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Housekeeping 
Notes
● This session is being recorded. We will send out the recording and 

slides via email tomorrow, as well as post them on:
○ Our Website: RunSignup.com >> Knowledge Base >> Webinars & 

Events
○ Our YouTube Channel: YouTube.com/RunSignup

● Ask questions! Use the “Questions” section of your GoToWebinar 
module (usually on the right side of your screen) to ask questions 
throughout.
○ Questions will be monitored and answered in writing throughout
○ Key questions may be asked out loud at the end of the webinar
○ Any questions that are not addressed will be followed up on after 

the webinar

Thank you for joining us!
 

Welcome



Today’s Agenda

All Reports!

● Dashboard Reports

● Participant Reports

● Fundraising Reports

● Marketing Reports

● Financial Reports

● RaceDay Reports

Agenda



Dashboard
Reports
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Dashboard
Data

Dashboard Reports

Dashboard was covered 
extensively in June, so this is 
just a quick recap of a few 
favorites….

● Total Signups
● Total Registrations
● Registration by Event
● YOY comparisons
● Last 30 Days*
● Days remaining*
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Dashboard Reports

6

Dashboard
Anatomy

Total Signups

Participant Quick 
Search

Public Site Link

Customize

Menu Search

Registration 
Breakdown
Detail Tabs

Dashboard Graphs

Source Tracking

Charts

“Home”

Analytics Access
HELP

Financial Reports



Participant
Reports
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View Participants
Participant Reports

 Reports          Participants          View Participants

● Primary way to view your 
participants in your race

● Participant management 
can occur here as well
○ Refunds
○ Deferrals
○ Transfers
○ Info edits
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View Participants:
Search/Change Event

Participant Reports

 Reports          Participants          View Participants

● Configure your report 
by using the 
Search/Change Event 
Button
○ Event drop down 

box can be used 
to pull archived 
data or specific 
events

● Search All Fields can 
be used for more 
specific searches
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View Participants:
Report Options & Export Options

Participant Reports

 Reports          Participants          View Participants

● Customize your participant 
report by using Customize 
View
○ Pick From All 

Columns will allow 
you to add fields to 
your report

○ Save selected 
columns to always 
show by default (per 
user)

● All boxes that are orange 
will be added to the report 
when you update
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View Participants:
Report Options & Export Options

Participant Reports

 Reports          Participants          View Participants

● Export your report to 
.csv, .xlsx, .pdf etc by 
using Export Options

● Daily registration 
summary
○ Pulls a detailed 

report of 
registrations by 
day per event

● Build Bib labels
● Mailchimp Export
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View Participants:
Pro Tip

Participant Reports

 Reports          Participants          View Participants

● Commonly overlooked 
option in Report 
Options is “hidden 
fields”

● Useful fields for 
advanced reporting can 
be added to your 
Customize View 
options
○ Is Anonymous 
○ Checkin app 

information
○ Postponement 

decisions
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View Participants:
Save as Custom List & Send Email

Participant Reports

 Reports          Participants          View Participants

● Once a report has been 
configured, you can quickly 
create a custom list from that 
report for use in Email V2

● The various columns in your 
report can be pulled into an 
email as placeholders

● Example: Use filters and 
Search/Change Event to 
select last year’s 5K and 10K 
participants who registered 
between 10/1 and 10/31, then 
create a custom list of those 
participants for marketing
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Participant
Info Changes

Participant Reports

 Reports          Participants          Participant Info Changes

● Participant information 
changes are recorded in 
the Participant 
Information Changes 
report

● This will track any change 
in participant information 
made by a race director or 
participant
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Participants
Not Registered

Participant Reports

 Reports          Not Registered

● Not registered report will allow 
reporting on participants who have 
made changes to their races
○ Race Transfers
○ Participant Transfers
○ Deferrals
○ Refunds
○ Dropouts
○ Incomplete registrations

● This is a great way to check up on 
the participants who are no longer 
in active standing in the race
○ Deferral report can track who 

has claimed a deferral. 
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Giveaway
Report

Participant Reports

 Reports          Giveaways/Add-ons           Giveaway Report

● Giveaway report can be 
used to track 
giveaways that have 
been selected by 
registrants in your race
○ This can be an all 

race view or by 
event

● This can also be used 
to track historical 
giveaway data

● Giveaway projection 
can help plan for orders
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Add Ons Report
Report

Participant Reports

 Reports          Giveaways/Add-ons           Giveaway Report

● Add-Ons report can be 
used to track purchased 
add ons in your race
○ You can choose 

to display active 
Add-Ons only or 
include archived 
add-ons

● Each Add-On can be 
drilled into for specific 
reporting and 
downloads 
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Add Ons Report
Report

Participant Reports

 Reports          Giveaways/Add-ons           Giveaway Report

● Specific add-on 
reports include 
quantities purchased
○ Can be 

configured by 
date

● Download the 
specific add-on 
information to a 
report
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Add-ons 
Purchase Report & Return Report

