will go to the customer who placed the bid first.
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Adding Link to Invoice

Sellers can add a link into the invoices generated at their location. In order to add a link, please follow the steps below.

1. Go to your Location template and click the pencil icon on the Invoice Messaging tab
2. Type the name you want the link to be

Hi Hz SansSerf ¢ mNomal s B I U & m EEZE=E % &

1. Invoices will be sent out once the sale has completely closed. Payment is due immediately upon receipt of invoice.
2. Login to your CTBids Account: Invoices>Purchases>Chack out bulton> Choose Paypal or select the oplion balow the PayPal login 1o use a debit or credit card

3. Payments must be made no later than noon the day after the sale closes. You can pay with a major credit card or PayPal. Caring TransHions resarves the right to re-sall items that are not paid for by noon the day before pick-up.
4. Should you have any issues regarding payment of an imvoice. please e-mail jroadruck@caringransitions. com or calltean 5139999796,

First, type the name you want for your
Tesling the Link link

3. Highlight the text and select the link icon

Template Editor *

Hi Hz SansSenr % Norrmal H B I USM"M

=

il
&

1. Invoices will be sent out once the sale has completely closed. Payment is due immediatel receipt of invaice.
2. Login to your CTBids Account: Inveices>Purchases>Chack out button> Choose dect the option balow the PayPal login to use a debit or credit card.

3. Payments must be made no later than noon the day after the sale closes. You can ith & major credit card or PayPal. Caring Transitions reserves the right to re-sell items thal are not pald for by noon the day before pick-up.
4. Should you have any Bssues regording paymant of an invaice, please e-madl jroa @earingtransiions com or calltext 5139599796,

Testing the Link

4. A pop-up will appear and you can copy and paste the URL into the ‘Enter link’ field and select ‘Save’ when you are
done

Hi Hz SansSeift ¢ MNomal ¢ B I U & " EE=ZEE %

1. Invoices will be sent out once the sale has completely closed. Payment is due immediately upon receipt of invaice.
2. Login to your CTBids Account: Invoices>Purchases>Check out button> Choose Paypal or select the aption below the PayPal login to use a debit or credit card.

3. Payments must be made no later than noon the day afier the sale closes. You can pay with a major cradit card or PayPal. Caring Transitions reserves the right to re-sell items that are not paid for by noon the day before pick-up.
4. Should you have any issues regarding payment of an invoice, please e-mail jroadruck@caringtransitions.com or calltext 5139999796,

Testing the Link

Enter link:

hitps:/fwvew google com!

©® You can directly copy and paste a link into the invoice template. The link must contain www. and/or https: in order
to redirect to the correct page. For example: you can directly add https://www.google.com or www.google.com ,
but not google.com. However, we strongly recommend utilizing the hyper-link function.
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Adding Email Address to Location Template

To add an email address to your Location Template, please copy and paste the email address directly into the body of the

description.

0 Please do not use the hyper-link function to insert an email. This function is for web pages only.
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Google Analytics Code

If you are interested in having access to this data, you will need to either set up a Google email account (gmail) OR
convert a current email account into a Google account. (Steps to do so can be found here).

After doing so, please reach out to the Marketing Team (marketing@caringtransitions.com) with that email address so
they can add it onto your location settings access to view the data directly from Google. Please note: no action is needed
on editing or using the Google Code that is found on your location settings in seller.ctbids.

After your Google account email has been added to your location settings in Google Analytics, you will receive a
notification via email that you can access data by following the link provided in the email (this will come from a no reply
email address directly from Google). Simply click on the link in the email and you will have to sign into your Google
account (if not already signed in). You will be shown a dashboard view of data, shown below. We recommend saving that
page to your Favorites tab on your browser for quick reference in the future. You can use the navigation pane on the left
to explore the different data reports, a guide can be found here ).
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Franchise ID Field(s) on CTBIDS

There is a new required field for Franchise ID humber(s)

2
-cThe content below is informational.

« The data entry for this field will most likely be done by someone on the Brand Team (Primarily CTBIDS).

e Located in the ‘Location Details’ for all locations is the Franchise ID field.

3

O Back | Test store

Location Details

Franchise ID # * l

Please enter value

Location Title *
Test store l

Brief Description *
Testing purpose only l

* Any, and all, Franchise ID numbers will be entered here.
o If an Owner has one Franchise ID number (they have purchased one Franchise Territory and have been issued
one number).
= Enter that number into this field
o If an Owner has more than one Franchise ID number (they have purchased more than one Franchise Territory
and have been issued more than one Franchise ID number, and those territories do not have a separate CT name or
CTBIDS name)
= Please enter the ‘Master’ ID number FIRST, then add other added territory Franchise ID numbers after this

number by separating the numbers with a comma.

A When entering in more than one Franchise ID number for multiple territories under one CTBIDS Auction Location
Details, whichever number you enter first will auto-populate into the “Franchise Master ID” second field box (that

second field box will only appear when more than one Franchise ID number is being entered).

Test Location
Location Details
Franchise ID # *
| 36099,36100 |

Franchise Master ID *
36099 l
—

Location Title *
Test Location l
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o What is my Master Franchise ID number?
This will most likely be the first Franchise ID you were issued for that location.

If you purchased surrounding territories that will now be associated with the original location (and auctions will be
held under the same Location Name), they will follow after that first original ID in the Franchise ID Field.

o If a second, third, fourth, and so on.... territory is purchased to expand, this field can be edited to reflect the additions.

o If two or more separate territory locations are owned, meaning, each have their own CTBIDS Location page and run
separate auctions:

o They were each issued a Franchise ID, that is what is entered into their separate Location Details pages.

= |If more territories are purchased to go with one of those locations, be sure to enter the added Territory Franchise
ID to the correct Location.
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Buyer App Support

Sign In/Sign Up

» To sign in, select the red Sign In button
o Enter the email address associated with your CTBIDS account as well as the password
o You can sign if you have an Apple or Google Account with CTBIDS
« To sign up for a CTBIDS account, select the black Sign Up button
o Enter the appropriate information into all fields
o Select the red Sign Up button at the bottom of the page

o You will not be able to sign up for an account with a username that is already exists

Forget/Reset Password
1. If you have forgotten or need to reset your password, please click the ‘Forgot/Reset Password?’ link on the bottom
right corner of the Sign In screen

2. You will receive a link via email to reset your password-this may take a few minutes to send
CTBIDS LOGO

1. Tapping on the CTBIDS logo at the top of the screen will always take the user back to the homepage
Anchored Icons

The anchored icons are the five icons or “symbols’ on the bottom of the app.

1. The first icon to the left the Profile/Personal Info icon
a. Customers can
i. Edit their profile information

ii. Change their shipping addres

iii. Change their payment methods

iv. View their favorited Items, Locations, and Categories

v. View their invoices

vi. View items they are actively bidding, won, or lost

vii. Change their password
viii. Edit their preferences

2. The second icon to the left is the Categories icon
a. Customer can navigate to all product categories

3. The middle icon in the Active Sales icon
a. Customers can see all active sales throughout the country

b. They can search for sale by state, city or zip code
c. By tapping on a pin, they are redirected to the sale
4. The second icon to the right is the Current Bids/Auctions tab
a. Customers can view
i. ltems they are currently bidding on in the left tab
ii. All current auctions on the right tab
5. The heart icon on the very right is the Favorites icon
a. Customers can view their favorited
i. ltems
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ii. Locations
iii. Categories
b. Favorited Items will automatically render on this page

c. To view favorited locations and categories select the filter icon at the top right corner of the page

d. To “favorite” a location
i. Tap the red Add Favorite Location button in the top right corner

ii. Search for the location you want to “favorite”
1. Scroll through the list

2. Refine your search by using the State filter
ii. Tap the heart on the location you want to save

e. To remove any favorited items, locations, and categories tap on the red heart

Featured Estate Sales

e This is the first segment that renders on the Homepage

» Tapping the image will render all estate sales on CTBIDS in chronological order, with the sale closing the soonest listed
first

Product Categories

» Every product category contains items across all sales on CTBIDS assigned to that category
* Some categories have subcategories which are listed after you tap into a main product category
« If you notice a subcategory shows up on the .com but it does not render on the app, that is because no items were
assigned to that subcategory
 Filter
o Every product category has a filter at the top right corner
o You can refine your search by
= Keywords
= Price Range
= Specific Iltem Settings (Auction, Direct Buy, Etc.)
= Time of Listings Ending
= Newest/Oldest Listing
= Alphabetical Order

o Favoriting a product category

Navigate to the anchored Heart icon at the bottom of the app

Tap the filter at the top right corner of the page

+ Go to the “Favorite Categories” page through the filter and tap on any of the categories listed

« To remove a category, tap on the red heart icon

Estate Sales Closing today

» This segment on the Homepage displays all sales closing in chronological order, with the sales closing the soonest
showing first

Discover Unique Treasures

* Any item that is marked as “Featured” in sale will render, at random, in this segment

