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BEFORE YOU START

1. What the app does for you
Anyone who has run a bazaar with paper lists knows the evening afterwards: sorting slips, adding up
amounts, filling envelopes. The app does that now.

Your sellers get a list online, enter their items themselves and print labels and list sheets at home. On the
day, you and your team accept the boxes, sell and pay out. The app keeps track of what was sold,
whose it was and how much everyone gets.

list_alt

Sellers get lists

edit_note

enter items

label

print labels

inventory_2

you accept

point_of_sale

you sell

payments

you pay out

What it costs: nothing for the preparation. After the bazaar you pay 1% of the revenue plus VAT. With
€10,000 revenue that is €119. There is no fee per seller, and if nothing is sold, it costs nothing.

What you need: a laptop or tablet per till, internet via Wi-Fi or a phone hotspot, and ideally a scanner. At
a pinch everything works with a phone. Nothing is installed; everything runs in the browser.
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2. The timeline
3–4 months ahead: date and venue, team, fees and number of lists, create the event (chapters 6–9).

6–8 weeks ahead: open list requests, find helpers, advertise, sort out the equipment (chapters 10–
13 and 15).

1–2 weeks ahead: mail to all sellers, test the equipment on site, change, plan where the boxes go
(chapters 14 and 15).

Bazaar day: drop-off, till, sorting back, pickup, cash count (chapters 16–23).

Afterwards: reconcile the money, deal with what was left behind, statistics, say thank you, announce
the next date (chapters 24–28).

task_alt From practice

Start early. Gyms and parish halls are booked quickly.

Check “Find Flea Markets” for another bazaar nearby on the same day. Two bazaars on the
same weekend take sellers and buyers from each other.

Share the responsibility: one person for drop-off, one for the till, one for helpers, one for
advertising. Then everyone knows whom to ask.
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3. Your account
1. Tap Register and choose Host a flea market (1).

2. In the first step enter your Organization, for example “Friends of Sunshine Nursery”, or your name
(2), plus email and password.

3. Tap Next and enter the Billing address (3). The invoice goes there later.

4. Tap Create organizer account and confirm the link in the email.

Later you change everything via your profile at the top right under My profile.

Already have a seller account? Then simply add the organizer role under My profile at My roles. At the
top of the app you then switch between the two.

task_alt From practice

Use an email address that stays with the club, for example bazaar@sunshine-nursery.org.
When the organising team changes, the account stays where it belongs.

All tills sign in with this account. Only give the password to the people at the till, and change it
after the bazaar via “Forgot password”. The account gives access to the money.
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4. Practise first
At listenflohmarkt.org/demo there is a ready-made children's bazaar with lists, items and sales. You can
try it without signing up, as an organizer (1) or as a seller (2). You can't break anything; it is reset every
night.

In the demo, Try this (3) suggests a few tasks: scan an item, take cash, keep selling offline, pay out a list,
print the helper plan, look at the statistics.
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task_alt From practice

Before the bazaar, sit down with your till team for half an hour in the demo. It saves a lot of
questions on the day. And click through once as a seller, then you understand what your sellers
mean when they call.
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5. Where things are
At the top right you choose the event (1) you are working on. Everything else refers to it.

All events: your bazaars and “Create new event”.

Dashboard: the key figures, live on the day (2).

Sales: Register, Check-in / -out, Payouts, Cash count, Test scanner.

Lists & items: Manage lists, Free lists, Articles, Helpers & bring list.

Analytics: Statistics.

Communication: Email to sellers, Ratings.

Profile at the top right (3): My profile, My invoices, Referrals, Sign Out.

On a laptop you can collapse the menu on the left. Then the till has more room.
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PREPARATION

6. Creating the event
This is where you decide where, when and under which rules your bazaar runs. From it the app builds
the public page, the list requests and in the end the settlement.

1. Under All events, tap Create new event.

2. Name, place and contact (1). The name is what people search for, for example “Children's Bazaar
Sampletown Spring”. Search for the address and pick it from the list; then the bazaar appears on the
map. Replies to your mails and questions from sellers go to the contact email.

