
Tagging Instructions 
 

To start tagging make sure you are logged in by going to https://myconsignmentmanager.com/mbfom and 
clicking login.  
 

 
Sign in with your username and password that you created. If you forgot just click the I forgot… and My 
Consignment Manager will send you an email. If you have any other issues email mbfomsale@gmail.com. 
 
You will now see your home page, it looks like this:  

 
You have 2 options to enter new tags from this page you can click on Enter Items or Express Tagging.  
Express Tagging 
 

https://myconsignmentmanager.com/mbfom
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Express Tagging is a way to create a bunch of items for the same price. For example you have 30 books you 
want to sell for $3 each, this would be a good time to use Express Tagging. 

 
 
This is an express tag you could 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.  
  



Enter Items 
 

 
Enter Items is how you enter the items with all of the information. 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. Go to the tab, “Enter Items”. 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. 
 
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. Reminder if you choose to donate, discount will automatically be selected.  
 
When you add an item, it will appear in the list at the bottom of the screen.  
 
If you need to edit anything, go the Manage Inventory screen. Here you can mass edit items or edit individual 
items and print inventory reports.  
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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. Cardstock paper 
(at least 60# or 67# cardstock) is preferred for ease of scanning however, regular white computer paper has 
worked ok in the past. Using cardstock also means you won’t have to replace your tags as often due to folding 
or tearing. When printing 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 & clear. 
 
To print select the tags you wish to print by either selecting 
individually or selecting all and then select “generate tag(s)”. A 
pdf document will open for you to print. You can then print this 
from home or send it to a printing service, such as Staples. 
 
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 on the 
barcodes. 


