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Overall Process 
Seller Gear Check-In – Pre-Registered 
• Seller brings gear at the appointed days/times 
• Pre-Printed tags are bundled by SELLER NAME at the entry table 
• Seller picks up tags as they enter check-in area 
• Volunteer applies tags with tape or nylon ties (NO string, NO wire twist ties) 
• UNUSED & DUPLICATE tags are put in the “VOIDED TAGS” Box 
• Volunteers move Gear to the appropriate place in the gyms 

• Being CAREFUL not to accidently rip tags off the gear 
Seller Registration Laptops – Not Pre-Registered 
• Seller is given a paper worksheet to make notes 

• So they don’t tie-up a workstation while determining price & handling gear 
• Seller goes to available workstation and enters data from their worksheet 

• Seller should note their Login/Password on the worksheet and retain 
• Seller goes to LABELING PRINT STATION to pick up bar code tags 
• Seller takes barcoded labels to the Gear Check-In area 
Print Label Workstation 
• Volunteer #1: Operates barcode download & print station 
• Volunteer #2: Apply labels to tags and group by SELLER-KEY 

• Use the worksheet to verify all labels are printed for a SELLER 
• Paper clip or rubber band a sellers tags and Put in Label Box sorted by name 

•  Volunteer #1:  Indicates tags in online utility that are printed/tagged 
• Volunteer #2: If customer has not picked up take finished tags to Gear Check-In 
   
 
  



Gear Registration & Check-In – Step 1: Register & Login 
• Login at https://NewportSkiSwap.com if already registered before 
• Or Register as new Seller / Consignee 
• After Login Enter, Change or Delete gear 
• Or During or after the Swap - View what has sold and see check status 

 
 



Gear Registration & Check-In – Step 2: Register Gear Online 
1. Add, duplicate, change or delete gear 
2. Press Save this item 
3. When completely finished entering gear, Click “I am done entering gear” 

 This releases the gear for barcode label printing and produces an inventory list 
that you can print 
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Gear Registration & Check-In – Step 3: Check-In your Gear 
1. Come to the Newport High Gear Check-In area at the Check-In days/times 
2. Bring your gear into the south end of the Commons 
3. Pickup your pre-printed inventory tag 
4. Bring the tags and gear to the Check-In table 
5. Volunteers will put the tags on your gear and move your gear to the appropriate place 
If you have not pre-registered 

 Put your gear someplace 

 Get & Fill out the gear registration worksheet 

 Register Gear at the laptops provided 

 Wait for labels to be printed 

 Bring your gear and tags to the Check-In tables 
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Check-In 

2013-Orientation.odp/C:/Users/dwm2912/Documents/dwm/Swap/documents/2011-small-gym.htm
2013-Orientation.odp/C:/Users/dwm2912/Documents/dwm/Swap/documents/2011-small-gym.htm
2013-Orientation.odp/C:/Users/dwm2912/Documents/dwm/Swap/documents/2011-big-gym.htm
2013-Orientation.odp/C:/Users/dwm2912/Documents/dwm/Swap/documents/2011-big-gym.htm
2013-Orientation.odp/C:/Users/dwm2912/Documents/dwm/Swap/documents/2011-big-gym.htm
2013-Orientation.odp/C:/Users/dwm2912/Documents/dwm/Swap/documents/2011-big-gym.htm
2013-Orientation.odp/C:/Users/dwm2912/Documents/dwm/Swap/documents/2011-big-gym.htm
2013-Orientation.odp/C:/Users/dwm2912/Documents/dwm/Swap/documents/2011-big-gym.htm


Unsold Gear Pick-Up 
1. Check out your gear status online so you do not come and find no gear 

 Mark Unsold Gear as Donate if desired 
2. Come to the Gear Check-Out in the Newport High main gym on Sunday 9-1 

 Around 2:00, your gear will be moved to temporary storage 
3. Find your gear – it will be arranged by type 

 We have boxes available and some bags to move your gear in. 
4. Take your gear to the Check-Out door 

 We will scan it to show it Picked Up in our database 
5. Checks will be sent within 2 weeks 

 See the Check Status online 
 


