
Quick Hits 101: 
A RunSignup 
Crash Course



Today’s Agenda

● Race Setup

● Race Dashboard

● Race Website

● Email Builder



Race Setup
Race Wizard



Create 
A Race
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Race Setup

RunSignup.com          My Races          Create a New Race 

RunSignup.com          Create a Race Button



Race Setup

Race Wizard
Step 1

Race Wizard          Step 1  

● Race basics



Race Setup

Race Wizard
Step 1

Race Wizard          Step 1  

● Choose the most 
applicable race type here - 
it’ll ensure your race shows 
up under the right search 
criteria.



Race Setup

Race Wizard
Step 1

Race Wizard          Step 1  

● You have to use a 
add a real zip code 
here, but for virtual 
races you can use 
“Anywhere/Everywh
ere” for the 
Address.

● Don’t forget to 
make sure your 
timezone is correct!



Race Setup

Race Wizard
Step 1

Race Wizard          Step 1  

● Never use a year or other identifier like “5th Annual” in the URL - 
this URL will be used year after year for your race.

● You’ll be able to build short URL’s later for simpler URLs to share.
● You can also bring over a custom domain!



Race Setup

Race Wizard
Step 1

Race Wizard          Step 1  

● Most races choose to pass the processing fee to the registrant (they’re used to it!), 
but you do have the option to cover it or split it.
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Race Setup

10

Flexible
Gender Options

10Race Wizard          Step 1  

● Make sure your timer knows what gender categories you 
offer and plan to offer awards in!



Race Setup

Race Wizard
Step 1

Race Wizard          Step 1  

● If you already know who your timer is, add them here so they can access your 
participant data for scoring.

● You can also add later if you don’t have a timer yet.



Race Setup

Race Wizard
Step 1

Race Wizard          Step 1  

● Click the checkbox to open 
additional waiver options 
(like requiring initials or 
dates).

● It’s possible to add up to 3 
waivers - if you have more 
than one, add your first one 
here and you can add the 
others later from Race >> 
Registration >> Dates, Pricing 
& Options.



Race Setup

Race Wizard
Step 2

Race Wizard          Step 2  

● Basic information about your 
race event(s).

● If you have more than one 
event distance, add them in 
Step 1 and come back here.
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Race Setup

Race Wizard
Step 2:
Hybrid Events

14
Race Wizard          Step 1

In-Person Option

Virtual Option

● If you have a 
hybrid event with a 
virtual option, 
code that type as 
Virtual 
Race/Challenge to 
access virtual 
results tools!



Race Setup

Race Wizard
Step 3

Race Wizard          Step 3  

● Add Another Registration Period to 
add price increases based on time

● Click “Additional Registration 
Options” for single gender events, 
age-limited events, to set a 
participant cap, or to make fields 
optional when not necessary.



Race Setup

Race Wizard
Step 4

Race Wizard          Step 4 

● Add Giveaway details and images if 
you have them!

● Update sizes to match your 
available options.

● If you don’t have your giveaway 
information yet, you can skip this 
and add one later via Race >> 
Giveaway/Add-On >> Giveaway



Race Setup

Race Wizard
Step 5

Race Wizard          Step 5 

● More branding opportunities are 
available from your dashboard 
later. For now, add your logo or pick 
a default icon that represents your 
race.



Race Setup

Race Wizard
Step 5

Race Wizard          Step 5 

● Add a custom banner (2000x800), 
or click “Select from Available 
Banners” to choose one from our 
default options.

● Contact form email display
● Customize the word “event” if 

needed (I.E., “wave”).



Race Setup

Race Wizard
Step 6

Race Wizard          Step 6 

● Create new Payment 
Account

● Use an existing Payment
Account

● Other Setup later options
● Payment Account approval can 

take time if manual checks are 
needed. Make sure you start this 
process several days before you 
plan to open registration!



Race Setup

Race Wizard
Finished

Race Wizard         Finished

● These settings are 
RECOMMENDED!
○ Offer Event Insurance
○ Referral Rewards
○ Incomplete Email
○ Price Increase Email

● Uncheck if you don’t want them 
activated.



