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SETTING UP AN AUCTION 

How to:  
How to set up an auction on PTA Events.  
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The PTA Events platform enables you run online auctions on your PTA 
Events website.  

ADD AN AUCTION 

To get started running an online auction, you’ll need to have an event. If you don’t already 
have one, browse to “Admin” > “Events” and click “Add Event” and fill in the basic details. If 
you already have an event created you can get started right away adding auction lots. 

1. Click “Auction Lots” from your event management menu: 

 

2. You’ll be taken to your auction management page for this event where you can see 
any auction lots already created and add new ones: 
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3. Click the “Add Auction” button to add a new auction lot. 

 

 
 

4. Enter a name for the auction eg “iPhone 11”. 
 

 
 

5. Entering a sort order will allow you to sort the auctions in your preferred order. 
Auctions are sorted in ascending order. 
 

 
 

6. Enter a description for the auction. 
 

 
 

7. Enter start and end dates in the format dd/mm/yyyy HH:mm. You can click the 
calendar icon to choose a date and time. 
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8. Enter a start price – your customers must bid higher that this amount. 
 

9. Enter a reserve price. 
 

 
 

10. By default, your auction will be set to “Display”. If at any time you need to remove this 
item from auction you can uncheck this option. 
 

 
 

11. Blind Auction - The PTA Events platform runs traditional open ascending price 
auctions where one bid must be higher than the next and no automatic bidding takes 
place on anyone’s behalf. If you would prefer to run a blind auction where nobody is 
aware of any other bids then check this option.  
 

12. Conclude at event - To start an auction online and then conclude manually at an 
event, check this option. When bidding has finished online, you can export all of your 
data and conclude the bidding with a real live auctioneer at your event.  
 

13. Hide bidder name – If you are running a traditional auction (ie not a blind auction) 
then you hide the names of those that are bid. If you don’t choose to hide the name 
then names will be masked when displaying to your community. 
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14. Hide reserve notice - Would you like to hide the reserve notices - eg Reserve not met 

so they are not displayed to your community? 
 

15. Auction Image – upload an image for your auction. 
 

16. Click the “Add Auction” button. 

Once the auction lot has been set up you can make any changes to it by clicking the 
name of the auction or “Edit auction” from your auction management menu. 

 

If your auction has no bids you can delete the auction by selecting “Delete” from your 
auction management menu. 
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You will be asked to confirm deletion: 
 

 

To view the bid history, click “View bid history” from your auction management menu: 

 

 

 

If you want to copy your auction click “Copy” from your auction management menu: 

 

 

Once you have an auction lot added with all of your options defined such as date etc, we 
recommend using this as a template. To add a new auction with the same parameters, 
click “Copy” and then in your copied auction, change the name, description and image. 

Initially when your auction lot is created it will show in red because it has no bids.  
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Auction lots will show on your event detail page between the start and end dates defined. 
If an event has auction lots that are currently live, they will show in your “What’s On” 
widget: 

 

Click either of the links to see the event detail page where you can see all the lots up for 
auction. 
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Your customers must be logged into place a bid. When placing a bid, they will need to 
enter the amount they wish to bid and click the “Place bid” button. 

 
 
They will be asked to confirm their bid: 

 

If the bid is greater than the current high bid amount then the bid will be placed and the 
customer emailed confirmation of their bid: 
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WHAT HAPPENS AFTER AN AUCTION HAS ENDED 

There is no automatic process when an auction has ended. This gives your organisation 
the flexibility to wrap up the auction as you want. If you are concluding the auction and 
would like your high bidders to pay on your PTA Events website then you should: 

1. Click the “Convert to products” button on your event auction page. 
 

 
 
This will convert every auction lot to a product that you can then sell on your PTA 
Events website. The product will be listed in your events product page: 
 

 
 
The product will only be accessible to the winning bidder when they log into their PTA 
Events website and access your “Shop”. 
 

 
 
If the reserve price has not been met then no conversion will take place. 
 

2. Click “Email high bidders” button. This will send an email to all those winning bidders 
informing them that they can now pay for the auction on your PTA Events website. 
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