
RunSignup 101: 
Core Features 
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Today’s Agenda

● Initial Race Wizard

● Payment Account Setup & Troubleshooting

● Race Dashboard 

● Participant Data

● Free Race Website

● Free Email Builder



Event Setup
6 Step Race Wizard



Create A Race
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Race Setup

RunSignup.com          Create a Race Button



Create A Race
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Race Setup

RunSignup.com          My Races          Create a New Race 



Race Setup

Race Wizard Step 1
Event Basics

Race Wizard          Step 1  

● Event Basics >> Name, 
Dates, Times, Location

● A summarized description 



Race Setup

Race Wizard Step 1
Location Information

● A real zip code must be used    
● Virtual races >> placeholder for address can be Anywhere/Everywhere
● Check Your Timezone!

Race Wizard          Step 1  



Race Setup

Race Wizard Step 1
Race URL Race Wizard          Step 1  

● Important To Note |  Do not use a specific date/time like “5th Annual” or 
the year in the URL - this URL will be used year after year for your race.

● Custom Domains are a great option



Race Setup

Race Wizard Step 1
Event Setup

Race Wizard          Step 1  

● Event Name | Include 
the distance

● Important! Race Type

● Add all of your events 
if applicable
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Race Setup
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In-Person Option

Virtual Option

● Virtual & In 
Person must be 
separate events

Race Wizard Step 1
Hybrid Events

Race Wizard          Step 1



Race Setup

Race Wizard Step 1
Processing Fees 

Race Wizard          Step 1  

● Pass it, Cover it, or Split it.

Donations, products, and events all have individual options for processing 
fee application
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Race Setup
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Race Wizard Step 1
Flexible Gender Options

13Race Wizard          Step 1  

● Your timer needs to know  what 
gender categories you offer



Race Wizard Step 1
Timer

Race Wizard          Step 1  

● Accurate and Reliable Results
● Data Management and Reporting
● Integration with RunSignup
● Finish Line set up

Why Hire A Timer?

To find a timer on RunSignup >> 
https://runsignup.com/timersearch



Race Setup

Race Wizard Step 2
Timer

● Basic information 
about your race 
event(s).

● ** Distance 
is how it will be listed 
on the RunSignup 
Calendar.

Race Wizard          Step 2  



Race Setup

Race Wizard          Step 3  

● Price Increases

● Event Specific Requirements

Race Wizard Step 3
Price Increases



Race Setup

Race Wizard Step 3
Waiver

● Multiple Signing options

● Multiple Waivers If 
necessary

Race Wizard          Step 3   



Race Setup

Race Wizard Step 4
Giveaways

Race Wizard          Step 4 

● Recommended >> Image 
Upload

● Check Sizing 

● Alternative Options



Race Setup

Race Wizard Step 5
Branding

Race Wizard          Step 5 

● Upload Your own Logo!

● Add a custom banner 
(2400x800), or click “Select 
from Available Banners” to 
choose one from our default 
options. 



Race Setup

Race Wizard Step 6
Payment Account Setup

Race Wizard          Step 6 

● Create or use existing
 payment account

● Other Options 

● IMPORTANT! 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 Step 6
Payment Account Errors 

Race Wizard          Step 6 

● Initial Onboarding not 
complete

● Submit With Errors
● Document uploaded needed



Race Setup

Race Wizard Step 6
Payment Account Troubleshooting

Race Wizard          Step 6 

● Documents accepted 
○ Voided Check
○ Bank Statement
○ Letter from the bank
○ Screenshot of online 

banking



Race Setup

Race Wizard Step 6
Payment Account Troubleshooting

Race Wizard          Step 6 

Common Mistakes that lead to rejected payment 
accounts

○ Ripped or stained images
○ Selfies
○ Blurry images
○ Old documents
○ Documents with writing/redactions
○ Used checks
○ Incorrect documents

■ Deposit Slips
■ Banking agreements

○ Mismatching data



Race Setup

Race Wizard Finished!

Race Wizard         Finished

These settings are 
RECOMMENDED!

○ Offer Event Insurance
○ Referral Rewards
○ Incomplete Email
○ Price Increase Email



Race Dashboard
Navigating the Dashboard



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
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Race Dashboard
Menu Search

Dashboard Tips & Tricks



Dashboard Settings

● Menu Size
● Entire Dashboard
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Dashboard Tips & Tricks

Profile          Dashboard Settings



Race Dashboard

 On Your Dashboard 31

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      

Easy for a participant (they’re saved in the profile) and generally 
recommended to add as a best practice.



Race Dashboard

Participant Report 

3333 Reports          Participants          View Participants

Participant management 
can occur here as well
● Refunds
● Deferrals
● Transfers
● Info edits

● Search Past Events 
● Search All Fields can be 

used for more specific 
searches

Primary way to view your participants in your race



Race Dashboard

Customize 
Participant Report 

3434 Reports          Participants          View Participants

● Customize Views

● All boxes that are orange 
will be added to the report 
when you update

● Export reports in a variety of 
formats

REPORT OPTIONS EXPORT  OPTIONS



Race Dashboard

Enable Donations
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● Turn on Donations

● Customize logo and 
add details

● Donation Levels

Donations          Setup/General Settings



Race Dashboard

Coupons
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Step 1 | Name your code

Step 2 | Determine discount (% or $)

Step 3 | Choose discount type

Step 4 | Eligibility dates

Step 5 | Apply code to items

Step 6 | Set up restrictions

Financial           Pricing         Coupons



Race Website 
Your race page! It’s mostly complete.
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Race Website
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Race Website/Page
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To enhance it you can:
● Showcase your brand 
● Add unlimited content 
● Organize
● Include key information 
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Race Website
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Race Theme

Choose your Race Template:

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

41

 Race        Race Website         Race Theme          Banner Image

Custom Banner Size: 
2000 x 800
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Additional Page Features
Race Website
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help.runsignup.com/support/solutions

Customize the Event 

Add Additional Information  



Free 
Upgraded Features
Take your site to the next level! 



Race Website

Website V2
A robust website builder
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● Customizable website builder

● Built-in registration, race info, 
and fundraising tools

● Image Gallery, Image uploads,

● Mobile-friendly pages for 
participants and donors

Race          Website V2         Website Builder      
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Core Features
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Email V2           Send Emails 

● Professional email editor with flexible 
layouts

● Audience targeting and recipient 
management

● Scheduling, previews, and test sends

● Built-in performance tracking and insights

Email Setup + Marketing 



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