1. Time slots (2): at least one each for Drop-off, Selling time, Event and Pickup. Several selling times
work too.

2. Fees, lists and categories: see chapter 7.

3. What you can also add later, under Optional: a password for list requests, whether email, phone and
ratings are public, notes for the public page, seller information as a PDF and a flyer as an image.

4. Tap Create event. If the bazaar is less than 14 days away, you also tick a box that it may start before
the withdrawal period ends.
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Nobody can see the bazaar yet. It only goes public when you activate it (chapter 9).

task_alt From practice

Leave time between selling and pickup, at least one to two hours. Sorting back always takes
longer than you think. Drop-off is often the day before.

Put the place and season in the name. “Children's Bazaar Sampletown Autumn” gets found,
“Bazaar” doesn't.

Write the rules into the notes: hangers yes or no, large items, pushchairs, cake sale. What is
written there you don't have to explain a hundred times by email.

Upload short seller information as a PDF with the process, times and the box rule (chapter
14). It then sits right with the bazaar.
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7. Fees, lists and categories
This is where you decide how many goods come in and what is left for the club.

Fees (1):

Selling fee (%): the share of each item's sale price you keep. That is what the bazaar lives on.

List price (€): a fixed amount per list.

Buyer fee (%): a surcharge buyers pay on top at the till, for example for a good cause. 0% means
none.

Card payment: if you switch it on, the till can also take “Card”, with a small surcharge if you like.
Payment runs on your own card terminal.

Below it there is a worked example. It shows you straight away what buyers pay and sellers get.

Lists (2):

Max. lists: online and handed-out lists together. You can always increase it, and decrease it only
down to the number already given out.

Max. online lists: this many are handed out by the website. You hand out the rest yourself (chapter
11).

Max. articles per list: the same for everyone.

Max. lists per person: how many one person may have.

Price step: for example €0.50. Prices then only go in this grid.

Categories (3): with + Category you set what is accepted. What isn't listed here, sellers can't enter at all.
There must be at least one category.
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Limits per category and size

Each category is a card of its own with a Max. count. It applies per list and comes on top of Max.

articles per list. There are three cases.

No limit: leave Max. count at 0 (4). 0 means unlimited; then only Max. articles per list counts. For books
that is usually right.
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A limit for a category: enter 10 for toys, for example (5). Then at most ten toys fit on a list, even if there
is room otherwise.

Limits by size: for categories with sizes, such as clothes, first choose the Size group, for example
children's sizes. With From size and To size (6) you set which sizes are accepted. For a second limit tap
Another size range (7). A second card for the same category is added. It starts right after the first
range and has its own limit. An example:

clothes, size 50 to 92: at most 15,

clothes, from size 92/98: at most 10.

The ranges must not overlap, not even at the boundary size. Sizes outside every range can't be chosen
by sellers.
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What sellers see: the page of your bazaar lists the categories with their limits. When entering items, the
form shows below category and size how many items are allowed and how many are still possible. Once
the limit is reached, the item can't be added.

task_alt From practice

Work it out from the room: how many boxes fit along the wall, how much fits on the tables?
Lists times articles per list is the amount of goods that will come.

More lists with fewer articles. 200 lists of 25 items rather than 100 of 50. The same space, but
the lists get filled, and noticeably more goods come in.

Limit the lists per person, for example to two. Otherwise five families take half the hall.

Limits per category bring variety to the tables. A bazaar of nothing but baby bodysuits sells
badly.

There are always too many small sizes. A separate, lower limit for size 50 to 92 keeps room
for size 98 upwards, which is much sought after.

Don't change limits once list requests are open. People who have already entered items will
be annoyed.

Many bazaars charge a 10–20% selling fee, €2–5 per list and work in 50-cent steps. Write in
the notes what the money is used for. Then people pay it gladly.

