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ALREADY A BIDDER?   
 

  
 
 

 
 

 
 
 

 

 
 
 

Check the box next to the guest name  
 

Click Check In  

Left Menu – People- Guests – Guest List  
 

Search 

Look for the Green paddle number that 
indicates the guest is a bidder 

Click bidder number to manually assign  

Add or Edit Credit Card 

Placement 

Click Check in & Register 



NOT A BIDDER  
 

 
 

 
 
 
 

 
 
 

 
 
 
 
 

Check Box next to name 

Click Check In & Register 

Complete info and Click Register 
 

Paddle number assigned – add CC if applicable 
Change Paddle Number – if applicable 
Click Complete 


