
 
 

 

 

 

   
  

 
 

 

   
 This manual supplies a detailed walk-through for several aspects of the “Corporate Teams” feature that is 

available on www.RunSignUp.com.  Topics include enabling and setting up corporate teams for race directors, 
creating and managing corporate teams as a captain, joining a corporate team as a runner, and much more. 
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This index serves as a navigational tool for the entire “Corporate Teams: Instruction Manual”.  Once you have found 

the topic you are interested in learning more about, click on that topic and you will be brought to the desired section. 

 

Corporate Teams 

Race Directors 

How to Set Up Corporate Teams 

How to Create Corporate Team Types 

How to Create a Corporate Team 

How to Manage a Corporate Team 

How to View Invoices and Payments 

Captains 

How to Create a Corporate Team 

How to Manage a Corporate Team 

How to View Invoices and Payments 

Runners 

How to Join a Corporate Team 
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Corporate teams are typically geared towards large events, and have the ability for 

companies and other associations to pay for their employees or members.  This setup 

makes corporate teams a great way for organizations to encourage their employees and family members to 

participate in various race events, and is why they often coincide with health and wellness campaigns.  If you are a 

race director interested in setting up corporate teams for your race, begin by going to your race’s dashboard. 

 

SETTING UP CORPORATE TEAMS 

Under the “Participants” tab of the race dashboard, go to the 

sub-heading for “Corporate Teams”, and open up the section 

labeled “Set up Corporate Teams”.  From here you can enable and customize the corporate teams that will be created 

for your race. 

 

 
 

Custom Wording 

Since all uses of the “Corporate Teams” feature may not always fall into the category of “Corporate Teams”, the first 

option that is given to you is to edit the way in which this feature will appear in wording.  For instance, instead of it 

reading as “Corporate Team”, you can change it so it reads something like “Family Group” or perhaps “Friend 

Squadron”.  Just be sure that whatever you enter in as the name makes sense when an “s” is added to the end of it to 

make it plural.  For example “Team of Friends” would not work because it 

would then be given two s’s in plural situations (ex: “Team of Friendss”).  

For the purpose of this how-to however, we will continue to refer to this 

function as a “Corporate Team”. 

 

Payment Methods 

Next, select the “Payment Methods” that will be permitted 

for all “Corporate Teams”.  You can allow the team to pay by 

use of a credit card at the time of team setup, allow the 

team to pay for their team later by using a credit card, 

and/or allow the team to pay later by cash or check.  If you 

are allowing teams to pay later by cash or check, use the 

“Offline Payment Instruction” box to indicate how teams should go about making offline payments (ex: include the 

mailing address where all cash and check payments should be sent, and specify who or what checks should be made 

out to).  Also, keep in mind that at least one “later” payment method must be selected. 
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Below the “Payment Methods”, you can require that team pay for the initial fees of their corporate team at the time 

of setup.  For this requirement to be enabled, you must allow the team to pay by credit card at the time of team 

setup. 

 

Processing Fee 

After that, decide how the processing fee will be handled for 

corporate teams.  Indicate whether it will be paid in full by 

the race, split between the race and the team, or be paid in 

full by the team. 

 

Team Registration Options 

In the section for Team Registration Options, you can: 

1) Allow any user to create a new corporate team 

2) Require that all teams create a code that registrants 

must enter before joining a team 

3) Disable the pop-up box that asks users about joining a 

corporate team during the sign up process 

4) Decide whether captains will be allowed to remove 

team members 

 

Next, specify the dates when “Team Creation” will open, as well as the date when “Team Creation” will close.  And 

then, specify the dates when “Team Joining” will open, followed by the date when “Team Joining” will close. 

 

Team Types 

The final step in setting up corporate teams involves creating the “Team Types” for your corporate teams.  This 

process is explained with more detail in the section for “How to Create Corporate Team Types”. 

 

Remember to “Save the Settings” when you are done making changes to your corporate team set up. 

 

VIEWING CORPORATE TEAMS 

After enabling/setting up corporate teams, you can click on the “View Race Page” button near 

the top of the page, and you will see that a tab for “Corporate Teams” has now been set up on 

your race page. 

 

DISABLING CORPORATE TEAMS 

By default, corporate teams are not enabled until you set them up.  