Offer card payment if you have a terminal. Many parents hardly carry cash any more.
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8. How drop-off and return work
Under Workflow settings you decide how closely you check at drop-off:

Single check-in (1): on means every item is scanned at drop-off. Off means the list is accepted as a
whole.

Single check-out (1): the same for the return.

Email required, Phone required (2): sellers must have provided these.

Two more switches affect the workflow:

Pay list after event, with the conditions (chapter 7): on means the list price is deducted from the
payout. Off means you collect it beforehand.

Sellers may connect lists, under Optional: sellers may combine neighbouring lists into one big one.

task_alt From practice

Scanning item by item takes time. With many lists and few helpers, accepting each list as a
whole is enough. Item by item is worth it if you want to know exactly that everything entered is
there.

Pay list after event is the simplest. No cash at drop-off, nothing left open.

Make the phone number required. If a box is left standing at the end, you'll be glad of it.
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9. Publishing, changing, repeating, cancelling
Publishing: Activate event (1) on the dashboard puts your bazaar online. It appears under “Find Flea
Markets”, gets its own page, and list requests start at your times.

Changing: via Manage event. That works until the first payout, at the latest one week after the bazaar.
Lists already given out keep their fees. You change single lists in list management (chapter 11).

Repeating (2): under More actions, Duplicate event takes over all settings for the next bazaar, and you
only change the dates. Short links and printed QR codes then lead to the new date by themselves.

Cancelling (3): if the bazaar is called off, cancel it under More actions. Then nobody can request a list
any more, and the page says it is cancelled. Send your sellers a mail anyway.

task_alt From practice

Have two people check before activating: times, fees, number of lists. Afterwards others plan
with them.

Duplicate instead of creating anew. It saves work, and your posters from last time keep
working.
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10. Handing out lists
Most sellers get their list online. They request it on the page of your bazaar, confirm by email and get a
number and password. You don't have to do anything for that.

Who gets a list when, you control with two things. They can be combined:

List request time slots: requests are possible from then on. You create them like the other time slots
(chapter 6), several if you like, say an early one for regular sellers and a later one for everyone.

Request password: in the form the field is called List password and sits under Optional (1). If it is
set, only those who enter it with their request get a list online. It applies to the whole bazaar.

You can also hand out lists yourself (chapter 11), for example to helpers, regular sellers or people
without internet. They get the number and password from you and add the list to their account with it.
What that looks like for sellers is in the handbook for sellers.
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task_alt From practice

Open list requests six to eight weeks ahead. Earlier, people forget; later, it gets hectic.

Announce the start beforehand, with day and time. Then everyone has the same chance, not
just those who happen to be online.

Give helpers a head start, with an early time slot or the helper early access (chapter 12). That
is the easiest way to find helpers.

Hold back a few lists for latecomers and emergencies.

Eight in the evening is a good start time. The children are in bed, and people who work are
there too.

Page 19 of 49



11. Keeping an eye on the lists
Manage lists has three tabs: Load list, Create lists and All lists.

All lists: here you see every list with seller, number of articles and status. Search by number or name (1).
Each list shows how far it has got (2): Handed out, Fee paid, Checked in, Checked out, Paid out. When
you open a list you can:

collect the list fee, if it is paid in advance,

check in, pay out, hand the goods back,

change the list price and sell percent for this list, for example to 0 for someone on the team. This
applies to all connected lists together, and only until one of them has been paid out,

reprint labels,

release the list again,

see the seller's phone and email.

Load list: open a list directly by scan or number.

Create lists: this is how you hand out lists yourself. Choose the number, a different price if needed, then
Create … lists. Afterwards you have numbers and passwords to pass on. How many are still possible is
shown above.

Empty lists and lists without a seller

Not every list given out gets used. So that no list stays empty while others wait for one, look regularly at
Free lists in the tab Unused. It shows every list without a seller or without articles. The filter (3) shows
only Without seller or only Without articles.
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What you find there and what to do:

Released (4): a seller gave the list back. It is already empty and back in the online requests. You don't
have to do anything.