Browse By Room

o Customers can now browse by room across different estate sales
o Every “room” has a filter at the top right corner of the page

o Filter Options
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o Categories

o Keywords

o Price Range

o Specific Item Settings (Auction, Direct Buy, Etc.)
o Time of Listings Ending

o Newest/Oldest Listing

o Alphabetical Order

Contact a Seller

+ Navigate to a sale
o Select the Information icon (looks like an “I” with a circle around it)
o The seller’'s email address and phone number will render

» You can directly call or email the seller by clicking on their contact information

Hamburger Menu

e My Account
o This is another way to view your account information besides using a gavel icon
o Personal Info
o Payment Methods
= Adding a Payment Method
o Tap “Add Payment Method" button in the top right corner
o Tap the payment method you wish to vault
o PayPal
= Enter your PayPal account information
o Credit/Debit card
= Enter your credit or debt information accordingly
= Click that you accept the Terms and Conditions
= Tap Save
= To change your default payment method tap the radio button on the left corner of your preferred method
= To delete a payment method tap the red trash can on the right corner of payment method
= You cannot delete all payment methods if you have unpaid invoices or have active bids
o Favorites
= This segment contains your favorite Items, Locations, and Categories
= The same logic mentioned above applies here
o Tax Exemptions
= All of a customer’s tax exemption files will be listed here
= To upload a new tax exemption file
« Select the Browse button
* Upload the appropriate file
e Select Add
= To view all submitted tax exemptions, click on the Exemption List tab
o Invoices
= View all invoices here
= The status of the invoice is to the right of the invoice number
o The Transaction History displays

= Transaction ID
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= The date the invoice was processed
= The transaction type
= Payment mode
= Response code
= Any extra notes the seller adds to the invoice
o Bidding
= This segment displays all items a customer has bid on
= This tab is organized into three categories
e Active
o All items a customer is currently bidding
* Won
o All items a customer has won (paid or unpaid)
o Any items that were on a voided invoice will disappear
* Not Won

o All items a customer bid on but did not win

o

Change Password

= Customer can change their password here

= The new password with be sent to whichever email is on file

o FAQ

= This segment contains a list of popular questions asked by our customers on CTBIDS
Sell with Us

o

= This segment provides customers or franchise owners how wish to sell on CTBIDS

Contact Us

o

= Email: ctbidshelp@caringtransitions.com

= Phone: 844-4245-3434
App Troubleshooting

« If you find the app is running unusually slow or is unresponsive, please try the following
o Check that you're running the latest version.
o Delete the app and reinstall it.
o Fully restart your device

« If the problem persists, reach out to CTBIDS Help
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Buyer App FAQs

Question: Why isn’t my location showing up when | tap on the Pin icon ?
Answer: This page represents active sales on CTBIDS. If you are not currently running a sale, there will be no pin
displayed representing your location.

Question: How can a customer find my specific sale?

Answer: By clicking the Active Sales Pin icon, the customer is redirected to the map of all active sales on CTBIDS. They
can click on the pin that represents your location, then be redirected to your sale. On this page they can also use the
search field and look by state, city, or zip code.

Question: How can a customer find my contact information?
Answer: A customer can find your contact information by going to your sale and tapping on the information icon to the
right of the sale title.
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CTBIDS Mobile App
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270



Fran Connect Support Information

A\ Fran Connect software is not developed or maintained by the CTBIDS IT Department.
Fran Connect has their own IT Development Team and Support Department. If you find yourself in need of Fran Connect assistance, please review the

additional help below.

Fran Connect Knowledge Base &

The Fran Connect Knowledge Base is similar to the CTBIDS Knowledge Base. You can search, using key words, to find articles and instructions to read and learn
how to do certain things within Fran Connect.

Once you are logged into Fran Connect.

From your Command Center, click on the gray question mark on the top right side of your screen

Al v | Typeand press enter Q
WELCOME!
-
2 stars
UNITS OPENED TRANSFERS TOTAL REVENUE TOTAL NET PROFIT

You will see four options for FC help:

« Help Center
« Contact Support
» See what’s New

« Knowledge Base

You can start off in the Knowledge Base and enter what it is that you may need instructions or help with doing.

Example: | typed in ‘email template’ and results begin to show:

n( franconnect Submit a request

* Top articles results

Email Templates vs. Email Campaign
FranConnect Inc > System Administration > Marketing / CRM

Sending Emails and Templates via Mobile

FranConnect Inc > System Administration > Sales

Onboarding

This section contains informationy | £diting Email Templates in Info Manager
need to get started using the FranC | FranConnect Inc > System Administration > Info Manager

system.
Work Flow-Based Emails using Default Website Keywords in CRM templates from In
FranCannect Inc > System Administratien > Info M
Groups, Templates, Campaigns: The Sequence for Best Results
FranConnect Inc > System Administration > Sales
Uploading a HTML Zip File for a Template Design
Opener FranConnect Inc » System Administration > Sales
How to Use the Unit Summary Section in Opener Asticle creat
Admin

You can scroll and read the articles to see if any contain what you require help with.
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Fran Connect Help Desk Email: helpdesk@franconnect.com &
If you have searched and are unable to find the assistance that you need, you can always email Fran Connect to get more assistance. Someone from Fran

Connect will get back with you to help answer your questions or assist you further.
Again, that email is: HelpDesk@FranConnect.com
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Fulfillment Steps for adding in Tracking Information to Item Invoice

1. Sign on to Seller.ctbids.com
a. Make sure to check the box for accepting the Terms & Conditions
i. If you have not created your own password, please click ‘Forgot Password’

CTSeller®

Signin

v
P

2. On the left nav - select ‘Sales’

oTSeller™ S— - OEEm

3. Enter in the name of the Sale and select ‘Search’
a. Once sale is found, click the ‘Dashboard’ icon to the left

CTSeller® g a3 PR oo B

4. Once in the Sale Dashboard, select ‘Invoiced’ on the left nav
a. You will have multiple ways to Search for an invoice that needs to be updated with tracking
5. You will see a link to Parent invoice from the MIR/DG Tabs to add fulfillment information (12/6/24 update)
o You will see on the DG or MIR Tab that there is a link to the parent invoice where you will need to add fulfillment.
= There will not be an actionable link (not a blue hyperlink) if the Make it Returnable policy is a Pickup item (no need for shipping fulfillment).
= *Reminder* If the customer has both an MIR and a DG policy on the same invoice, you will only need to click the parent invoice link once (on either the MIR or DG
tab) and entering fulfillment will satisfy the entry for both policies since they are both associated with the same parent invoice.

Catogony o T Searcn sk
Auction 1 A

Direct Buy

Onste Only.

Contract 1D Contract Staws  Claim D

f MasterIny transaction moves from Pencl 4677164206, Tesmal@CTBids.com 6217

2024112101698806095401184  acte

Showing 1.0f 1 records
Ready. G Click on the blue parent
invoice number to take you

Bl ) - to the invoice to add

|Makz t Retumable Status 0 fulfillment information

6. New Fulfillment title and card Icon will appear on the parent invoice when ‘Shipping’ is selected as an IRM on an item in the invoice (when viewing all invoices on the

Invoiced tab).
a. Quick click of the card icon will show you if the fulfillment information has been added
i. ltem title will display when fulfillment has not been added

ii. Fulfillment information will show when fulfillment information has been added.
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. Invoice No- 4677164 Date:- 11/21/2024 08:34 AM EST

Name : Customer

Phone @ 5555555555

Email : Testemail@CTBids.com

Address : Test Address Ln. Test City, State, 55555

Total Amount Pending Status Auto Charge @  Email Sent Transaction History § Fulfillment
$15.00 $0.00 Paid Completed Yes G5 = =

7. You can also check in the MIR/DG tabs and check the last column to see if you have entered fulfillment for this policy under the title ‘Shipment Entered’ with a Yes or
No:

Contract ID Contract Status Claim ID Claim Status Shipment Entered

Yes

6217TWLRBKCZO  2024112101698805095491154  active

© 1f an item has Pickup and/or Delivery as the Item Receipt Method, you do not need to enter any additional information in the fulfilment fields.