Participant Reports

 Reports          Giveaways/Add-ons           Add-ons Purchase Report/Add-ons Returns Report

● Add-Ons Purchases report 
shows the transactions that 
have occurred with add ons 
included

● Add-ons returns report shows 
add-ons that have have been 
removed from a participant 
who has removed an add on 
from their registration
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Store
Report

Participant Reports

 Reports          Giveaways/Add-ons           Store Report

● Store report can be used to track 
store items that have been 
purchased in your race by date 
range
○ Store items are separate 

from add-ons
○ Add-ons are only offered 

during registration
● Report can be exported to .csv 

using the blue button

Item
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USAT
Reports

Participant Reports

 Reports         USAT Reports           Participan Reports/Membership Summary

● Triathlons can take 
advantage of our API 
connection with USAT to pull 
waiver signature information 
from their participants

● USAT reports also track 
membership sales 
information in the race
○ All money received for 

USAT memberships is 
sent directly to USAT
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Saved
Reports

Participant Reports

 Reports         Saved Reports

● Participant Reports can 
be saved for easy access 
in the future. 

● Using Secure Access / 
Info Sharing, access to 
these reports can be 
assigned to individuals
○ This is a great way 

to give your partners 
access to 
information that 
they can pull 
themselves



Fundraising 
Reports
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Donation Reports:
Search

Fundraising Reports

 Reports         Donation Reports

● Search for donor details 
to find a specific 
donation
○ Name, email, date 

and amount
● Donation Period is used 

to search for a specific 
race year’s donations

● Donation status can 
show donations in 
non-active or active 
status

● Search on fundraiser to 
see their donations
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Donation Reports:
Search

Fundraising Reports

 Reports         Donation Reports

● Donation management 
can be conducted using 
this report
○ Click the blue edit 

button to make 
donation 
adjustments

○ Resend donation 
confirmation 
emails 



26

Donation Reports:
Actions

Fundraising Reports

 Reports         Donation Reports

● Export your report to 
.csv, .xslx, google 
sheets
○ Download report 

or download all
● Summary Emails can be 

used to set up Daily and 
Weekly donation 
summary emails
○ This can help your 

staff stay 
informed on 
donations as they 
are received
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Fundraisers 
& Team Fundraisers

Fundraising Reports

Fundraising         Reports         Fundraisers & Team Fundraisers

● Search for individual 
and team fundraisers 
using Fundraiser 
Type

● Edit a fundraiser by 
clicking the blue edit 
button associated 
with the fundraiser

● Download your list of 
fundraisers by using 
the .csv, .xlsx and 
print links
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Fundraisers 
& Team Fundraisers

Fundraising Reports

Fundraising         Reports         Fundraisers & Team Fundraisers

● Actions button
○ Add a fundraiser
○ Import fundraisers 

● Reports button
○ Quickly access 

Fundraiser Minimums, 
Report Generator and 
refunds report
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Fundraiser
Report Generator

Fundraising Reports

Fundraising         Reports         Fundraiser Report Generator

● Report Type
○ Captains

■ Configured to 
show captain 
contact 
information for 
teams

○ Top Fundraisers
■ Configured to 

show a list of 
fundraisers or 
teams by size or 
donation amount
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Fundraiser
Report Generator

Fundraising Reports

Fundraising         Reports         Fundraiser Report Generator

● Preview Report button
○ Allows you to see 

the results of your 
report before 
exporting

● Generate Report
○ Exports your report 

to a .csv for use in 
excel
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Fundraisers 
Refund Report

Fundraising Reports

Fundraising         Reports         Refund Report

● If Fundraiser rewards 
are being used, refund 
report will display 
earned refunds by 
fundraiser
○ Note, your 

fundraisers must 
be linked to a 
registration ID for 
refund

○ Fundraiser report 
can manually link 
to a Registration 
ID and opt in for 
rewards
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Fundraiser
Minimums

Fundraising Reports

Fundraising         Reports         Fundraiser Minimums

● Report on 
fundraisers who 
have met or have 
not met their 
minimums

● Actions button at 
bottom of report 
page
○ Used to send 

reminder 
emails

○ Invoice 
registrants

○ Charge 
registrations



Marketing
Reports
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Referral
Report

Marketing Reports

Reports           Marketing Reports         Referral Report

● Track referral activity in 
your race
○ Report Type

■ Referral Codes
■ Referred 

Registrations
● Manually add Referrals
● Manually trigger refunds
● Download report
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Coupons
Marketing Reports

Reports           Marketing Reports         Coupons

● Search for coupon use in 
your race
○ Date used
○ Date created
○ Expiry date
○ Coupon code

● Coupon Summary
○ Shows summary 

usage  information 
across the entire 
race
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Coupons
Marketing Reports

Reports           Marketing Reports         Coupons

● Summary report display
○ Total usage
○ Total discounts

■ How much was 
discounted

○ Number of registrations 
involving a coupon

● Graphical reporting
○ Provides a quick 

snapshot of coupon use 
in your race
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Coupons
Marketing Reports