0 articles with a seller (5): the list is taken but still empty. Name, email and phone are shown. Most
people only enter items in the last few days. A week ahead you check in, by mail to everyone without
articles (chapter 14) or directly.

No seller (6): the list currently belongs to no account. Either you handed it out yourself and nobody
has added it to their account yet. Or a seller chose Only remove from my account instead of Give

back. Then the list stays as it is, with articles and password, until someone takes it over with number
and password. Often they passed it on, but sometimes they simply forgot.

Empty lists and lists without a seller don't go back by themselves. You do that by hand with Release list

(7).

If a seller is still attached to the list, the app warns you with their name (8). They lose the list, all articles
are deleted, and this can't be undone. The list gets a new password and goes back into the online
requests. The same works under All lists when you open a list.

The website only hands out a released list once all new online lists are gone. Until then, people
requesting get new numbers. Releasing therefore mainly helps when all lists are taken and requests are
still open.
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task_alt From practice

Check for empty lists a week ahead. Most people only enter their items in the last few days.
Anyone who has nothing at all by then gets a short reminder (chapter 14).

Ask before you release. A quick call clarifies more than any list. For lists you handed out
yourself, ask the person you gave them to.

Set a deadline and announce it, for example: “We release lists without articles five days
before.” Then nobody is surprised.

Don't wait until drop-off day. Released lists only help while someone still has time to enter
items and print labels.

Pass on number and password in writing, not only by phone.

Discounts for helpers are easiest via the helper planning (chapter 12). It calculates them by
itself.
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12. Helpers and bring list
No helpers, no bazaar. Under Helpers & bring list you plan shifts, thank helpers automatically and
collect pledges for cake, coffee or clothes rails.

The first time, in three steps:

1. Switch on and set the thank-you (1). What do helpers get? You can choose a list before everyone
else, a cheaper or free list and a lower selling fee, each per shift or once for all.

2. Get a shift plan proposed (2). From your times the app makes a plan with set-up, drop-off, till,
sorting back and so on. You adjust places and times.

3. Spread the word (3): share the link, print a notice with a QR code or send a mail.

After that there are three tabs.

Shifts shows who has signed up and where there is still room (4). You can also sign someone up
yourself: with a name you find your sellers, with the full email any account. For each helper you can Take

out of shift, record Did not show up or Block as helper. You print the plan for yourselves with phone
numbers or as a notice with a QR code.

Bring list (5) shows what you need, with the quantity, for example “Cake, 20 pieces”. If you like, with a
question such as “Which cake?”. Everyone sees the answers, but without names.

Under Settings (6) you decide whether the bazaar page advertises for helpers or only your link leads
there, whether people may bring things without an account, whether there are Lists for helpers only

and until when people can sign out, normally 24 hours before.
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The app does the rest: helpers get a confirmation, a calendar entry and a reminder. Their thank-you is
credited to their lists. If someone signs out, it is dropped and the difference is settled at payout. Anyone
who signs out or doesn’t turn up three times in a row is blocked at all bazaars.

task_alt From practice

Short shifts, two to three hours. They are much easier to fill than a whole day.

A quarter of an hour of overlap, so nobody hands over the till in the middle of a sale.

Sorting back needs the most people. Everything happens at once there.

One shift lead per shift, who answers questions and keeps the overview.

The thank-you draws more than any appeal. A list before everyone else works best.

For very popular bazaars: lists for helpers only. Whoever wants to sell helps out.

Put the notice with the QR code up at nursery and school. Parents sign up right on their
phones.

Before you record “Did not show up”, ask briefly. It counts as a cancellation, and sometimes
there is a sick child behind it.

More on this and a template to print: guide Planning helpers.
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13. Spreading the word
At the very bottom of your event's dashboard you find Share & promote (1). Tap it and the section
opens. It contains:

a link for visitors (2) that leads to the public page,

a link for sellers (3) that leads straight to the list request,

a QR code to download for both,

a poster (4) in A4 with date, place and a large QR code, in colour or black and white for the copier. It
is printed in your app language.