8. Once you have opened the invoice you want to update - select ‘View Invoice’

9. Then select ‘Fulfillment’ at the top

Invoice Details

10. Here is where you will select the items, enter the tracking number, carrier info and any notes

11. You will select the items included in the tracking information you are about to enter and select ‘Apply’
a. Please note, if ALL items from the invoice are going in the same box, please ‘Select All’

b. If there will be more than one tracking number per invoice, please only select the items included in that tracking. You can enter in as many tracking numbers as
needed for the invoice
12. Once the item(s) have been selected, you will then enter in the Tracking Number
13. Next you will enter in the Carrier information (USPS, FedEx, UPS, etc.)
14. You can enter in any notes

15. Once everything has been entered select ‘Create’

7. 0nce you have created the fulfillment information it will show up directly below
a. If a customer changes their IRM from shipping to pickup:

i. You can edit the IRM BEFORE payments are processed, but if payments are already processed - please enter the word ‘Pickup’ in the Tracking # and Carrier

fields, and the pickup date in the Notes field
b. If a customer does not pay their add-on shipping invoice, what to do with the Fulfillment requirement fields:

i. You have 21 days to work with the customer to receive payment and enter tracking information, this invoice will continue to be included within the email count as
needing a tracking number as a reminder.

ii. If the customer does not pay, or refuses to pay, to satisfy the fulfillment requirement (so that this invoice is not included in the count for tacking information needed
on the reminder email), please enter ‘Did Not Pay Shipping’ into the Tacking number and Carrier fields, and add notes if you would like so that this
documented.

c. You can always edit the tracking information if it was entered incorrectly by selecting the ‘Pencil’ icon on the left

8. If the customer won one (1) item/Lot, and that one lot has many items but is a single listing, and it will require more than one shipping box which will give you more than
one tracking number to enter.
a. Please use the ‘Notes’ field to enter additional tracking number information in this situation.

e fecsipt Mothod
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Update Fulfillment

Shipping

Trasking Number =
( 123456 ]

(e ]

|

Once Tracking information is added and you view the MIR and DG tabs on the left navigation bar on your Sale Dashboard, you will see the section labeled 'Contract Status;
« Pending:
o This means that the customer has not yet received their items.

= |f this is an MIR product and the pickup date has not happened yet, then the status will remain as ‘pending’ until that pickup date is satisfied. Once the date is
satisfied, then the status will update to ‘Active’.

= |f this is MIR or DG and you are shipping the items, then the item will remain in ‘pending’ until the package is delivered.

« The package is tracked by Seel. This will auto update via an API call to show that the package was received, then the item will show as ‘Active’.
« Active:

o This means that the package was received by the customer.
= For ‘Pickups’, this will happen when the sale pickup date is achieved.
= For Shipped items, this will happen once the package is delivered to the customer.

« Seel does all of the tracking and sends an API call once the package was received so that this status is updated.

Atems 356

Catopor Bem Tee Seschsi
Auction 356 '
Dieet Buy. 0
‘Onsae Only. 0
Sold
Hot Sold
. — mi 4 0000000000DG on 7484213244
Sripped 101 Test fem Hame Tile 000000000006 - N
Reaty o Test zem Name Trie 00000000000G. o7 pendng
Penaey '

Test tem Mome Tite 000000000006 Tz 240K040122BIOS30TSIE pening

000009000006 Thaz 20240040176 1630454611813 acwe

000000000006

01045410454187607 penaing

275



Sale Pickup Date

The Sale Pickup Date Field will now be mandatory when you are moving items from Pending to Ready. You are not
required to enter this information in during sale setup, but you can enter it in at that time if you know the date. This will
not be on the Item Level Settings, it is on the Sale Level Settings.

Please note: This is not visible to the buyer, it is only for internal use at this time. You will still need to enter in the

Pickup Information like you normally would in the Pickup Information Field.

' - ¢ e

Sale Settings

me Zone *

{ US/Eastern - ]

[= s
I 8

ose Duration (minutes) *

[_:u minutes —']

[ Apply Tax On Buyers Premiurm
It'em Receipt Methods *

Fickup [ Delivery Shipping

pd

r-:s 072024 ‘ [ ]

— Sale Provenance *

T40/750

ﬂ If you have more than one Pickup Date - please enter the latest date of pickup that you are offering.
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ltem Condition Field

Item Condition will now be a mandatory field when creating an item. You will have a drop down menu to choose from.

This will be for both on the Seller App and Seller.com

o Please note: This will NOT be visible to the buyer, this is only for internal use

2:24 ull = &

Item Details

£ Create Item

f RM Location - Fickup and Shipping -

Location *

IRM Location - ALL IRM

M | Sale * v

(G“ge - | Category * Y

#a | Direct Buy inekgible item
Area

Item Title *

Condition b 4

NEW - Items show no signs of being worn and
include tags, packaging, etc.

LIKE NEW - ltems are clearly unused, but tags
are not attached, packaging missing, etc.

VERY GOOD - Items show minor signs of wear.
Example: shoes may have light scuffing on the
soles, light scratches.

GOOD - Items show moderate signs of wear,
moderate scuffing or scratches

FAIR - Heavy wear, scratches, etc.
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Make It Returnable & Delivery Guarantee Categories

Listed below are the categories and sub categories for Eligible Items for Make It Returnable & Delivery Guarantee. If the
category or sub-category is in red, it is not eligible for Make It Returnable.

Category Subcategory
Antiques Antiques Other
Decorative Art
Furniture
Silver
Art Art Other
Artful Pottery
Asian Art
Folk Art
Handcrafted Art
Mexican Art
Native American Art
Paintings
Photography
Prints
Sculpture
Watercolor
Books & Periodicals Audio
Children's
Hardback
Magazines & Newspapers
Paperback
Vintage Books
Cameras & Photo Equipment Antique
Camera Other

Digital
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Clothing & Accessories

Coins

Collectibles

Film

Video

Vintage

Accessories

Clothing Other
Handbags & Wallets
Luxury & Designer Items
Men's

Shoes

Sunglasses & Glasses
Vintage

Women's

Advertising

Animals

Animation Art & Characters

Bar ware & Breweriana
Bottles & Insulators
China Sets

Clocks

Coins

Collectibles Other
Comics

Decorative Collectibles
Figures & Figurines
Games & Toys
Historical

Holiday & Seasonal
Kitchen & Home
Knives, Swords, Blades
Mid-Century

Militaria
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Craft & Hobby

Electronics

Model Cars

Movie Memorabilia
Retro

Rocks, Fossils, Minerals
Sports Memorabilia
Stamps

Trading Cards

Vintage

Computers/Laptops
Electronics Other
Home Audio

Home Video

Mobile Devices

TVs

Video Games

N
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Household Goods

Jewelry

Baby
Bath

Bedroom Goods

Décor

DVDs

Floor Coverings

Seasonal & Holiday

Sterling Silver

Antique & Vintage

Bracelets
Costume Jewelry
Earrings

Fine Jewelry

N
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Jewelry Other
Men's Jewelry
Necklaces

Rings

Watches

Music Instruments
Keyboards & Pianos
Music Other
Records & CDs

Mystery Lots

Railroad/Transportation

Sports & Hobbies

Camping
Crafts & Hobbies

Cycling

Fishing
Fitness

Golf

Hunting
Sailing

Sporting Goods Other

N
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Toys

Dolls

Games

Toys Other
Trains

Video Games

Vintage & Antique Toys
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Make It Returnable

* Make It Returnable (MIR) is a service provided by Seel that allows CTBIDS customers to return eligible items due to any
approved reasons and receive a refund for the item at no cost to the franchise owner.

Customers will now see when items are eligible for MIR at the item level once bids have been placed to meet the MIR
criteria:
o Item price must be between $15-$1000
e Must have Pickup or Shipping selected as the Item Receipt Method
« Item’s assigned category must be Seel approved (categories are listed in Knowledge Base)
e Cannot be a PayPal Restricted Item. These include
o Firearms
o Gun Parts

o Ammo

m This itemn is shippable
MNorth Augusta, South Carolina

@ Make it Returnable Eligible (§)

taled
Current Bid 52.00
Minirmum $54.00
ncrement $2.00

The customer will be able to see how much it will cost for MIR and have the option to toggle it on or keep it off. When

they toggle it on, they are opting in for the MIR service

Bid Confirmation

Your maximum Bid $25.00

Buyer's Premium 18%

Buyer's Premium Amount $4.50
Bid with Confidence PROVIDED BY seel

Make it Returnable ™ @
m For $1.45, you can add this option to return
@ these item(s) for any reason within 7 days of
pickup or shipping.

No, Cancel My Bid Yes, Confirm My Bid

When selecting the information icon o they will see a new display explaining more about how the Make it Returnable
Program
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proviDED oy D SEEL X

Return For Any Reason Instant Resolution Easy Resolution

+*

Bid with confi Rezo
Make a return within 7 and get refunded with a few
Pickup or Shipping. clicks.

$OUr FETUTN request

Seelz Make It Returnanle (Return Azzurance) are for eligible itemsz from 515 20 57.000. Fees vary. When
applicable, sales tax will be included in the price of Make it Returnable. Fees vary.

Brivacy Policy Terms of Service
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Delivery Guarantee FAQ

What is Delivery Guarantee Shipping Protection?

Seel Delivery Guarantee, also known as Shipping Protection, allows buyers to receive a full or partial refund if a product
purchased by the buyer is damaged, stolen, or lost in connection with the shipment of the product. Auction items eligible
for Delivery Guarantee will be clearly indicated on the items bid page. Not all CTBids auction items qualify for Delivery
Guarantee. Pickup and Delivery items are not eligible.

How to purchase Delivery Guarantee?

