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Why you should Renew

Transfer, Deferrals & Refunds

Self-Serve and Bulk Options

Growing Your Race

How to Renew your race
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We Are
Event Technology Experts

Our Mission
To make it free and easy for small businesses and 
nonprofits to generate more revenue, grow their 
events, and engage their attendees.

We create free and easy-to-use event software that 
you can fully control. 

$1.7B
We’ve helped 

customers raise

27K+
Events using 
our platform

Who We Are
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Renewing
Your Event

● When Should I Renew?

● Why Should I Renew?

● How do I Renew my race?
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When Should I Renew
Renewing Your Event

● As soon as possible! 
○ Marketing 

■ Marketing Emails
■ Social Media

○ Pricing Campaigns
○ Word of Mouth
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Why Renew
Renewing Your Event

● Keep the same URL year-to-year
○ Improves your SEO

● View comparison reports between this 
iteration and past iterations

● All race information in one spot for easy 
email marketing

● Maintains many settings from previous 
years for less required customization

○ I.E., custom questions, race theme
● Options to fully copy all settings (“Yes”) or 

pick and choose (“No”)
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Why
Renew

Renewing Your Event

● Improves marketing capabilities
○ Tracks returning participants and provides acquisition information
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Why
Renew

Renewing Your Event

● Better reporting with automated year-over-year views
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Why
Renew

Renewing Your Event

● Automatically creates email lists with your previous participants
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How To Renew
Renewing Your Event

Option 1: From “My Races” in your profile image.

Profile         My Races          Past Races
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How To 
Renew

Renewing Your Event

Option 2: Top of your Dashboard 

Dashboard 
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How To 
Renew

Renewing Your Event

Option 3: Race Wizard

Click on “Renew Race” button

Race Wizard 
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How To 
Renew

Renewing Your Event

Step 1: 

Update the dates and times for 
your events

Race Wizard 
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How To 
Renew

Renewing Your Event

Step 2: 

Accept recommended settings or 
customize the settings

Race Wizard 
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How To 
Renew

Renewing Your Event

Congratulations!
Your renewal is complete! 
● Event Insurance
● Incomplete Email
● Referral Rewards
● Price Increase Emails

Race Wizard 
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Renewal 
Options

Renewing Your Event

Why offer Insurance?
● 20% Revenue Share
● Increases advance 

registrations by converting 
on-the-fence buyers

● Reduce Refunds
● Decrease chargebacks

Financial Event 
Insurance

Set up
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Renewal 
Options

Renewing Your Event

Incomplete Registration Email & 
Price Increase Email
● 8.5% of all paid registrations 

in 2022 resulting from 
emails sent from the 
RunSignup system.

● In 2022, automated price 
increase emails accounted 
for 1.9% of registrations

Email V2 Automated
Emails
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Renewal 
Options

Renewing Your Event

Referral Rewards & Refunds
● When enabled, 6% of 

transactions are from 
referrals

● $0.98 Cost Per Acquisition 
for each new registration via 
Referral Rewards Refunds

Promotion
Referral 
Tracking
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Referral 
Program

Renewing Your Event

Best Practices for Referral Refunds
● Provide a refund reward that is attractive enough to incentivize attendees to share your event (typically $15-20).

● Set a reward threshold that is high enough to be difficult, but not impossible, to reach (typically 3-5 referrals).

● Stack rewards with additional refunds, specialty swag, or other perks only for your most productive referrers.

● Share, share, share! Your referral program will only be successful if your attendees know about it – send emails, 

add it to your website, and remind people on your Facebook page.

Promotion Referral 
Tracking



Renewal
Best Practices
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Renewing Your Event

● Create a new donation period under 
Renewal Settings. This will reset the 
donation counter and separate last year’s 
donations from this year’s donations.

● Double-check your payment account and 
stay alert to messages in your dashboard 
and/or emails from RunSignup

● Review specific areas: Race Description, Giveaways and Giveaway Inventory, Registration Periods 
and Pricing, User Registered notifications, Custom Content sections, Fast Registration & Check In 
App

● Rebuild your cover page
● Complete a test registration and send to others on your team to also test
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Preventing
Refunds

● Transfers

● Deferrals

● Event Insurance

● Refunds….if you have to! 
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Transfers
Renewing Your Event

Transfer Types
● Event Transfers
● Race Transfers
● Participant Transfers

Participants
Participant 
Management

10k 5k

The Great 
Cupid Run

The Great 
Peace Valley 

Val 
Lofton

Anne 
Mitchell
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Managing
Deferred Registrations

Managing Deferrals

● View Deferral Report: 
○ View full list of deferrals for each race year, including: registration ID, name, email phone, deferral 

date, deferral fee, registration fee, giveaway size, and if deferral has been claimed

● How do I get deferred registrations into this year’s race? 
○ Import or Transfer into current year

○ Send Coupon Code

○ Reserved Entry link with Loyalty List

○ Use Defer Via Race Transfer Tool to automate the deferral process for everyone (including YOU!)