If you have corporate teams set up for your race, and then decide 

that you do not want to allow corporate teams anymore, you can 

go back into “Set Up Corporate Teams”, and click “Disable 

corporate teams”. 

 

IMPORTANT: By clicking “Disable Corporate Teams”, all corporate team information will be wiped out (ex: corporate 

team settings, team types, teams that have been created, etcetera). 
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CREATING TEAM TYPES 

Corporate Team Types allow race directors to create several 

different types of teams for team creators to choose from.  

The ability to customize these various team types is ideal for creating different levels of corporate sponsorship. 

Note: This section focuses on a specific aspect of corporate team setup for race directors.  If you are a race director 

who needs to learn the basics of corporate team set up, please refer to the section for “How to Set Up Corporate 

Teams”. 

 

General Settings 

To begin corporate team type creation, enter in the name of your first team type, and 

give a description of that team type if necessary. 

 

Input the “Team Setup Fee”, and indicate whether this team type requires you, as the 

race director, to manually set up this type of team. 

 

Set the number of “free registrations included” that is not dependent on event. 

Note: These “free registrations” can be used for any event that makes up your race, 

and will be in addition to the event specific “free registrations” you can set later.  If 

you want to specify “free registrations” strictly by event, leave these set to zero (“0”). 

 

Next, you can set a cap on the maximum number of team members allowed in this 

group overall, if necessary. 

Note: Regardless of the event specific maximums that can be set later, this team type 

will not allow for the registration of members after the “maximum number of team 

members” indicated here is reached. 

 

Team Joining Date Restrictions 

For any team type, you can enter in specific open 

and close dates for “Team Joining”, and these dates 

will override those set previously in the section for 

“Team Registration Options”. 

 

Member Payment Cutoff Date 

If you enter in a “Maximum Team Payment Date”, 

then corporate teams will not be able to pay for any 

members who join after this date has passed.  

Instead, that member will need to pay the 

registration fee him/herself. 

 

Event Customization 

For each event in your race, you can decide whether or not team members will be allowed to join that particular 

event.  To allow members to join, leave the box unchecked. 
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Set the number of “free registrations included” for registrants of each individual event, and keep in mind that this is in 

addition to the non-event-specific “free registrations included” that was set prior.  This means that if you set the non-

event-specific “free registrations” to 100, and the event specific “free registrations” to zero, then 100 people can use 

the “free registrations” towards this event, or any other available event.  However, if you leave the non-event-specific 

“free registrations” to 100, and set the event 

specific “free registrations” to 50, then 150 

people can use the “free registration” towards 

this event, but of that 150, 100 of them could 

also choose to use the “free registration” 

towards another available event.  To strictly 

control the number of “free registrations” 

allowed per event, set the non-event-specific 

“free registrations” to zero, and enter in the 

event specific “free registrations” accordingly. 

 

Next to that, you can enter in the maximum 

number of team members allowed per 

individual event.  Unlike the “free registrations”, 

this number will not be in addition to the overall 

maximum that was an option earlier.  The 

purpose of this is to allow you to say, for 

example, that of the 200 possible members of 

this team, no more than 110 of them can be in the 5K, and no more than 130 can be in the 10K; this would be useful 

for giving people interested in either event an opportunity to join this team. 

 

To have the individual event maximums be observed as the actual maximums, simply leave the overall maximum 

space blank, and fill out the event maximums accordingly. 

 

Pricing 

After all of the available “free registrations” are spoken for, or if all “free registrations” are set to zero and therefore 

are not an option, you can still allow members to join the group and register at a discounted price. 

 

To do this, simply enter in the date and time when a discounted event pricing will end, and then indicate the 

discounted price. 

Note: In the table provided, the current registration periods and the prices associated with them are available as a 

reference to you while setting up a team type’s discounted pricing. 

 

You can set up as many discounted pricing windows as needed by clicking “Add Row”, and you can delete any of the 

pricing windows by clicking on the “X”. 

 

Continue to customize any remaining events within the team type.  Create 

as many team types as you would like by clicking “Add New Team Type”, 

and remove any unwanted team types by clicking “Delete Team Type”.  

