
RunSignup 101: 
Reports

Beginner-Friendly Walkthrough of Your Race Data



Meet the Onboarding Team
Onboarding Team
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Today’s Agenda

● Where to find reports

● Registration & participant reporting

● Custom reports

● The most common features reporting

● Key financial reports



Dashboard
Navigation



How to 
Access Your Race Dashboard
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Dashboard Tips & Tricks

Access Point 1

● RunSignup.com
● Log In
● Click on Profile Picture or Person 

Icon
● My Races

http://runsignup.com


How to 
Access Your Race Dashboard
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Dashboard Tips & Tricks

Access Point 2

● Log  in
● RunSignup Profile 

(https://runsignup.com/Profile)
● Director Links (at the bottom)
● My Races

https://runsignup.com/Profile


How to 
Access Your Race Dashboard
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Dashboard Tips & Tricks

● RunSignup race website 
● Click on Profile Picture/Person Icon
● Race Dashboard

Access Point 3



Dashboard Settings

● Menu Size
● Entire Dashboard
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Dashboard Tips & Tricks

Profile          Dashboard Settings



Menu Search
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Dashboard Tips & Tricks



Your Data Matters! 
● Understand participant trends
● Supports decision-making for events & 

marketing
● Ensures accurate reconciliation & 

financial oversight
● Saves time through automation and 

repeatable workflow



Dashboard Reports 

What does this mean for my organization
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Reports          …

● Participants
● Giveaway/Add-ons
● Group/Team Reports
● Donation Reports
● Marketing Reports
● Saved Reports

● Financial Reports



Registration 
& Participant 
Reporting
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Payment Account Setup

Participant / 
Registration Reports

● Search for participants
● Review Registration Data
● Sorting & filtering (event, registration status, 

pricing, date ranges)
● Exporting to CSV

Custom Reports W/ Your Data 

● Creating check-in lists
● Reviewing demographics
● Identifying registration trends



View Participants
Participant Reports

● Primary way to view & manage 
participants in your race

● Basic Information at top

● Edit Registration
○ Edit participant’s information 

such as giveaway size

● Manage Registration
○ Switch Events
○ Transfer
○ Refunds
○ Remove
○ Add-Ons
○ Custom Questions

Participants          View Participants     

Reports        Participants         View Participants     



View Participants: Report Options 
Participant Reports

● 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

 Participants          View Participants         Report Options/Export Options      
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PReporting 

Waiver Agreement Report

● View waivers signed
● Search on participant
● Export Data 

  Reports            Participants             Waiver agreements
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Registration Summary 
Reports

● Overall Summary of Profit by Event
● Demographic reports
● Summary of Participants

Reports           Participant            Summary



Reporting 101
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● Giveaway Summary Report 
● Quantities & inventory impact
● Revenue from Add - Ons

Giveaway &
 Add On Reporting

 Reports              Giveaway/Add-ons            Choose the Report   



Reporting 101
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● Team roster reports
● Captain info
● Team participation totals

Team/Group Reporting 

 Reports              Group/Team Reports           
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Optional Features 
Reporting Tools



Reporting 101
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Financial Reports
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Financial Summary 
Reporting

● Gross vs. net revenue
● Fees & adjustments
● QuickBooks export options

Reporting 101

 Financial           Summary          
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Payout Reports

Financials               Payments



Key Takeaways
● Your Data Matters!

● The more familiar you get with your reports the 

easier your process will be.

● You have everything you need at your fingertips to 

make informed decisions for your event.
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Thank You For 
Joining Us Today
For more information, visit us online at:
 • runsignup.com •