You add Delivery Guarantee while you are bidding on an eligible item for an extra charge. Pickup and Delivery items are
not eligible. If you have opted to purchase, Delivery Guarantee and have won the eligible auction item, you will receive
an email from Seel confirming your Delivery Guarantee order with a coverage ID. All eligible item returns are handled
only by Seel, which is an independently owned and operated vendor, at Returns@Seel.com

How to purchase Delivery Guarantee if using Proxy Bidding?

. Set your proxy bid—the maximum amount you're willing to pay for the item.

. If the item qualifies for Delivery Guarantee, you'll have the option to add this service for an additional fee.
. Pickup and Delivery items are not eligible for Delivery Guarantee.

. The cost of Delivery Guarantee will be calculated based on your maximum proxy bid.

. If you win the item at the maximum proxy bid, the final Delivery Guarantee fee equals the initial quote.

o o b~ W N P

. If you win the item for less than the maximum proxy bid, the Delivery Guarantee fee automatically adjusts lower to
match the coverage price of the winning bid.

If you have opted to purchase, Delivery Guarantee and have won the eligible auction item, you will receive an email from
Seel confirming your Delivery Guarantee order with a coverage ID. All eligible item returns are handled only by Seel,
which is an independently owned and operated vendor, at Returns@Seel.com

How do | submit a Delivery Guarantee claim?

Visit https://resolve.seel.com to start a claim or check your item return status.
For all item Delivery Guarantee questions, please email Seel at Returns@Seel.com, not CTBids.

What are the steps for returning a Delivery Guarantee claim with Seel?

If you have opted to purchase Delivery Guarantee and own the eligible auction item,
you will work directly with Seel, not CTBids, to submit a Delivery Guarantee claim.

1. You will receive an email from Seel confirming your Delivery Guarantee order with a coverage ID.
1. Your Delivery Guarantee claim must be made with Seel within:

a. 7-days after expected delivery date for theft claim,

b. 7 days from date of delivery for damage claim,

c. 30 days from shipping date for non-delivered lost package claim.

1. To start a claim, you will need to visit:

https://resolve.seel.com/

1. Follow all instructions provided by Seel.

1. CTBids auction items picked up by the buyer are not available for Delivery Guarantee.

1. For Delivery Guarantee claim questions please email Seel at Returns@Seel.com
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Who do | contact with general questions about Delivery Guarantee?

For all Delivery Guarantee questions please email Seel at Returns@Seel.com
For general CTBids.com questions please email: CTBIDSHelp@CaringTransitions.com

How long do | have to make a Delivery Guarantee claim with Seel?

Delivery Guarantee item claim(s) must be submitted to Seel within: 7-days after expected delivery date for theft claim,
7 days from date of delivery for damage claim; 30 days from shipping date for non-delivered lost package claim. Visit
https://resolve.seel.com to start or check your item claim status. For item return questions, please email Seel at
Returns@Seel.com.

What is covered by Delivery Guarantee Delivery Guarantee?

Seel Delivery Guarantee allows buyers to receive a full or partial refund if a product purchased by the buyer is damaged,
stolen, or lost in connection with the shipment of the product. Eligible items are between $15 and $1,000 in value. Pickup
and Delivery items are not eligible.

What kind of claims are not covered under Delivery Guarantee?

CTBids Auction items eligible for Delivery Guarantee will be clearly indicated on the items bid page. Not all items listed
on CTBids.com qualify. Pickup items are not eligible. ltems valued less than $15 and greater than $1,000 are not eligible.
Delivery Guarantee does not cover returns due to errors made by the CTBids Auctions such as sending you the wrong
item, a defective item, the wrong size, or the wrong color. In this case, please contact the CTBids Auctioneer directly for
assistance.

How will | know if and when my Delivery Guarantee claim will be approved?

You will be contacted through email from Seel who is in control of, and responsible for, all Delivery Guarantee claims, not
CTBids.

What happens if my Delivery Guarantee claim is not accepted by Seel?

Seel is the final arbiter and responsible for all Delivery Guarantee claims, not CTBids. For all Delivery Guarantee

questions please email our Seel at Returns@Seel.com.
When and How will | receive my Delivery Guarantee reimbursement from Seel?

Once your claim has been received, inspected, and approved by Seel, you will receive an email confirming the status of
your claim request and your account updated at https://resolve.seel.com. Seel reimbursements are generally made via
Venmo, Paypal, direct deposit, or virtual credit card through email if your request is eligible.

How do I check the status of my Delivery Guarantee claim?

Visit https://resolve.seel.com to check your claim status. For all Delivery Guarantee questions please email Seel at

Returns@Seel.com.
How much does Delivery Guarantee cost?

You may independently purchase Delivery Guarantee for a specific eligible item. Pickup items are not eligible. The
Delivery Guarantee fee varies by auction item and is non-refundable due to the nature of this service provided by Seel.

Is Delivery Guarantee Refundable?

You have the option to buy Delivery Guarantee for an eligible auction item. Delivery Guarantee is non-refundable and is
an insurance service contract between you and Seel, not CTBids. You will have a 24 hour cancellation period.

About Seel Delivery Guarantee Delivery Guarantee - Summary

Seel provides optional Delivery Guarantee (Shipping Protection) services for eligible CTBids items. Seel services can be
purchased during bidding. The purchase or use of Seel services constitutes a contract directly between the buyer and
Seel, and not with CTBids, CTBids Seller, or any Caring Transition franchise owner. Not all items auctioned on CTBids are
eligible for Seel services. The original CTBids buyer premium, shipping fees, and return shipping costs to Seel for items
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are not covered or eligible for reimbursement. Seel is the final authority and is solely responsible for handling all claims.
Additional Seel terms apply ( 4 Seel Return Assurance Terms Of Service ).Visit https://resolve.seel.com to start or check
your item return or claim status. For item return questions, please email Seel at Returns@Seel.com.
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Fulfillment Emails (Tracking Number Email Notifications)

« As an owner, you will have 21 days to enter in tracking information to the invoice.

o Currently, the only required items for this are items that were purchased with Make It Returnable (MIR) or Delivery
Guarantee (DG) services and the customer selected Shipping as their IRM. Please be aware this can change in the
future to include ALL items with Shipping listed as the IRM.

o You will receive emails notifying you that you have invoices that do not have tracking information provided, until all
invoices have fulfillment information entered in.

+ Emails will be sent out in the following increments for every sale until all invoices have fulfillment information:
o 1st Reminder: Day 7 after Sale End Date
o 2nd Reminder: Day 10 after Sale End Date
o 3rd Reminder: Day 14 after Sale End Date
o 4th Reminder: Day 20 after Sale End Date
o Final Reminder: Day 21 after Sale End Date
o Missed Deadline Notification: Day 22 after Sale End Date
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Make It Returnable FAQ

What is Make It Returnable?

* Make It Returnable provided by Seel, also known at times as Return Assurance on CTBids, gives you the ability to
return an eligible item you have won at auction on CTBids to Seel, a third-party vendor. Auction items eligible for Make
It Returnable will be clearly indicated on the items bid page. Not all CTBids auction items qualify for Make It
Returnable.

How to purchase Make It Returnable?

* You add Make It Returnable while you are bidding on an eligible item for an extra charge. If you have opted to
purchase, Make It Returnable and have won the eligible auction item, you will receive an email from Seel confirming
your Make It Returnable order with a coverage ID. All eligible item returns are handled only by Seel, which is an
independently owned and operated vendor. You can contact Seel at Returns@Seel.com.

How to purchase Make It Returnable if using Proxy Bidding?

1. Set your proxy bid—the maximum amount you're willing to pay for the item.

2. If the item qualifies for Make It Returnable, you'll have the option to add this service for an additional fee.
3. The cost of Make It Returnable will be calculated based on your maximum proxy bid.
4.

If you win the item at the maximum proxy bid, the final Make It Returnable fee remains unchanged from the initial
quote.

5. If you win the item for less than the maximum proxy bid, the Make It Returnable fee automatically adjusts lower to

match the coverage price of the winning bid.

o If you have opted to purchase, Make It Returnable and have won the eligible auction item, you will receive an email
from Seel confirming your Make It Returnable order with a coverage ID. All eligible item returns are handled only by
Seel, which is an independently owned and operated vendor, at Returns@Seel.com

What is the item return policy with Seel?

o All CTBids sales are considered final. However, if you purchase Seel’s Make It Returnable, you have the option to
return eligible items within 7 days of pickup, or delivery date if shipped. If an order includes both eligible and ineligible
items, only the eligible items may be returned through Make It Returnable. These types of returns are handled solely
by Seel via the Seel Resolution Center (https://resolve.seel.com/), with an additional return item shipping charge to
Seel.

How do | return an eligible CTBids Make It Returnable item?

» You will work directly with Seel, not CTBids, to return your item per Seel’s return policy.

« If you have opted to purchase Make It Returnable and won the eligible auction item:

1. You will receive an email from Seel confirming your Make It Returnable order with a coverage ID.

2. Report your return within 7 days of pickup, or delivery date if shipped through the Seel Resolution Center
(https://resolve.seel.com)

. Log in with your email and order number or coverage ID from your confirmation email.