Reports           Marketing Reports         Coupons

● Summary by coupon
○ Displays summary 

information for each 
coupon used

● Handy way to see how 
much certain coupons have 
been used
○ Providing discount 

amount
○ Registrations used in
○ Percentage of 

registration used
● Export at bottom with 

download link
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Coupons Pro Tip
Marketing Reports

Reports           Marketing Reports         Coupons

● Coupon tag feature is a 
great way to provide for 
easy reporting for your 
coupons

● When building coupons in 
your race, consider using 
Tags to make reporting 
easier
○ For sponsor codes, 

use a SPONSOR tag 
on all created 
coupons

○ This will allow a 
quick report to be 
built for you using 
tags
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Email
Statistics

Marketing Reports

Email V2          Reports         Email Statistics

● Reporting by day on 
emails sent through Email 
V2
○ Shows Open rate
○ Click rate
○ Bounce

● Graph displays 
information visually

● Email sends, deliveries 
and clicks can be seen 
broken out by date at the 
bottom of the report



Financial
Reports
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Financial
Summary

Financial Reports

Financial           Summary

● Starting point for 
financial reporting
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Financial
Summary

Financial Reports

Financial           Summary

Transactions: Total transactions charged to customers, in real time.
● May not all have settled
● Transactions will disappear with cancellation within 15 minute window

Transaction Processing Fees: RunSignup processing fees + any from the timer or race operator
Sales Tax: Sales Tax that has been collected and remitted on your behalf (for states where sales tax is 
charged on registrations or merchandise).
Directly Paid Charity Donations: Donations to a charity that have their own payment account linked 
through the race. This does not include any donations the race collects in their own account. 
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Financial Summary:
Refunds

Financial Reports

Financial           Summary

Refunds: Any refunded funds 
● Refunds initiated by you
● Automated refunds like referral rewards or fundraiser goal refund

Transaction Processing Fees: RunSignup processing fees + any from the timer or race operator
Refund Processing Fee: Former $1/refund fee for processing refunds; this has been waived since 2020
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Financial Summary:
Holdbacks

Financial Reports

Financial           Summary

Holdbacks: Reserves to cover any potential refunds or chargebacks
● Required for refund features like Referral Rewards
● Optional to hold more to ensure funds are available for any chargebacks or manual refunds

○ Update Refund Reserve holdback amount via Participants >> Participant Management >> 
Refund Reserve

○ Click in to view the holdback history (money going in and out of the refund reserve)
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Financial Summary:
Adjustments

Financial Reports

Financial           Summary

Can Include:
● Chargebacks: Also shows 

reversed chargebacks
● Additions to Refund Reserve - 

externally
● Funds moved from one race to 

another
● Check payment fee ($10 fee for 

each check)
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Financial Summary:
Owed to Race

Financial Reports

Financial           Summary

Owed to Race: This is the total of all items above it on the report (Not including any holdback)
Payments: This is what’s been paid to the race to date
Balance: How much is owed to the race
● Not necessarily amount to be paid in the next payment
● View Payment Account information to determine amount to be paid & when
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Financial Summary:
Owed to Race

Financial Reports

Financial           Summary

Race Fees: Registration fees paid
Registrations with Add-Ons: Add-on purchases
Registration Coupons: Coupons used against 
registration/add-on costs
Event Transfer Credits for Previous Registration: When 
a participant transfers events, “Race Fees” includes the 
full cost of the new event. This field subtracts out the 
amount not actually paid because it was credited from 
the previous registration.
Donations: Donations collected and paid to the Race
Donations Paid Directly to Charity: Donations to 
charities with linked payment accounts
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Sales Tax
Reports

Financial Reports

Financial           Sales Tax Report         Summary Report
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Event Insurance
Report

Financial Reports

Financial           Event Insurance         Reports

● Track event 
insurance 
purchases here

● Policy
○ What policy 

was 
purchased

● Policy ID
○ The ID for that 

policy
● Shared W/ Race

○ Revenue 
share 

● Purchase 
completed

Protecht is now our 
insurance partner, but 
legacy insurance products 
through Allianz will still 
display if it was offered



RaceDay
Reports
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RaceDay CheckIn
Stats

RaceDay Reports

RaceDay Tools         RaceDay CheckIn           CheckIn Stats

● Track how much of 
your race has checked 
in
○ Download 

checked in 
participants

○ Download not 
checked in 
participants

○ Download bib 
assignments



52

RaceDay CheckIn
Stats

RaceDay Reports

RaceDay Tools         RaceDay CheckIn           CheckIn Stats

● View device activity by 
date and time using 
graphical information
○ Filter by device
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RaceJoy
Usage

RaceDay Reports

RaceDay Tools         RaceJoy          Usage

● Track app usage for 
participants and 
spectators

● Track website traffic 
and clicks taken from 
the RaceJoy app



Thank You For 
Joining Us Today
For more information, visit us online at: runsignup.com 


