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1.1 COMMISSION BIDS 

Evo-auction allows you to automatically register all commission bids submitted via the website. In 

addition, you can manually register an absentee bid if submitted from any external source. All registered 

commission bids are then printed on the Salebook against the relevant lot. Post auction send emails to all 

commission bidders detailing which lots they were outbid on and by how much. 

All commission bids must be registered on the system. By doing this you can prove to the customer that 

their bids were entered. It also provides an archived list of customersô interests for marketing purpose. 

REGISTERING COMMISSION BIDS 

To register a commission bid for a particular buyer: 

1. Navigate to the Contact Search and then in the Auction Logging pane select an auction. 

2. Highlight a line with buyer details, and then select Commission Bid from the Ribbon. 

 

The Commission Bids window opens. 

To register new commission bid, place cursor in new line and select Auction No. Use TAB Key to 

move to the next field and fill in all other information. 
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Field name Type Description 

Auction No. Lookup Select an auction and use TAB Key to 
move to the next field. 

Auction Date  Populated when the Auction No. selected. 

Lot No. Lookup Enter a lot number or select a lot from the 
auction lines list. 

Short Description  Populated when the Lot No. selected. 

Bid Type Dropdown Select bid type from available options: 

¶ Normal (Default) 

¶ Plus One 

¶ Telephone Bid. 

Bid Source Lookup Select bid source from the list. 

Bid  Enter a maximum hammer price for the lot. 

Buyer Paddle  Buyer paddle number is generated on 
submission. 

Remarks  Enter comments if required. 

Call Assign To Lookup In use only if telephone bid. For more 
information go to Telephone Bid 
Management help sheets. 
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Bid Sheet Printed Tickbox In use only if telephone bid. For more 
information go to Telephone Bid 
Management help sheets. 

Phone No.  In use only if telephone bid. For more 
information go to Telephone Bid 
Management help sheets. 

Mobile Phone No.  In use only if telephone bid. For more 
information go to Telephone Bid 
Management help sheets. 

Bid Date  Submission date is generated 
automatically. 

Bid Time  Submission time is generated 
automatically. 

Winning Hammer Price  Populated from auction lines when hammer 
price registered on the Auction Day. 

Reserve  Populated when the Lot No. selected. 

Low Est  Populated when the Lot No. selected. 

Bid Value  Internal field populated by the system. It 
can be low estimate or commission bid 
value. 

Contacted Created Date  Populated from the contact card for 
information only, to help with bid 
verification. 

Contact Created Month  Populated from the contact card for 
statistics purpose. 

Web Bid Tickbox Selected when bid submitted via a website. 

Web Bid Entry No.  Internal field, you can directly link back to 
the web commission bid. 

Buyer No.  Commission bidder number. Generated on 
submission. 

Buyer Name  Commission bidder name. Generated on 
submission. 

Archived Tickbox If selected, indicates archived commission 
bid. The Close Auction process 
automatically archives all the commission 
bids. 

E-mail Address  Populated from a contact card. 

Successful Tickbox Selected if successful commission bid. 

UniqueID  Populated when the Lot No. selected. 
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3. Select OK to confirm submission. 

 

4. Confirmation message appears. 

If you selected buyer with permanent paddle assigned, message will state: ñContact successfully 

registered with Permanent Paddle No. éò 

 

If you selected buyer without permanent paddle assigned, message will state: ñContact 

successfully registered with Temporary Paddle No. Téò 

 

Select OK button to confirm. 

The commission bid is now logged in and will appear in relevant column on the salebook, and the 

website will be updated. 
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NOTE 

If a commission bid is registered after the Salebook has been printed, it must be manually added to 
the Salebook before the sale commences. 

CURRENT COMMISSION BIDS REPORT 

To view all current (not archived) commission bids registered for a particular auction: 

1. Open an auction and then select Current Commission Bids from the Ribbon. 

 

The Commission Bids window opens with filter applied to show all active commission bids assigned 

to this auction. 
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SUCCESSFUL COMMISSION BIDS REPORT 

To generate a list of all successful commission bids: 

1. Open an auction and then select Successful Commission Bids located on the Ribbon. 

 

The Commission Bids window opens with filter applied to show successful lines only. 
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COMMISSION BIDDERS CALL BACK REPORT 

To generate a call back report for all successful bidders: 

1. Open an auction and then select Comm. Bidders Call Back Report from the Ribbon. 

 

The Commission Bidders Call Back Report window opens, with default filters applied for 

current auction. Apply additional filter to show only successful bids.  
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2. Select the Print button or the Preview button to generate the report. 

 

Generated report is showing details of all commission bidders together with list of all submitted 

absentee bids and their status.  
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WEB COMMISSION BIDS 

The Web Commissions page shows all commission bids submitted online and those entered 

manually. 

Commission bids submitted via a website are recorded in this table, and then inserted into the system.  

To view all commission bids: 

1. In the Search box enter Web Commissions, and then choose the related link. 

The Web Commissions window opens. 

 

Field name Description 

Entry No. Automatically generated commission bid line number. 

Buyer Buyer number. 

Auction Auction number. 

UniqueID Article UniqueID. 

Bid Date Time Time when commission bid was submitted. 

Lot No Lot number. 

Lot Suffix Lot suffix. 

Entered Bid Entered bid value. 

Bid Value Original bid value ï this gives you an audit trial of the bids and 
highlights amendments. 
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Ready to Insert Automatically selected when commission bid entered from the 
website. Cleared box indicates commission bid already processed 
by Evo-auction. 

Email Buyerôs email address. 

Error Text Indicates any problem with commission bid submission, usually 
appears when email address does not exist, or contact is blocked. 

Telephone Bid If selected, indicates telephone commission bid. 

Telephone No Bidderôs contact telephone number. 

Out Message Automatically selected when commission bid is entered manually 
on Evo-auction and send to the website. 

Message Type Inserted - indicates updated website. 

Deleted - indicates cancelled commission bid. 

Telephone No 2 Bidderôs backup contact telephone number. 

No. of attempts Indicates number of attempts to update the Evo-auction. 

 

Commission bids on the website are stopped automatically prior to the auction starting time, defined 

by formula in auction settings. When commission bids on the website are stopped, customer will 

receive instructions how to contact auctioneer directly or connect to online platform. 

WEB COMMISSION BIDS READY TO INSERT 

To view a list of submitted commission bids, which are not registered in the Evo-auction yet: 

1. In the Search box enter Web Commission Bids Ready to Insert, and then choose the 

related link. 

The Web Commission Bids Ready to Insert window opens. 
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NOTE 

If you see constant number of commission bids in this window, and no failed to insert commission 
bids recorded, most likely there is a problem with the job queue. Please contact your super user to 
restart the job! 

 

WEB COMMISSION BIDS FAILED TO INSERT 

To view a list of submitted commission bids, which failed to insert into Evo-auction (at least one 

attempt): 

1. In the Search box enter Web Commission Bids Failed to Insert, and then choose the 

related link. 

The Web Commission Bids Failed to Insert window opens. 

 

  