As soon as you activate it, your bazaar also appears under “Find Flea Markets” and on the map. Anyone
who subscribed to you or uses a search agent nearby gets an email.

task_alt From practice

Post in the groups where the parents are: WhatsApp groups of nursery, school and sports
club, local Facebook groups, Instagram.

Advertise twice. The link for sellers when list requests start, the link for visitors in the week
before the bazaar.

Put posters up where parents wait: nursery, school, paediatrician, bakery, supermarket.

Don't forget the parish newsletter and the club website. The grandparents read those too.

Announce the next date at the end of the bazaar, on a sign at the till.
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14. Mail to the sellers
Under Email to sellers you write to everyone with a list.

1. Choose the recipients (1): All sellers or Only sellers without articles.

2. Write the subject (2) and message. Below the message there are Placeholders: with them the app
fills in each person's own name or list number.

3. Send and confirm.

4. The mails go out in the background. The tab History (3) shows whether everything arrived.

5. Replies go to your contact email.

Each seller gets the frame of the mail in their own app language; your text is sent as you wrote it.
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task_alt From practice

One mail to everyone one to two weeks ahead. It should cover:

drop-off and pickup times,

that labels have to be printed new for this bazaar,

one box per list, with connected lists one box for all of them. Don't print the list sheet several
times, no two lists in one box,

sturdy boxes without lids, no bags, not even the big IKEA bags,

print self-adhesive labels at actual size, not “fit to page”. The handbook for sellers explains it
step by step,

bring the top part of the list sheet to pickup.

Also:

A reminder to everyone without articles, about a week ahead: whoever doesn't need their list
should give it back. Then someone else can move up.

Keep it short, with bullet points. It is read on a phone.

Two or three mails per bazaar are enough. Whoever writes every week stops being read.
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15. Getting and testing the equipment
What you need:

A laptop or tablet per till. On a large screen you see cart and change at a glance. A phone works too,
but it is cramped.

A scanner that reads QR codes. Pure barcode scanners aren't enough. Suitable ones start at about
€30, for example this one on Amazon (affiliate link, advertising: if you buy through it we receive a
small commission; the price stays the same for you). Without a scanner you use the camera.

Internet: Wi-Fi in the hall or a phone hotspot. If it drops, the till keeps selling (chapter 18).

Several tills are no problem. Each gets its own number.

Testing the scanner: open Test scanner and scan the test code on the page. Within seconds the app
checks five things (1) and tells you what still needs changing on the scanner. Usually it is two settings:
German keyboard layout and no line break at the end (“No Terminator”). You set both with codes from
the scanner's manual. If it is set to English, the till copes with that too.
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task_alt From practice

Test in the hall a week ahead, with exactly the devices you will use on the day. If the Wi-Fi is
weak there, plan a hotspot.

Laptop and scanner are much faster than a phone. When the queue gets long you notice the
difference.

Charging cables and a power strip for every till. Hardly any battery lasts a whole bazaar day.

A spare device in your bag. At a pinch you carry on with a phone.

Get change, coins and small notes. A counted cash box for each till, and write the amount
down.

Sign in on all devices beforehand and open the till once. Then nobody searches for the
password on the day.
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THE BAZAAR DAY

16. Drop-off
At drop-off you accept the boxes and check the lists in. After that the seller can't change anything, and
the goods go on sale.

1. Open Check-in / -out (1). At the top it says whether Check-in or Check-out is running (2). That
follows your time slots; you don't have to take care of it. Below you see how many lists are already
checked in.

2. Scan the list sheet on the box or type the number under Load manually (3).

3. Depending on your settings (chapter 8): Simple means you tap Check all in (4) and confirm, done.
Individual means you scan every label. From 80% you can check in. The app shows afterwards what
is missing.

4. The box goes to its place.
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task_alt From practice

Set up drop-off like a one-way street: in, check-in table, then straight on to the box's place.
Nothing gets jammed.

Line up the boxes by number, for example 1 to 50 along the first wall. It saves you hours when
sorting back.