Reports        Not Registered          Deferred Registrations
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Defer Via 
Race Transfer

Managing Deferrals

● Allows you to customize the DEFERRAL CLAIMING settings for previous events

● CUT-OFF DATE: You can set the cut-off date to any date that you would like, allowing deferred 

registrants to claim their deferral in 2021, 2022, 2023, or 2024, etc. 

● SAME RACE or OTHER RACES: Allow participants to claim their deferral in the same race or any 

other races managed by your organization. This gives participants more flexibility and more 

options when it is time to claim their deferral

“One of the best features of 2020” - RunSignup Account Managers

Participants         Participant Management       Deferrals        Defer Via Race Transfer Setup
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Defer Via Race Transfer
Managing Deferrals

DEFERRAL CREDIT METHODS:

● Use Amount Paid for Registration - Gives them a credit for the amount they paid: with or 
without addons. (If you had a lot of $0 registrations that were deferred, you will not want to use this option)

● New Event is Always Free: It doesn’t matter what they paid last year, they can choose any 
event for this year and register for free

● Set Creditable Amount Based On Previous Event: this will look at the event they deferred from 
and give them a flat creditable amount that they can use when claiming their deferral
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Defer Via Race Transfer
Managing Deferrals

● CLAIMING: Claimed directly from the runner’s profile - under the DEFERRALS tab

● REPORT: Deferral report shows which customers have claimed their deferral and which race they 

transferred into

● FLEXIBLE: Lots of options, providing flexibility for your race and your deferred registrants

● SET- AND-FORGET FEATURE: Easy to set up without manual work

● REG MUST BE OPEN: for next future year or in another race in order for registrants to claim
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Handling
Refunds
● Bulk Refunds (up to 1,000 at a time)
● Manual Refunds (1-by-1)
● Refund Reserve must be funded in 

order to issue refunds
● Can’t refund regs older than 1 year
● Set up a Refund Policy

○ Display only 

○ Checkbox Agreement

○ Initial Agreement

Providing Refunds

Participants         Participant Management         Refunds & Refund Policy



28

Self-Serve
Options

● Best Practices
● Participant Info
● Event Transfers
● Race Transfers
● Participant Transfers
● Deferrals
● Giveaways Management
● Add-on Management
● Question Management
● Group/Team Management
● Corral Management
● Shipping Address Management
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Self-Serve
Participant Management

● You can pick & choose which participant management 
options you want to enable.

● Make it easy for registrants to update their shirt size, 
emergency contact information, shipping address, phone 
number, etc.

Self-Serve Options

Participants         Participant Management
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Self-Serve
Participant Management

● Participant Info: You can prevent name changes, while still allowing 
address/email/phone updates

● Event Transfers: Allow or prohibit event upgrades or downgrades 
between specific events. Very detailed options for charging different fees 
between events or a flat transfer fee

● Race Transfers: Allow participants to transfer to another one of your 
races 

Self-Serve Options

Participants         Participant Management
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Self-Serve
Participant Management

● Participant Transfers: Allow participants to transfer their bib to another 
person for a refund OR as a gift. Customizable transfer fees.

● Deferrals: Allow registrants to defer their registration to next year’s race
● Giveaway Management: Update giveaway selection (a lot can happen in 

the months between registration and race day)
● Add-on Management: Post registration add-on purchases

Self-Serve Options

Participants         Participant Management
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Self-Serve
Participant Management

● Question Management: Update custom question answers like 
emergency contact information

● Group/Team Management: Create/Join/Change team post-registration
● Corral Management: Update estimated finish time or switching of corral
● Shipping Address Management: I’ve moved!

Self-Serve Options

Participants         Participant Management
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Bulk
Options

● Bulk Tools for Race Directors
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Self-Serve
Participant Management

● Bulk Participant Management options 
to help you clean things up in a more 
efficient way
○ Bulk Refunds

○ Bulk Deletions

○ Bulk Race & Event Transfers

○ Bulk Deferrals

○ Bulk Deferral Fee Refunds

Bulk Options

Participants         Participant Management          Bulk Deferrals
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Ways to Increase Registrations
Renewing Race 

● Offer Early Bird Discount Pricing 

● Offer Teams Registration Options w/Discounts: Taps into the social nature and word-of-mouth

● Setup a Referral Reward Program: Very successful way to increase registrations

● Other pricing incentives: discounts for local community partners, clubs, etc. 

● Cross Promote your events and offer discount for multi-race registrations 

● Use Custom Source Tracking Understand which efforts are successful and which ones need 

changes



36

Ways to Increase Registrations
Renewing Race 



GiveSignup | RunSignup

Thank You for 
Joining Us
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Participant Management
For 2022

● What’s different in 2022

● Goals for Participant Management
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The last 2 Years
Were Messy
● Races cancelled with participants 

registered.
● Races postponed.
● Races gave participants options

○ Deferrals

○ Refunds

○ Transfer to another race

○ Run Virtually
● Races cancelled or postponed more 

than once.

