
 
 

 
 
 
 

CREATING TAGS 
1) Register as a Seller.  Follow the “How to Enter Your Items and Print Tag 

Instructions” for step by step instructions. 
2) You may enter your items all at once or over a period of different days. Please 

note that the deadline for entering items is listed  on the sale page of the 
website . 

3) Use one tag per item.  Do not print one tag and then make copies on a copier for 
your additional items.  Enter each item and the 
software will create a unique tag for every item you 
are selling.  This will allow you to track all of your sold 
items, unsold items, what sold at half price, & total 
sales. 

4) You may print anytime up to the sale.  
5) Your tags will look similar to the tag at the right.  The 

(black dot) means Donate and “Reduce” above the 
price indicates that the item will be part of the half 
price sale. 

6) If you would like to sell your stuff during the half price 
sale or donate your stuff, you must check the 
appropriate boxes in the software.  We cannot accept 
any tags with hand written information on them.  The scanners will not scan 
handwriting and our system is not set up to override tags that have been altered. 
 

PRINTING TAGS 
Use 60-67# white or pastel cardstock  paper.  Please DO NOT use dark colored, 
multicolored, or patterned paper.   

 
CLOTHING – USING SAFETY PINS 

Safety pin the tag on the upper right side of each 
item.   
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CLOTHING – USING A TAGGING GUN 
If you would like to use a tagging gun, that is fine too.   

·  Please be sure to insert the tagging needle into 
the tag on the in the top of the shirt or pants 
(shown here).   

·  If there is no tag, insert the needle under the right 
arm of the shirt or the right seam of the pants.  
The key is placing it on the top right of the item.  
You’ll have to use your best judgment as you do 
not want to put a hole in the item.  It’s good to 
keep some safety pins on hand if you plan on 
using the tagging gun! 

 
ITEMS IN ZIPLOC BAGS: 

Tape your tags to the outside of the bag.  
DO NOT tape over the barcode.   
 
 

 
 
 
TOYS: 

Securely tape your tag to the toy in a 
visible place.  DO NOT tape over the 
barcode.  

 
 
 
 
 
 
 
PLEASE NOTE: 

If an item does not have a tag, it will not be sold.  It will be placed in the lost and 
found area at the sale.  If an item is not claimed, it will be donated after the sale.  
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