A quick look into every box: one sturdy box, a sheet on the outside, one number, no lid. If
someone comes with a bag, have a few empty banana boxes ready for repacking. Two lists in
one box? Have them separated right away.

From about 100 lists, two check-in tables. Most people come in the first half hour.

A sign at the entrance: “Please have your list sheet ready”.
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17. The till
You can also hand this chapter on its own to your till helpers.

Opening the till:

1. Tap Checkout (1) and choose the number of this till (2), for example Till 1.

2. The bar at the top (3) shows whether the till is online or offline and whether all sales are secured.

Selling:

1. Scan. With a hand scanner you don't need to click anything; the till listens by itself. With the camera
you tap Camera at the Barcode scanner (4). If neither works, type the number from the bottom left
of the label into the field Article number from the label, for example “a5f”.

2. Every item appears under Current sale (5); the total is on the left. A buyer fee is already included.

3. Cash: enter what the customer gives you, or tap Exact, then Cash (6). The change is shown in large
type.

4. Card: tap Card (6) and take the amount on the card terminal first. Only when the terminal has gone
through do you tap Payment succeeded. Otherwise Declined.

5. Done, the till is ready for the next customer. The last change stays visible for checking.
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If a customer doesn't want anything after all, Reset empties the cart.

task_alt From practice

Two people at every till: one scans, one takes the money and packs. That is twice as fast.

Say the amount out loud and leave the change out until the customer has counted it.

With card, always the terminal first, then the app. The other way round you have booked a
sale that isn't paid.

Take large notes out of the till straight away and keep them elsewhere.

When it is busy, one till for cash only.

Never leave the till alone. Whoever has to step away hands over.
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18. When the internet is gone
The till keeps selling without internet. It stores the sales on the device and sends them as soon as the
connection is back.

The top then shows Offline and how many sales are not yet secured (1).

When the network is back, the till asks whether to sync now (2). Tap it.

If the network is very shaky, you can work without it on purpose with Go offline. Then the till doesn't
keep waiting for an answer.

Very rarely two tills that are both offline sell the same item. The app doesn't book it twice. It shows it as a
conflict at the till and under Offline conflicts with a note on what to do, usually: give the money back.
Afterwards you tap Mark resolved.

task_alt From practice

Just keep selling. Don't reload, don't switch the device off.

Only close once everything is secured (chapter 23). The app won't let you before that anyway.

A phone hotspot as backup helps to secure in between.

The clock on all devices must be right. A clock set wrongly causes conflicts.
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19. What can happen at the till
The price doesn't match the label. The seller changed it after printing. The till shows both prices. The
one in the app always applies; you confirm with Add at … (1). So an old or home-made label can't change
the price.

An item was scanned twice. If it is already in the cart, a note appears and it isn't charged twice. If it has
already been sold, the till asks whether you want to take it back.

A customer brings something back. Scan the item again. The till asks Refund sold article?. With
Refund the customer gets their money, and the item counts as unsold again. Once the list has been paid
out, this is no longer possible.

The label can't be scanned. Type in the number at the bottom left.

The label is gone completely. Under Articles you search by description or list number (2). From there
you put the item straight into the cart or print a new label (3).

A label from the last bazaar. The till doesn't accept it. If the seller entered the item again, you find it
under Articles.
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task_alt From practice

Put a “no label” basket next to the till. Whatever doesn't work straight away goes in there.
Someone else deals with it, and the queue keeps moving.

Explain a changed price briefly and kindly. It is simply the seller's latest price.
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20. Selling longer
The hall is still full, but selling time is almost over? Then extend it. After the end the till accepts nothing
more.

1. At the till a badge shows whether selling is open and until when (1).

2. Tap it and choose how long: 30 minutes, one or two hours (2).

3. All tills keep selling until the new time.

task_alt From practice

Rather twice 30 minutes than two hours at once, or the time for sorting back gets tight. And tell
the sellers if pickup moves because of it.
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21. Sorting back
After the sale, everything left over has to go back into the right box. The app doesn't do that for you. But
every label carries the list number, and that is what you sort by.

label

read the list number

category

onto tables by number blocks

inventory_2

into the box with that number

task_alt From practice

Line up the boxes by number, just like at drop-off.