Race Dashboard
Navigating the Dashboard
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Race Dashboard

Single 
Sign On

Single Sign On Domains Include
● RunSignup
● TicketSignup
● GiveSignup
● TriSignup
● BikeSignup
● AdventureSignup
● SkiSignup
● PaddleSignup



Race Dashboard
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Access to Your Dashboard
RunSignup.com >> Profile Image >> My Races Race Website >> Profile Image >> 

Race Dashboard
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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

Race Dashboard
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Race Dashboard

Use 
Search

 On Your Dashboard
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Race Dashboard

Simple Expanded Add Menu Item After

Customize Your
Dashboard Menu



Race Dashboard

 On Your Dashboard 27

Dashboard
Data Expansions

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

 On Your Dashboard

Standard 
Questions

Race          Registration          Questions      

You can add pretty much any questions from Race >> Registration >> Questions, but these Standard Questions are 
easy for a participant (they’re saved in the profile) and generally recommended to add as a best practice.
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Race Dashboard

29

Participant
Display

29Race          Display          Participant Display  

Customize what participant data is visible 
publicly on your race website.



Race Dashboard

Participant Management
Options

30Participants         Participant Management

Director & Self-Serve Options for:
● Refunds
● Event Transfers
● Race Transfers
● Bib Exchanges
● Deferrals
● Giveaway & Add-On Management
● Question Management
● Team Management
● Fundraiser Management
● Shipping Address Management
● Participant Info



Race Dashboard

Event
Transfers

31Participants         Participant Management          Event Transfer 



Race Dashboard

Bulk
Participant Management

32Participants         Participant Management

Available for:
● Refunds

● Deletions

● Race & Event Transfers

● Deferrals

● Deferral Fee Refunds



Race Dashboard

Participant
Report 

3333 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



Race Dashboard

Participant
Report 

3434 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



Race Dashboard

Participant
Report 

3535 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

● Export reports in a variety of 
formats



Race Dashboard

Financial 
Reports

36Financial           Summary

● Starting point for 
financial reporting

● Blue words are 
clickable for more 
detailed reports



Race Dashboard

Enable
Donations
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● Start collecting 
donations

● Customize logo 
and language for 
donations

● Add donation 
levels.

Donations          Setup/General Settings



Race Dashboard

Coupons

3838

● Name your code

● Determine discount (% or $)

● Choose discount type

● Eligibility dates

● Define what can be discounted

● Set up restrictions

Financial           Pricing         Coupons



Race Dashboard

Additional
Discount Features

39

● Access a range of discounting options from 
your race dashboard.

● Pick 1 or 2 pricing promotions - don’t use all 
of them at once!

Financial           Pricing



Race Dashboard

Display Age Based Pricing
In Event Tiles

40Financial         Pricing          Age-Based Pricing       

If you have age-based pricing, 
make sure you activate the 
feature to show it on the 
homepage tiles to create 
extra motivation!



Race Website
Show Off Your Event
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Race Website

42

What is a
Race Website

42

Your race website is automatically created when you 
complete the Race Wizard!  

By default, it includes key race details and presents as 
relatively simple with a Race Info Page. 

To enhance it you can:
● Showcase your brand
● Add unlimited content 
● Organize
● Make it look professional 
● Include key information (automatically)
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Race Website

4343

Race
Theme

Choose your Race Template:

● Vertical or horizontal navigation
● Design & layout elements
● Add social media feeds
● Tagline & Countdown Clock

43

 Race        Race Website         Race Theme          Race Template



Race Website

Race
Theme

Upload your Race or Event 
Logo or use one of the icons 
provided.
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 Race        Race Website         Race Theme          Race Logo



Race Website

Race
Theme

Upload a custom 
Banner Image or choose 
from one of the many 
default images.
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 Race        Race Website         Race Theme          Banner Image

Custom Banner Size: 
2000 x 800
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Custom Wording 
For “Race”

Race Website

46Race          Race Websites         Misc Settings       



Race Website

Domains &
Subdomains

47Race          Race Website          Domains



Race Website

Hide & Organize
Custom Content

48Race         Race Website          Menu Order 

● Makes it easy to hide content that 
isn’t relevant to your virtual race 
this year, but that you don’t want 
to re-create next year.