. Select the item(s) you wish to return.

. Choose your preferred refund method and return shipping option.

. Follow the instructions Seel provides to ship your return within 7 days of claim initiation to Seel.

. Cost of shipping your item(s) to Seel is an additional expense not covered by Make It Returnable.

. Once received and inspected for eligibility, your refund will be processed.

© 0 N o o @~ W

. For all Make It Returnable questions, please email Seel at Returns@Seel.com, not CTBids.
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Who do | contact with general questions about Make It Returnable?

« For all Make It Returnable questions please email Seel at Returns@Seel.com.

o For general CTBids.com questions please email: CTBIDSHelp@CaringTransitions.com.
How long do | have to ship my item(s) back?

* Your request to return an item must be made to Seel within seven (7) days of your receiving the eligible CTBids
auction item from pickup date, or from delivery date if shipped. You will have 7 days to ship your item(s) back to Seel
from the day you initiate a return (file a claim)

Do all ‘lot’ items (bundles of items) have to be returned?

« If you've won a 'lot' on CTBids.com that contains multiple items and you wish to return one, several or all the items
using the Make It Returnable option, it's essential that all items within the lot are included and in their original
condition as they were at the time of purchase. This is necessary to qualify for a refund through Make It Returnable. If
items are found to be missing from the returned order, your refund request may be at risk of being rejected.

What happens if my item is damaged after | receive it - Can I still return it?

» Items must be in their original condition to be eligible for a Make It Returnable refund. If your item is damaged or
altered after you receive the item, you may not be eligible for a refund under Seel’s return policy. For all Make It
Returnable questions, including specific item claims, please email our Seel at Returns@Seel.com.

What kinds of returns are covered with Make It Returnable?

+ Make It Returnable is currently only offered on orders shipping to addresses in the United States or being picked up at
addresses in the United States. Eligible items are between $15 and $1,000 in value. Auction items that are eligible for
Make It Returnable will be clearly indicated on the items bid page.

What kind of returns are not covered under Make It Returnable?

o CTBids Auction items eligible for Make It Returnable will be clearly indicated on the items bid page. Not all items listed
on CTBids.com qualify. ltems valued less than $15 and greater than $1,000 are not eligible. Make It Returnable does
not cover returns due to errors made by the CTBids Seller such as sending you the wrong item, a defective item, the
wrong size, or the wrong color. In this case, please contact the CTBids Seller directly for assistance.

Are the original auction fees and shipping costs covered under Make It Returnable?

o The original CTBids buyer premium, shipping fees, and return shipping costs to Seel for items are not covered or
eligible for reimbursement with Make It Returnable.

How will | know if and when my return will be approved?

* You will be contacted through email from Seel who is in control of, and responsible for, all Make It Returnable claims,
not CTBids. You can check the status of your return request at https://resolve.seel.com. CTBids is not in control of or
responsible for the return or Seel’s response to Make it Returnable claims.

What happens if my return is not accepted by Seel?

« Seel is the final arbiter and responsible for all Make It Returnable claims, not CTBids.

o For all Make It Returnable questions please email Seel at Returns@Seel.com.
When and How will | receive my refund from Seel?

* Once your item has been received, inspected, and approved by Seel, you will receive an email confirming the status of
your return request and your account updated at https://resolve.seel.com. Seel reimbursements are generally made
via Venmo, Paypal, direct deposit, or virtual credit card through email if your request is eligible.

How do I check the status of my return?
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¢ To check the status of your item return, simply visit https://resolve.seel.com. If you've chosen to purchase Make It
Returnable and have won an eligible auction item, you'll receive an email from Seel confirming your Make It
Returnable order along with a unique coverage ID. To track your return status, you will need either your order ID or the
coverage ID provided by Seel. For inquiries or questions regarding Make It Returnable contact Seel at
Returns@Seel.com.

How much does Make It Returnable cost?

* You may independently purchase Make It Returnable for a specific eligible item. The Make It Returnable fee varies by
auction item and is non-refundable due to the nature of this service provided by Seel.

Is Make It Returnable Refundable?

« Make It Returnable is a non-refundable service contract between you and Seel. CTBids is not a party to the contract.
You will have a 24 hour cancellation period.

Why do | see multiple transactions on my account from the same invoice/sale?

o On your bank or credit card statements, you might notice multiple individual transactions for the purchase of Make It
Returnable coverage offered by Seel. Each purchase of this service will appear as a separate transaction. However, the
total of these transactions will equal the order total on your invoice; they will simply be itemized according to the
specific service(s) you've purchased or opted in for.

About Seel, Make It Returnable - Summary

« Seel provides optional Make It Returnable (Return Assurance) services for eligible CTBids items. Seel services can be
purchased during bidding. The purchase or use of Seel services constitutes a contract directly between the buyer and
Seel, and not with CTBids, CTBids Seller, or any Caring Transition franchise owner. Not all items auctioned on CTBids
are eligible for Seel services. The original CTBids buyer premium, shipping fees, and return shipping costs to Seel for
items are not covered or eligible for reimbursement. Seel is the final authority and is solely responsible for handling all
claims. Additional Seel terms apply ( «9 Seel Return Assurance Terms Of Service ). Visit https://resolve.seel.com to

start or check your item return or claim status. For item return questions, please email Seel at Returns@Seel.com.
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Delivery Guarantee

What is Seel’s Delivery Guarantee? &

Seel Delivery Guarantee is a customer protection against loss, damage or theft during delivery of your order. Additionally,
Delivery Guarantee includes carbon offsets for the emissions resulting from your order’s delivery and transit. Delivery
Guarantee is a 3rd party service, offered and administered by CTBids partner, Seel.

What does Seel Delivery Guarantee cover? &

Seel Delivery Guarantee covers package loss, damage, and theft that meet the following criteria.

Loss: Domestic packages not delivered before the 30th day following order fulfillment (i.e., the date when the order is
shipped by the merchant) or international packages not delivered before the 60th day following order fulfillment are
considered lost. The compensation for lost packages is the value paid for the purchased item(s).

Theft: Packages marked “delivered” yet not received are considered a “theft”, though this may be due to some mishaps
that are not criminal in nature. To qualify as a case of theft, supporting documents, such as a police report, may be
required. (See “What Supporting Docs are Required for a Claim of Theft?”) The compensation for a verified case of theft is
the value paid for the purchased item(s).

Damage: Shipping Protection covers item damages to the point that the item(s) are unusable, clearly fractured,
shattered, bent (if not bendable), crushed, etc., but does not cover cosmetic damage (scratches, dents, etc.),
manufacturing damages, packaging errors, or unsealed items. The compensation for damaged items is up to the value
paid for the purchased item(s).

Seel Delivery Guarantee also includes carbon-neutral shipment within the recipient’s country.

Note: Total compensation for one Shipping Protection cover is up to the value actually paid for the item(s).

How does Seel Delivery Guarantee resolve the shipping issues of my order? &
The customer experience of Seel Delivery Guarantee is as follows:

» Add Seel Delivery Guarantee at checkout for a modest fee to protect the order against loss, damage, and theft.

o If your order is eligible for Seel Delivery Guarantee, you'll be receiving a confirmation email from Seel with all the
coverage details, as well as instructions on how to report your package issue.

» If your protected package suffers loss, theft, or damage, you can report the issue via the Seel Resolution Center
(resolve.seel.com).

» Seel will assess the issue to determine if the reported order issue qualifies for a payout.

o If the reported issue does qualify, a refund will be automatically sent to you.

To qualify for the payout, you need to follow the issue reporting requirements:

o Issues of loss, where the package is not delivered as per the carrier's information, must not be reported sooner than
30 days after the order fulfillment date for domestic shipments and 60 days for international shipments.
» Issues of damage and theft, where the package is shown "delivered", must be reported within 7 days from the time

the carrier's information is updated to "delivered".

o All issues must be reported within 90 days of the order date.

Customers will now see when items are eligible for MIR at the item level once bids have been placed to meet the MIR
criteria:

o Item price must be between $15-$1000
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+ Must have Shipping selected as the Item Receipt Method
o Item’s assigned category must be Seel approved (categories are listed in Knowledge Base)
o Cannot be a PayPal Restricted Iltem. These include

o Firearms

o Gun Parts

o Ammo

Make It Returnable Eligible (T)

Delivery Guarantee Eligible @

Current Bid 76.00
Minimum $75.00
ncrement $2.00

mw

The customer will be able to see how much it will cost for DG and have the option to toggle it on or keep it off. When they

toggle it on, they are opting in for the DG service

Bid Confirmation

Your Maximum Bid $15.00

Buyer's Premium 2.3%

Buyer's Premium Amount $0.34
Bid with Confidence Provided By seel

Make It Returnable ™ @

For £1.75, you can add this option to
return th em{s) for any reason within
7 days of pickup or shipping.