Sort in two steps: first roughly in blocks of fifty onto tables, then into the single boxes.

This is where you need the most helpers. Sorting back is the bottleneck at every bazaar.

Only let sellers in once everything is sorted. Otherwise people search instead of sort.

A table for lost property without a readable label. The article search usually finds the owner.

This is where you see why the rule “one box per list” matters so much. That's why it belongs in
your mail.
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22. Pickup and payout
Handing goods back: under Check-in / -out in Check-out mode, scan the list and hand over the box. If
you set single check-out, you scan every item.

Paying out:

1. Open Payouts (1) and scan the list or type the number (2). The seller shows the top part of their list
sheet for this.

2. You see the settlement (3): revenue, fees, a helper adjustment if any, and the Payout.

3. Hand over the money and tap Pay out. The list is now paid out and can't be paid out a second time.

4. Under Not paid out yet (4) you see who is still missing. The last five lists are shown alongside for
checking.

If a helper got a cheaper list and then signed out, the app includes the difference here by itself and
shows it.

task_alt From practice

First the box, then the money, at two separate tables if you have enough people.

Count the money out loud and let them count it again.

Preparing envelopes works too. The amounts are in the app before pickup. But you only tap
Pay out at the handover.

Look at “Not paid out yet” towards the end. Then you know whom to call.
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23. Cash count
Closing each till:

1. Wait until the top says Last secured and nothing is shown as Not saved yet. Otherwise tap Sync.

2. Tap Close the till. You see how many sales there were on this device, the refunds and how much
money from sales should be in the till (1).

3. Confirm. Afterwards the device is empty; everything is safely on the server.

Cash count for the day:

1. Open Cash count. Expected per register (2) shows for each till how much cash should be in it, and
what was refunded.

2. Count the money and enter it under Counted (3). The app shows the difference.

3. The counted figure stays on your device only; it is not stored.

Page 40 of 49



task_alt From practice

Always count in pairs and both sign a slip of paper.

Subtract the morning's change float before you compare.

A difference of a few euros happens, for example from rounding the change. If it is more, look
into it straight away while everyone still remembers.

Don't go home before every device has synced.
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AFTERWARDS

24. Dealing with what was left behind
Under Free lists you find two tabs:

Unused (1): lists without a seller or without articles. Before the bazaar you release them so others
can move up (chapter 11). Afterwards you see here which lists weren't used at all.

Not checked in (2): lists with articles that weren't dropped off. If needed you check them in here.

You settle boxes not collected and open payouts directly with the seller. Phone and email are in list
management.

task_alt From practice

Release empty lists a week ahead and let your groups know there are some again.

Write in the notes beforehand what happens to goods not collected, for example: they are
donated after two weeks. Then there is no discussion afterwards.
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25. How did it go? The statistics
Statistics shows all the key figures of your bazaar (1): lists, articles, revenue and fees. There is also:

the comparison with an earlier bazaar (2),

further down the course of the sales day, i.e. when it was busiest,

the category comparison, what sold well and what was left,

an export as CSV for the club treasurer (3).

On the day itself the Dashboard shows the figures live.

task_alt From practice

Plan the tills from the curve. Where it peaked, you need more people at the till next time.

Use the category comparison for the limits. If a lot of baby clothing was left, limit it next time.

Tell your helpers the figures, for example: “4,000 items sold, €600 for the nursery.” Then they'll
be back next time.
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26. What it costs
After the bazaar you get an invoice by email for 1% of the revenue plus VAT. Invoices are always in
German.

You find all invoices via the profile at the top right under My invoices (1). If one is open, a note in the app
reminds you. If your bazaar is free thanks to a referral or a promotion code, it says so with the event.

task_alt From practice

Factor it in. With a 15% selling fee you keep just under 13.8% plus list fees. It isn't quite 14%
because VAT is added to the 1%.

