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Tagging Instructions 
 

To start tagging visit https://myconsignmentmanager.com/mbfom  
 

 
 
 
Select Sign-in   
 

 
 
Sign in with your User ID and Password that you previously created. If you have forgotten your 
User ID or Password, select Retrieve your Password / Retrieve you User ID and My Consignment 
Manager will send you an email. If you have any other issues with the system, please email 
mbfomsale@gmail.com. 

 

https://myconsignmentmanager.com/mbfom
mailto:mbfomsale@gmail.com
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Transferring Items  
If you have items from the last sale in the system, you may transfer them using the Item Transfer 
feature.   
 
Select Item Transfer  
 

 
 

Select the Event to Transfer Items From from the drop-down list.  Then select the items you wish 
to move to the current sale. 
 
Select Transfer Items Now 

 

 
 

The selected items will now appear in your current sale inventory under the Manage Items page.  
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Adding New Items 
From the home page select Manage Items 
 

 
 

Select Add.  This will provide you with four options to create your tags.   
 

 
 
 

Add (Manual) 
To add items, one at a time or to add multiple items of 
the same thing, use the Add (Manual) function.  
 
The best and most convenient process for you is to first 
sort all your items by clothing, toys, equipment, etc. 
Regarding clothing, sort by gender and then size. When 
sorting is completed, enter your items into the system. 
By sorting prior to entering, you will save a lot of time 
because you will only have to enter the price and 
description for each similar item. If you prefer you can 
also avoid using the mouse entirely by simply using the 
tab button, selecting the first letter of each entry in the 
drop downs and the enter key to add items. 
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If you have multiple items that are the same and you want to sell each item for the same price 
(example: 8 Boy’s size 5 T-shirts for $2.00 each), you can create multiple tags by selecting the 
number of items from the add # Item drop down field after you have entered the item details.  
The corresponding number of items will then be added to your inventory.  
 
If you need help with category or size selection or if you need to price an item for more than 
$250, please email mbfomsale@gmail.com. 2000 items are the default maximum entries but if 
you need more, please email mbfomsale@gmail.com.  
 
When you add an item, it will appear in the list at the bottom of the screen.  

 
All items marked Discount will be discounted by 50% during the 
Power Hour.  If you choose donate, discount will automatically 
also be selected. 
 
From the Manage Items page you can also edit and update all 
entries and print inventory reports.      
 
 

 
 

Express Tagging 
Express Tagging is a way to create a bunch of blank items 
for the same price.  When using Express Tagging, enter the 
price, select discount / donate as desired, and select Add 
and Print to add the items to your inventory.  A PDF of 
these items will be created immediately.  Note, your 
inventory list will show these tags as not printed.  
 
NOTE: Please do not print extra copies or photocopy express tags. All tags, including express tags, 
require a unique tag number.  If you are wanting multiple express tags for the same amount, the 
system allows you to add up to 20 unique tags at a set price for each entry.   Duplicate tags cause 
errors that will slow down checkout and could result in sales not being assigned to your account. 
 
**If you photocopied tags in a previous sale, please do not transfer them to the new sale.** 
 

This is an express tag, you may write in the category and 
description if you want to or leave it blank. You can choose if you 
want to Discount or Donate the items as well. In this example the 
item will be discounted at the appropriate time but not donated.  
 
NOTE: If you choose donate, discount will automatically also be 
selected.   

mailto:mbfomsale@gmail.com
mailto:mbfomsale@gmail.com
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Printing Tags 
 

 
 
Printing can be performed at anytime, at intervals or all at once when you finish entering your 
items. Please make sure that your tag paper consists of only light, pastel colors except for light or 
dark blue. You must also use cardstock paper (at least 60# or 67# cardstock). Use an inkjet printer 
(no dot matrix) with a normal (not best quality) printout. Faded barcodes and tags that are too 
dark may not work. They must appear crisp and clear. 
 
To print select the tags you wish to print by either selecting individually or selecting all and then 
select Print. A pdf document will open for you to print.  
 
Use only one unique tag with its own unique item number for each item to be sold (please do not 
make copies of tags). 
 
Remember, you will only be paid based on the printed price listed on the tag - not what is online; 
so if you make changes online to a tag, you must reprint the tag. 
 
Once your tags are printed, make sure the barcode is clear and is not excessively dark (use 
‘normal’ setting when printing – NOT BEST quality), then cut on the lines and safety pin to left 
shoulder or right side if the clothing is facing you. If using a hanger, make sure the hanger looks 
like a question mark to ensure that the tag is facing out when hung. When applying tape to the 
toys, equipment, etc. please do not put tape over the barcode. 