@

Delivery Guarantee ™ @

Protect against boss, damage, theft & offset
emissions fi 52

*Not available for pickup and delivery itemis)

Mo, Cancel My Bid Yes, Confirm My Bid

K

When selecting the information icon o they will see a new display explaining more about how the Delivery Guarantee

Program

provipeD oy 49 S€€l X
1 - Click Protect Against Instant Resolution Protect Our Planet
@ 2
° Loss Part of your Deliw
© Damage rantee fee
@ Thef en project to

emissions from shipping.
Delivary Guarantes offers peace of mind against packags lozs, damags. and thefr whils offzztting carbon
emissions from shipping for a greener planet. Should any covered incidents occour, use the Se
Center to resolve your package issue and get compenzation up to the full value of your order!
*Delivery Guarantee is not available for pickup and delivery itemis)
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Tracking Information for a Buyer

If a Buyer has purchased an item and selected Shipping as their Item Receipt Method, they will now be able to view the tracking information from your CTBids account once
the owner has entered in the fulfillment information.

Once they have logged in- it will be under the ‘Invoices/Receipts’ tab on the left nav. They will see ‘Shipped Items’

This will display every item and the tracking information associated with it, as well as the Invoice number it is tied to.
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How can | tell if the customer purchased Make It Returnable or Delivery Guarantee?

Payment for Make it Returnable and/or Delivery Guarantee must be completed through CTBids and will happen when you initially process payments for your sale. This
payment sends the API call with the necessary information to the third-party vendor for the purchase details of the product(s).

1. Do not accept payment for these product services outside of CTBids even if the payment failed.

2. If the initial item invoice is successful but the MIR or DG invoice payment(s) failed after initially processing invoices, you will not have the option to process that failed MIR
and/or DG invoice(s) again. The customer is no longer eligible for the product service(s) when the payment failed for MIR and/or DG.

3. If the initial item invoice fails (parent invoice) and you process payment again (for the parent invoice) and it is successful, the MIR and/or DG invoice will also try to
process through for product payment.

4. Again, please do not accept payment for any failed MIR or DG invoices outside of CTBids.
a. If you do accept payment outside of CTBids, you will need to refund the customer since the product service is no longer available.

Once you have closed your sale, generated invoices and have processed payments, there are a few ways you can check to see if your customers have purchased Make It
Returnable (MIR) or Delivery Guarantee (DG).

« The customer will have a separate invoice strictly for MIR or DG, you can also search for it by ‘Invoice Type’ from the Invoice Dashboard

Irrvaice Type

Maks It Returnakle Invoice -

Item Inwoice
Mak:

« If they do have an invoice with MIR or DG - it will display on the invoice number with MIR or DG

. Invgice Mo- 2060361566TIMIR  Date:- D6/21/2024 05:33 AM EDT

Invoice No- 296024185251MIR  Date:- 0672172024 D6-10 AM EDT

. Invgice No- 2060331 2088MMIR  Date:- D6/21/2024 06:10 AM EDT

. Invoice No- 296036156672DG Date:- 06/2172024 05:33 AM EDT

. Invoice No- 296034185252DG  Date:- 06/2172024 D610 AM EDT

. Invoice No- 296035120832DG Date:- 062172024 0610 AM EDT

« You can select the ‘View Items’ button from the invoice dashboard (this you will have to do on every invoice to check)

Tax w Gross
ET MR ems © G Hews © Amout Twx Amount BP  Amount Amount

x

e 1 Kalie Yo Win 124 Shgpng  VES

« You can also view all items that were sold with either MIR or DG from the Sale Dashboard. When you select either tab, it will show you any items that were purchased with
this service, and show you the invoice number for it as well.

« You will see a blue Parent invoice link that you can use when you are ready to add shipping fulfillment information. For full instructions on adding fulfillment please see the
article: Fulfillment Steps for adding in Tracking Information to Item Invoice

@ Back | Test Ecnec scenano s

Antems. 1
Catogory e i Searcn s

Auetion 1 m -

Direct Buy o

onste Ony o

Soi 1 —

Invoice Number | Parent Invoice  Email sxi Contract ID Confract Siatus Clam D

Not o o

Showing 1 of 1 records
Ready 0 Click on the blue parent
= invoice number to take you

SR g to the invoice to add

|n1m\|ﬂmumzmesnms o fulfillment information

« You can also check in the MIR/DG tabs on the last column to see if you have entered fulfillment for this policy under the title ‘Shipment Entered’ with a Yes or No:
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Contract ID Contract Status Claim ID Claim Status Shipment Entered

6217WLRBKCZO  2024112101698805095491154  active Yes

Preview unavailable
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Premier Membership FAQs

I am creating a sale that will show in Auction Sneak Peek, what do | need to know?
The logic for which sales render on the Auction Sneak Peek tab are as follows:
1. Plus or minus 7 days from the current date.
a. The sales will be based off the scheduled start date.

b. From the current date the only sales that will be displayed will be from 7 days behind (past) the current date AND 7
days ahead (future) of the current date
c. Ex: If today’s date is 7/20/2024, all auctions that start 7/13/2024 thru 7/27/2024 will appear
2. Any sale that has an item in a Pending or Ready Status
a. The item must have at least one picture uploaded in order to be visible
i. If you have 10 items in your sale and only 2 items have pictures uploaded, then only those two items will be
visible for the Auction Sneak Peek
3. Items in the Auction Sneak Peek that are not live will not be available for bidding until the sale start date/time is met
4. The order of sales appear based on the Tentative Start Date (Sale start date), with the auctions furthest ahead being
displayed on the top of the list
5. CTBids encourages Premier customers to wait until a sale goes live before reaching out to owners with questions
about any items

Here are some tips for best practices If you are in the process of creating a sale that has a start date that falls within the
+ 7 day range (your sale will be visible even if you are not done editing it)

1. Leave any client identifiers out of the Sale/item titles. This includes
a. A clients name
b. A client's phone number
c. A client address

d. Anything personal a client would not want CTBids customers to see
Can | see if a customer at my location is a Premier member?

We currently do not have any method on the Seller side that allows owners and staff to pull a report/data for their
location if they have Premier members shopping at their location. If you select the “View” icon on an individual item and
there is bidding history or messages on the item, you will see a shield icon next to any Premier member’s nickname. If
you search for a customer through your Buyer/Bidder tab and the results render a shield next to their name, the
customer is a Premier Member.

What happens if a Premier member places a bid at my location?

When a Premier member places a bid at any auction they will automatically be opted in for DG if the item is eligible, at no
additional cost to them or the owner. This will cause more MIR and DG invoices to be generated after payments are
processed. Owners will need to be sure that they are entering fulfillment information for any invoice that has a MIR or DG
item on it. There are no other changes in the bidding processes for customers.

What happens if | suspend a Premier member?

There are two options for suspending a customer: sitewide and location specific. If you suspend a customer from your
location, they will not be able to bid at your location but will have access to bidding at all other locations on CTBids. If you
call into Maximum and suspend a customer sitewide, they will not have access to any of their benefits and will be banned
from bidding at any location. It is recommended to take sitewide suspensions seriously, and we encourage sellers to try
and contact customers to resolve any outstanding issues before suspending from their location or sitewide.

Where do | refer customers to with questions?
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Customers with questions that are specific to their Premier account should be redirected Member Service and/or Premier
Account tabs in their account. From there, they can find the appropriate email and phone number to contact Premier
Services and get questions answered.
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Editing Invoices when DG/MIR are purchased

Scenario

Seller
increases
the dollar
amount of
an item
that had
DG/MIR

Seller
decreases
the dollar
amount of
an item
that had
DG/MIR

Seller
increases
the dollar
amount of
an item
that did
not have
DG/MIR
purchased
, but the
item is on
the same
invoice as
another
item that
does have
DG/MIR

Seller
decreases
the dollar
amount of
an item
that did
not have
DG/MIR

Parent
Invoice
Voided?

Yes

Yes

Yes

Yes

DG
Invoice
Voided?

Yes

Yes

Yes

Yes

MIR
Invoice
Voided?

Yes

Yes

Yes

Yes

New
Parent
Invoice

Created
?

Yes

Yes

Yes

Yes
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New DG
Invoice

Created
?

No

Yes

Yes

Yes

New
MIR
Invoice
Created

2

No

Yes

Yes

Yes

Seel
Service
Still
Valid?