Check the billing address before the bazaar. The club rather than a private person; that saves
the treasurer trouble.
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27. Ratings
Sellers and buyers can rate your bazaar with stars and a comment. You read them under Ratings in the
tab Event ratings (1). Whether they appear on your public page, you decide in the event. In the tab Rate

the platform (2) you can tell us how you get on with Listenflohmarkt.org.

task_alt From practice

Ask for a rating in your last mail and on a sign at pickup. Good ratings bring new sellers next time.
And read the comments together as a team. You usually find two or three things to do differently
next time.
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28. Referring other bazaars
Do you know others who run a bazaar? Recommend Listenflohmarkt.org to them. Their first bazaar
costs nothing, and you get one bazaar credited.

1. Via the profile at the top right go to Referrals.

2. Accept the promotion terms once; then you see your referral code (1).

3. Pass on the code or link, for example to the nursery next door (2).

4. Under Organizers you referred and Your free bazaars (3) you see what has come of it.
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APPENDIX

29. Checklist

3–4 months ahead

☐ Fix the date and venue

☐ Sort out the team and who does what

☐ Set fees, number of lists and articles per list

☐ Create the event and have two people check it

6–8 weeks ahead

☐ Activate the event, open list requests

☐ Create the shift plan, find helpers

☐ Posters, posts in groups, parish newsletter

☐ Organise laptops, scanners, Wi-Fi or hotspot

1–2 weeks ahead

☐ Mail: times, new labels at actual size, one sturdy box per list, no lids and no bags, top part of the
sheet

☐ Reminder to everyone without articles, then check empty lists and lists without a seller under Free

lists and release them

☐ Test the equipment in the hall

☐ Get change

☐ Plan tables, clothes rails and box places by number, have a few empty boxes ready for repacking

Bazaar day

☐ Set up drop-off, check in lists

☐ Open the tills: a number per device, charging cables, a spare device

☐ Sort back by number

☐ Pickup and payout

☐ Sync and close all tills, count the money in pairs

Afterwards

☐ Compare the cash with the cash count

☐ Settle boxes not collected and open payouts

☐ Look at the statistics and discuss them as a team

☐ Thank the helpers, ask for ratings

☐ Announce the next date: duplicate the event

The checklist is also available on its own as a PDF in the guide Organising a children's bazaar.
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30. Words you will come across
Event: your bazaar with place, times and rules.

Time slot: the time for drop-off, selling, the event, pickup or list requests.

List: a seller's number with a fixed number of articles.

Online list, handed-out list: given out via the website, or passed on by you with number and
password.

List password: a seller uses it to add a list to their account. Not a login.

Give back, release: the list goes back into the online requests, empty and with a new password. The
seller gives back, you release.

Limit (Max. count): how many items of a category or size range may go on one list. 0 means
unlimited.

Request password: a password for all online list requests.

Connected lists: a seller's neighbouring lists with one box, one sheet and one settlement.

List sheet: the seller's part at the top, the part for the box at the bottom.

Check-in, check-out: accepting and returning the goods.

Payout: the seller gets their money. After that the list is closed.

Selling fee: the share of the sale price you keep.

Till number: tells your tills apart at the cash count.

Offline, sync: selling without internet and transferring later.

Conflict: an offline sale that couldn't be booked, for example because the item was already gone.

Cash count: what should be in the tills compared with what you count.
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31. Questions?
Frequently asked questions: listenflohmarkt.org/help

Language – Sprache: The app is available in English and German. To switch: tap Deutsch at the top
right next to “Sign In”, in the profile menu at the top right once signed in, or at the very bottom of
every page. Your sellers switch for themselves; labels and invoices are always in German.

Guides: Organising a children's bazaar with checklist and Planning helpers with a shift plan template

Practise: listenflohmarkt.org/demo

For your sellers: give them the handbook for sellers.

About Listenflohmarkt.org: The email address is on listenflohmarkt.org/help under “Show e-mail
address”.
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