● Also lets you re-organize menu tab 
order and hide default menu tabs 
that you don’t want to show.



Race Website

Expand
“More” Menu

49Race         Race Website          Race Theme          Race Template

Default Menu

Expanded Menu



Race Website

Add an
FAQ Tab

50help.runsignup.com/support/solutions



Race Website

Event Tile 
Display Options

51Race          Registration         Event Display Options



Email Builder
Promote and Communicate



Email Builder

Email V.2
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● Unlimited emails
● Unlimited contacts
● Unlimited historical data
● System-generated event and custom 

contact lists
● Professional and beautiful emails 

with our Email Builder and templates
● Personalized emails with custom data 

replacement tags
● FREE



Email Builder
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Default
RunSignup Lists
● All Current Participants

● Current Participants by 
Event (I.E., 5K, 10K, etc.)

● Past Participants by Year 
(I.E., All Participants 2021, All 
Participants 2019, etc.)

● Past Participants by Year 
and Event (I.E., 5K 2021 
Participants)

Email V2          Send Email          Select Recipients



Email Builder

Automated & Custom
Email Lists

55Email V2           Send Email          Select Recipients  



Email Builder
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Manually Add
Contacts 
● Manually add any number of 

contacts

● Use an easily identifiable 
name for the custom list

● Create custom tags for 
anything you want to 
include, such as 
%Years_Participated% or 
%Lifetime_ Donations%

Email V2          Custom Lists          Add a List



Email Builder
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Using 
Replacement Tags

● Customize individual emails 

● Name, Checkin QR code, bib number, 
fundraiser link, past donation amount…and 
just about anything else you can think of!

● Use our default tags or upload your own

● Default examples:
 %FIRST_NAME% , %BIB_NUMBER%, 
%REGISTRATION_ID_QRCODE%

● Create your own with a custom list: 
%2021_AMOUNT_RAISED%, 
%NUM_YEARS_PARTICIPATED%

Email V2          Send Email



Email Builder

Email
Replacement Tags

58Email V2          Send Email



Email Builder
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Types of 
Emails
Transactional Emails

● Emails sent because of a 
specific action

● I.E., pre-event details and 
post-event follow-ups

Marketing/Promotional Emails

● Promotion and engagement 
with customers

● I.E, promote your next event 
to current participants

Email V2           Final Step of Send Email



Email Builder
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Default Placeholder 
Option
● You may not have a placeholder for every contact in your 

database. For example, you may have imported an email list 
where some emails have first name, and others do not.

● We offer a default placeholder field so those contacts don’t 
receive emails with empty space

Email V2           Final Step of Send Email
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Email Builder

Email Capture
Pop-Up

61Email Marketing         Email Capture

Customize length of time before popup displays



Email Builder

Save
Templates
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● Save templates for emails you 
regularly send

● Access saved templates from 
your dashboard to re-use.

Email V2          Templates        Your Saved Templates 



Email Builder

Prebuilt Emails
● Make your event marketing & 

communications easier and faster.

● Purpose-built for events

● Event Templates with Content, Replacement 
Tags, Custom Content Reminders & Images 

○ Marketing, Pre & Post Race, Donations 
& Fundraising

● Generic Templates with Layouts (Coming 
Soon!)

○ Newsletters, Announcements

63Email V2          Templates        Pre-Built Emails



Email Builder

Image Gallery
● Use, manage, and organize Images 

across events

● Upload, add image details, and organize 
into folders

● Choose from previously uploaded 
images, system images, or upload new 
ones across RunSignup and 
TicketSignup events

● System Images across common 
categories for Endurance Events and 
Ticket Events

64Email V2           Accessed when adding an image



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