No

Yes

Yes

Yes



purchased
, but the
item is on
the same
invoice as
another
item that
does have
DG/MIR

Seller Yes Yes Yes Yes
removes

an item

with DG

and MIR

from an

invoice

Seller Yes Yes Yes Yes
removes
item that
did not
have
DG/MIR
purchased
, butis on
the same
invoice as
an item
that did
have
MIR/DG

Seller Yes Yes Yes Yes
adds fee

(ex:

shipping/h

andling)

to invoice

Seller Yes Yes Yes Yes
changes

IRM on

item with

DG/MIR

purchased

Removing Yes Yes Yes Yes
tax on an

item

without

DG/MIR

but on the

same

302

No

Yes

Yes

No

Yes

No

Yes

Yes

No

Yes

No

Yes

Yes

No

Yes



invoice as
an item
that did
have
MIR/DG

Seller Yes Yes Yes Yes
removes

the tax on

an item

that had

DG/MIR

purchased

Multiple Yes Yes Yes Yes
items on
an invoice
have
DG/MIR
purchased
. The
seller
removes
one/multi
ple of
these
items.
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Yes

Yes

Yes

Yes

Yes

Yes



Iltem Receipt Method (IRM) Seller Tips

Item Receipt Method Updates ¢

Changes for Sellers/Staff

The item receipt method (IRM) will now auto
populate on every invoice at the item level
when the invoices are generated- owners will
not have to wait for customers to choose an
IRM after a sale closes.

It will be mandatory for all items to have at
least one IRM (Pickup, Shipping, Delivery)
selected. A location, sale, and item will not be

Changes for Customer

Customers will have to select an IRM for
every initial bid they place on an item.

Customers will have to confirm their shipping
address before placing an initial bid if they
select Shipping or Delivery as their IRM.

saved in CTBIDS without at least one IRM
selected at each level.

IRM settings will be hierarchical - Location Emails received about invoices will not

level settings will affect IRM options at the prompt the customer to login into their
Sale level settings and Sale level settings will account and select an IRM.

affect IRM options at the Item level.

The Shippable Iltems checkbox will be Customers will not have to return to their

removed from the Location, Sale, and Item Invoice tab to select an IRM after the sale
level settings. Any item marked as Delivery closes.
and or Shipping will automatically have the

“Item is Shippable” label render on the buyer

site and app.

How the IRM Update Impacts Sales &

The IRM updates will ultimately make the checkout process smoother for sellers by minimizing the time spent waiting for
customers to choose an IRM. To make this process as organized and quick as possible, new settings will be implemented.
First, the IRM decision process will work in a hierarchical fashion. This means that any IRM selected at the location level
will auto populate the IRM choices at the Sale level, which will then populate at the Item level. You can deselect an IRM
that was selected at the previous level, but you cannot add IRM if it is not selected at the previous level. Location level a
Sale level a Item level. If you intermittently use all IRM options throughout your sales, it might be easiest to have all three
options always selected at your Location level settings.

For example: At the Location level settings, | selected Shipping and Pickup as IRM options. Whenever | create a sale at
this location, the Pickup and Shipping IRM options will be automatically selected at the Sale level. If | don’t want Shipping
as an option for this specific sale | can deselect Shipping at the sale level. If | want to add Delivery as an option at the
sale level, | will have to update my Location Level IRM settings and select Delivery as an option. A sale cannot be saved
unless one IRM is selected at the Sale level.

How the IRM Update Changes Bidding &

When a customer places their first bid on an item, a message will render that will prompt them to select an IRM. These
options are based on that is selected on the Item Level details. If they return to the same item to place another bid, they
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will not receive an IRM pop-up message again. If all bids are retracted on an item, customers who bid on the item will
have to select an IRM again. All other bidding logic is to remain the same.

After the Sale Closes &

Once a sale is closed and the invoices are generated, the IRM selected for every item won will appear on each item line.
To maintain the invoice formatting, the IRMs will be abbreviated when the invoice is printed. P represents Pickup, S
represents Shipping, and D represents Delivery. There will be a key on every printed invoice that explains the
abbreviations. You do not have to direct the customer to select an IRM after invoices are generated unless all their bids
were placed before the IRM update. If a customer wishes to change the IRM, the seller/staff can go in and edit the
method if the invoice has not been paid for. The IRM options available when a seller/staff edits an invoice are based on
the IRM settings at the item level.

If a customer wants to surrender an item they won, and the seller creates an invoice for another customer who also bid
on the item, the IRM option the customer chooses when they placed the bid is what will render on their newly created
invoice.

Example: Customer A bids on Item #1 and selects Pickup as their IRM. Customer B bids on Item #1 and selects Shipping
as their IRM. Customer B wins Iltem #1, then wants to surrender it. Customer A wants Item #1. The seller creates an
invoice for customer A and adds Item #1 to the invoice. When the newly created invoice is submitted, Pickup will
automatically render as the IRM since that was the original option Customer A chose.

If the item is being assigned to a customer who never placed a bid on that item, but won other items in the same sale
and already has an invoice generated, no IRM will render when the item is added to the invoice. The seller can go back
and manually add the IRM once it is agreed upon with the customer.

Example: Customer A wins Item #1. Customer B wins Items #2-4. Invoices are generated. Customer A wants to surrender
ltem #1 and Customer B wants to buy the surrendered item. When Item #1 is added to Customer B’s invoice, no IRM
selection will auto populate. Once the seller and customer agree upon a price and IRM, the seller can manually edit the
IRM option for Item #1 on the invoice.

Training for Owners &

Location Level Settings

The IRM settings that are saved at your location template will affect the settings available at the sale and item levels. If
you wish to always have all IRMs available at the sale level, then you will need to check all the IRMs at your location
level. In the current state of the Location level settings, there is a Shippable Items checkbox that creates a default setting
on the sale setup. This setting has been removed and in the future state any item marked shipping or delivery will
automatically have the Shippable icon displayed in the sale. You cannot save your Location template without selecting at
least one IRM.

Sale Level Settings

The IRM settings that are saved for your sale will affect the settings available at the item levels. If you wish to always
have all IRMs available at the item level, then you will need to check all the IRMs at your location level and sale level. In
the current state of the Sale level settings, there is a Shippable Items checkbox that creates a default setting on the item
level setup. This setting has been removed and any item marked shipping or delivery will automatically have the
Shippable icon displayed in the sale. You cannot save your Sale settings without selecting at least one IRM.

Item Level Settings

The IRM settings that automatically render at the item level are based on the settings that are selected at the Sale level.
In the current state of the Item level settings, there is a “Item is shippable” checkbox that turns on the “Item is
shippable” icon on the buyer site. This setting has been removed and any item marked shipping or delivery will
automatically have the Shippable icon displayed in the sale. If you mark an Item Type as Onsite, the Delivery and
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Shipping options will automatically be disabled and the item will display as Pickup Only. You cannot save your item
settings without selecting at least one IRM.
Cloning Items

Cloning items will reset the Item Receipt Method settings to the sale level settings of the newly assigned sale.

For example: Item #1 is in Sale A. The IRM methods selected at the item level for Item #1 are pickup and shipping. |
clone Item #1 to Sale B. Sale B’s IRM settings are pickup, shipping, and delivery. When | go to edit the settings for Item
#1 in Sale B, all the IRMs are automatically selected. If | want Item #1 to have the same settings it had in Sale A, | will
have to manually deselect delivery.

Adding an Item Receipt Method After Items have been Created

You might create a sale thinking you only want one IRM applied to the entire sale. After creating a handful of items, you
may realize you want to add more than one IRM to an item in the same sale. You can add an IRM, without affecting any
previously saved items, to a new item in this sale.

For example: A seller has a sale that consists of mostly furniture and extremely heavy items. They originally decided they
want all items in this sale to be marked as pickup only. The seller/staff only checks Pickup as the available IRM. They
create and save 100 lots of furniture. They realize the client had some jewelry they wanted to sell, and that this jewelry
can be marked as pickup and shipping. The seller/staff can go back into the Sale Level settings and also check Shipping
as an IRM. This will give the options of Pickup and Shipping of any future items created in the sale. Adding an IRM after
items have already been created and saved will not affect the IRM options on those items. If they were marked Pickup
only before, that will not change unless manually done so.

Bidding Scenarios

What Happens if the IRM Update is Implemented While My Sales are Live or in Pending?

It is anticipated that many locations will have live sales or items in pending status when the IRM update is implemented.
Below are documented scenarios that can happen, as well as what is to be expected and/or what steps you will need to
take.

Scenario: My Sale is in Pending While the IRM Implementation Happens

1. If your sale is in Pending and you did not select any IRM at the sale level, all the IRMS will render Pickup Only when you
move your Pending items to a Ready status.

2. It is strongly advised to review the IRM of every item, at each item level, and update as needed before changing the
status to Ready.

Scenario: My Sale is Live and | Never Selected Any IRM at the Item Level

1. If you did not select any IRM at the item level and your sale is still live after the IRM update, those items will be
marked as Pickup Only on the buyer sit

Scenario: My Sale is Live and | Selected “Item is Shippable” before the Update

1. The table below outlines what will render as IRM options based on what you chose at the sale and item level before
the IRM update.