Participant Management for 2022



Goals for 2022
Participant Management
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Participant Management for 2022

● Clear communication with participants about the status of their registration and 
any actions needed

● Bulk actions for participant updates to save time
● Self-serve actions when possible
● Ensure all participants end up with the right solution to their pandemic-era issue
● Transparent policies around cancellations and refunds moving forward
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Postpone & Cancel
Options

● Review the Participant Decision Report
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Reviewing the
Participant Decision Report

Postpone & Cancel Tool

Race         Postpone & Cancel Options          Participant Decision Report

REMEMBER: This feature is a DATA COLLECTION 
tool. If you used this tool for your postponed event, 
you will need to report on those decisions and take 
action on those registrations

● Review Past Decisions
● Search and Download Options
● Shows Active Participant Information
● Pro Tip: You can also enable the hidden field option in the 

participant report if you would like this information to show 
in the main participant reports. Participants>>View 
Participants>>Report Options>>Hidden Fields

● If you have already renewed your race, make 
sure to use the Change Year menu to switch 
between event years
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Get Creative

This is Why We Talk About 
Referrals A LOT: Referrals occur when a 

participant convinces a 
friend or family member to join 

them at your event.

Unique tracking links 
for each participant 
can help you track 

referrals.

The numbers don’t lie:
8% of 2021 transactions were from 
referrals*

For events with aggressive referral programs, “
that can be as high as 25% of transactions.

$1.40
CPA for Each New 

Registration via 
Referral Rewards
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Managing
Deferrals

● Managing Deferred Registrations

● Import or Transfer Deferred Registrations

● Coupon Code Method

● Reserved Entry Links

● Defer Via Race Transfer Feature



45

Import or Transfer
Deferred Registrations

Managing Deferrals

● PROS: 
○ Easy for deferred registrants as they don’t need to complete any actions on their end

● CONS: 
○ COULD INCREASE COSTS: Traditionally, less than 60% of registrants actually claim their deferrals
○ WAIVER: You would not have a signed waiver for new event year, so this would need to be collected later 

onsite.
○ OUTDATED INFORMATION: Participant information changes, especially over the course of a year!

● If you decide to use one of these options, navigate to: 
○ Imports: Participants>>Import (Paper Entries)
○ Transfers: Participants>>Participant Management>>Bulk Race & Event Transfers

Before using this method, PLEASE consider the items below:
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Coupon Code Method
Managing Deferrals

Financial         Pricing         Coupon Code

● Create unique coupon codes for your deferred registrants
● Coupon codes can be imported under Financial>>Pricing>>Coupons
● You can upload a custom email marketing list including First Name, Last Name, Email 

Address, Coupon Code. Then, email your deferred registrants the link to register with 
their unique coupon code

PROS: Participants will re-register, sign a new waiver, update their contact information. Not 
everyone will choose to complete their deferral, so this will save space and money vs. 
importing all deferred registrants

CONS: Creating the codes and email will take some time and formatting
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Reserved Entry Link
Single Use Reserved Entries

Managing Deferrals

Participants         Reserved Entries        Single Use Reserved Entry

● Single Use Reserved Entries
○ Upload a CSV list with First Name, Last Name, Email Address

○ Set date ranges and special pricing (if needed)

○ Once uploaded, these registrants will receive an email with a unique link to register

● Notes about Single Use Reserved Entries
○ Emails are sent out IMMEDIATELY after the list is uploaded

○ If you make a mistake on the settings, they can’t be edited in bulk (so TEST first)

○ If you have multiple events, you will want to upload your deferral lists in batches by event

○ Reserved Entry links are not specific to the person/use they are sent to
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Reserved Entry Link
Multiple Use Reserve Entries with Loyalty List

Managing Deferrals

● Create Loyalty List
○ Race>>Registration>>Loyalty Program

○ Download Your Referral Report

○ Create a Loyalty list of deferred registrants (or multiple lists if you have different events)

○ You do not need to use or customize the other Loyalty Program Settings

● Create Multiple Use Reserved Entry
○ Participants>>Reserved Entries>>Multiple Use Reserved Entry

○ Create a Multiple Use Reserved Entry link with the appropriate settings (date range, special pricing, 
registration limit). SAVE.

○ Once you have created the reserved entry link, you can edit the link and assign the loyalty list to that link

○ Use our email marketing system to email your deferred registrants that link. 

○ Only people on the loyalty list will be able to complete registration through that link
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Reserved Entry Link
Multiple Use Reserved Entry Continued…

Managing Deferrals

● Notes about Multiple Use Reserved Entries
○ No Automated email, so make sure to email out the link

○ If you make a mistake on the settings, easy to update since it’s just one link

○ Easy to report on participants that registered through the link (clickable link from the 
Multiple Use Reserved Entry Link Report)

○ If you are using a loyalty list with the reserved entry link, they will need to register with 
the same information First Name, Last Name, Email since that is what is tied to the 
loyalty list.