Settings Checked in Pre-IRM Update IRM Options that will Render for the
Customer Post-IRM Update

Shippable Items box at Sale Level Pickup
Pickup box at Sale Level Delivery
Delivery box at Sale Level Shipping

Shipping box at Sale Level
Shippable Item box at Item Level

Pickup box at Sale Level Pickup Only
Nothing selected at Item Level
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Nothing selected at the Sale Level Pickup Only
Nothing selected at the Item Level

Nothing selected at the Sale Level Pickup

Shippable Item box at Item Level Shipping

Shippable Items box at Sale Level Delivery
Delivery box at Sale Level Shipping

Shipping box at Sale Level
Shippable Item box at Item Level

Shippable Items box at Sale Level Pickup
Pickup box at Sale Level Delivery
Delivery box at Sale Level
Shippable Item box at Item Level

Shippable Items box at Sale Level Delivery Only
Delivery box at Sale Level
Shippable Item box at Item Level

Shippable Items box at Sale Level Shipping Only
Shipping box at Sale Level
Shippable Item box at Item Level

1. The “ltem Is Shippable” and “Shippable Items” checkboxes will be removed at the Sale and Item levels after the
update.

What Happens When Customers Place Bids in Sales that were Created Before the IRM Update?
Scenario: Customer Places Bid in a Sale that Started Before the IRM Update
1. Customer will not have to select an IRM option before placing a bid if the IRM update has not been implemented yet.

2. If the customer wins this item after placing all their bid/bids before IRM update, they will have to return to their invoice
and select an IRM even if the implementation happened.

Scenario: Customer Places Initial Bid in a Sale that Started Before the IRM Update, then Returns to Item After the IRM
Update_to Place Another Bid

1. If the customer is returning to the same item to place another bid after the IRM update has been implemented, they
will not be prompted to select an IRM.

2. If the customer wins this item, they will have to return to their invoice and select an IRM.

Scenario: Customer Places Initial Bid After the IRM Update in a Sale that Started Before the IRM Update

1. Customer will be prompted to select an IRM before placing their bid.

2. If they win this item, they will not have to return to their invoice to select an IRM, as it was chosen when they placed
their initial bid

Scenario: Customer Wins an Item that They Bid on Before the IRM Update and Another Item They Bid on After the Update

(Same Sale)

1. Customer will not be prompted to select an IRM before placing an initial bid on an item before the IRM update

2. Customer will be prompted to select an IRM for the item they place an initial bid on after the update- this is the second
item they are bidding on from the same sale
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3. The hierarchical logic will apply for the item that was bid on before the IRM update. If Pickup was available as an IRM
option for this item, it will automatically render Pickup on the invoice for that item. If Shipping and Delivery were the
only options available, then Shipping will automatically render. These IRMs can be changed as long as the invoice has

not been paid for. BIRM Job Aide (AutoRecovered) (AutoRecovered) (1).docx B Training for Owners (AutoRecovered)
(1).docx
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Tax Calculation - Current State

System Calc... ing.pdf
29 Oct 2024, 06:36 PM
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How to open a PayPal Merchant Technical Ticket

Having an issue with your PayPal account or need more information about a transaction?
You can create and open a PayPal Merchant Technical Ticket, here are instructions:

« Finding this on your dashboard without the link and instructions can be difficult.
o Step 1, use the link and click to log into PayPal
LINK: https://www.paypal-support.com/s/?language=en_US

P Home Help  AskThe Community  Ask Stack Overflow

Merchant Technical Support Help Center

@ Having an issue? Check PayPal Status for technical events or issues. You can toget

Site Status Update

PPayPal Production - PayPal Sandbox -
Live APIs < Sandbox APIs <
More ways to get help
<[> Developer Portal & Brintree KA Contactus
Search our API documentation Search Braintree Articles and Contact Technical Support
Documentation View
View View

« Step 2, login with your business PayPal account information

F

Have a PayPal Account?

Don't have a PayPal Account? Use your Merchant Technical Support

Portal Login.

Email

Password
( Log In )
Forgot Password? Create an account?

» Step 3, select Contact Us, (Contact Technical Support)
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https://www.paypal-support.com/s/?language=en_US

Account Overview

WY CASES MY CONTACT DETAILS

Date Created

Subject Coase Number Status
More ways to get help
Developer Portal Partner Portal Braintree Contact us
Search owr AP doCumentation and Connect with a PayPal Partner Search Braintree Articles and Contact Technical Support

Dotumentation

guides

« This next page is where you will need to fill in the fields for the issue you are having.

You'll be redirected to PayPal's Merchant Technical Support Help Center, where you can submit a ticket to

PayPal support.
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« You can add any documentation, transaction ID’s, and any information to describe the issue that they are having or need an answer to.
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Bulk ltem Edits

Sellers now have the ability to edit items in bulk from their Seller Dashboard. Here is a video demonstration as well Bulk
Item Edit Demo

0 Please Note: You will not be able to edit items that have bids placed on them, you will need to retract the bids
prior to editing the items.

If you ‘Select All’ this will only change the item settings, it will not change your sale settings.

/

ltem Bulk Update Change Pickup Date Generate Invoice

You will have the option to Select All items or you can select each item individually, as many as you want.

Once the items you want to edit have been selected, select the ‘Item Bulk Update’ button and you will have a pop-up
window with multiple options to choose from:

Select an Action Select an Action

Buyer's Premium Percentage
ltem Taxable Status
ltem Receipt Method

Reassign Sale

Status Change

Tax Percentage

Buyer’s Premium Percentage - Here you will be able to change the BP % for any items you have selected

Select an Action Buyer's Premium Percentage v

Update Buyer's Premium(%)

Item Taxable Status - Here you can change items from Taxable to Not Taxable
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Select an Action  Item Taxable Status

[ ltem taxable B item not taxable

All selected items will be marked as item is not taxable

Select an Action

Item Taxable Status v

Item taxable [7) Item not taxable

All selected items will be marked as item is taxable

Item Receipt Method - Here you can change the IRM for any items selected. If you do not want something to be offered

for that item (ie You want to remove shipping on an item that is very fragile or too large to ship) you can unselect the IRM

for those items.

Select an Action Item Receipt Method

Item Receipt Methods
Pickup Delivery Shipping

Reassign Sale - You will now have the option to reassign/move items from one sale to another. Please note, these items

must be in a Pending Status to a different sale. You will have a dropdown menu to select which sale you would like to

reassign the selected items to.

Select an Action  Reassign Sale

Select Location

CT Test Location - Nothing Really for Sale

Select Sales *

Status Change - This is where you will move items from Pending to Ready and vice versa

Select an Action ~ Status Change

Status Change

Do you want to change all items to
Ready Status?

3l -

Tax Percentage - You will be able to change the selected items tax percentages here when needed
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Select an Action = Tax Percentage

Update Item Tax(%)

3] -
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EstateSales.org information

A customer has requested that they be removed from the email list for any sale marketing
emails you have sent from Estatesales.org: &

The Caring Transitions Operations Team, CTBids Help Desk, and CTBids IT Tech Team does not have access

to your EstateSales.org account.

If a customer requests that they be removed from this email list, you will need to do this in your account settings within
EstateSales.org or the customer will need to select the unsubscribe option located at the bottom of the email.

1. Go to your Account Settings
a. Choose ‘Subscriber Management’

ESTATESALES.orG Y3 canngTranst ListaSaie

hboard Sales Items Messages Consignors Buyers Invoices Statements Following My Shopff Settings

Acecount Info

Name: Caring Transitions
Emall:

Password: """
Phone:

Member Id:

& Edit Account Info

Company Info

Name: Caring Transitians Test
Company Id:

Subscription Id.

Address:

Primary Phone:

SMS Lead Messaging: Off

& Edit Company Info

Subscriber Management

vou b

a.

3. Use the filters to search for the customer
a. Select Delete to remove them from their subscription
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ESTATESALES

Manage Your Email List Subscribers

Manage Subscribers Upload Subscriber List

& Download List + Add Subscriber
Search for the customer

ce

vy 3} Descendglihg

Search Subscribers

1+
3
@

Email Name

Showing 1 to 100 of 2 total subscribers

Date Added Email Name Phone Opens Clicks
Jan 25th 2025 mike-20250125C@mikejudkins com o [¢} Edit | Delete
Jan 25th 2025 mike-20250125B@mikejucikins com o] 0 Edit | Delete

Cancel

b.

The customer also has the option to unsubscribe or edit their subscription themselves which is located at
the bottom of the email they received.

1.

Share this!

OO®

You're receiving this because you signed up to receive sales notifications from our
company page on estatesales.org, our website, or at one of our estate sales. Click here
to edit your subscn'gtion, or you can click herg to unsubscribe.

Caring Transitions (Your CT location name appears here)

Email powered by Estatesales.org
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Publishing a Sale in EstateSale.org

Please refer to the steps below for publishing a sale from CTBids into EstateSales.org.
1. List a Sale: Once logged in, click the "List a Sale" button in the top-right corner of the page.
2. Import Tool Setup:

3. The tool will display the company ID pre-filled. This value is saved after the first time a user enters it, but it can be
updated if needed.

4. Fetch Sales:

5. Click the "Fetch Sales" button to retrieve a list of sales for the location ID from the API
6. Select a sale from the list and click "Import Selected Sale".

7. The import process runs in the background, so you can navigate to other pages on the site while it completes
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