When you are finished, be sure to click “Save Settings” at the bottom of the page. 
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CREATING A NEW TEAM 

If you are a race director who needs to set up a corporate 

team for your race, start by going to the “Participants” tab 

of the race dashboard, go to the “Corporate Teams” subheading, and open up the section labeled “Create New 

Corporate Team”. 

Note: You will need to have gone through the “set up corporate teams” process in order to enable corporate team 

creation. 

 

 
 

Initial Team Creation 

Begin by entering in the team’s unique name, and select one 

of the team types from those available to create. 

Note: You can learn more about what each team type 

includes by referring to the description box provided. 

 

If you would like, or if you made it a requirement when you set up corporate teams, 

you can also enter in a code that all registrants must enter in order to join this 

corporate team. 

 

Event Costs 

In the “Event Costs” section, you can enter in 

the percentage of the event costs that the 

team will pay for members.  Enter in a zero 

(“0”) if the member will be paying the entire 

amount needed for registration, enter in one 

hundred (“100”) if the team will be covering 

the entire cost of the member’s registration, 

or enter in any other number to cover that 

percentage of the member’s registration. 

 

If you set up the team to pay for a 

percentage of the member’s event costs, you 

can use the calendar to designate when that 

team will stop paying for additional team 

members, or you can enter in the maximum 

number of members that team is going to 

cover.  If you enter in both an end date and a 

maximum number, then the cost coverage will cut off with whichever parameter is reached first.  If you leave both of 

these fields blank, no limits will be placed on that team’s percentage payments. 
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Family/Friends Settings 

Use the check box to set whether or not family 

members and/or friends are allowed to join this 

team. 

 

If you check the box (which means you allow for 

family and/or friends to join), then you can set 

the maximum number of additional registrants 

an employee can register for that team, and the 

text box can be edited to give any further details related to registering family members and/or friends. 

 

Corporate Team Setup Payment 

When you click “Continue”, you will be brought to the 

payment information for that corporate team.  At this 

point you can choose to either “Pay Now Using a Credit 

Card”, or you can choose to let the team “Pay Later”.  

Once you have a payment method selected, hit “Create 

Team”. 

 

Note: If you customized corporate teams so that the 

teams must pay for the initial fees at the time of setup, then you will only be shown the option to “Pay Now Using a 

Credit Card”. 

 

After hitting the “Create Team” button, you will be given confirmation 

that your team has now been created. 

 

Corporate Team Management 

If you click on “Go to Team Page”, you will be brought to the newly 

created team’s page.  Here you can manage all aspects of that particular 

corporate team.  For a detailed run-through of what you can do on the 

corporate team’s page, please refer to the section for “How to Manage a Corporate Team for Race Directors”. 

 

 
 

This section focuses on managing a corporate team as a race 

director, if your race does not currently have any corporate 

teams created, you can make one by following the steps 

outlined in the section “How to Create a Corporate Team for Race Directors”. 

 

MANAGING CORPORATE TEAMS 

Once there is a corporate team created for your race, you can then go in and manage that corporate team.  To begin, 

go to the “Participants” tab of your race dashboard. 
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Next, click on the sub-heading for “Corporate Teams”, open up the section for “View Corporate Teams”, and when you 

find the corporate team you would like to manage, click on the team link in the left-hand column. 

 

 
 

Edit Original Set Up and Advanced Options 

By hitting the button for “Edit Team”, you will bring up all of the fields that were filled in 

when the corporate team was first created (“team name”, “team type”, “team code”, 

“event costs” information, and “family and/or friend settings”).  Also within this pop-up window, you will find a few 

additional fields, located under the “Advanced Options” section. 

 

You can hide the team from the public list so that only users with the 

link to that team page can join the corporate team. 

 

You are given the ability to set the priority level for displaying that team 

on the public teams list. 

Note: Teams with higher priority numbers will be displayed first, and 

then arranged alphabetically (ex: a team with “8” as its priority number 

will appear higher on the list than a team with “7” as its priority 

number). 

 

A custom URL can be created for a corporate team so that it is easy to 

remember and share. 

 

You can also allow non-employees to register without an employee if necessary. 

 

If you make any changes in this section, be sure to click “Save” at the bottom of the pop-up window.  If you want to 

close the pop-up window without saving your changes, click on either the “X” in the upper right-hand corner, or on the 

button marked “Cancel” at the bottom of the pop-up. 

 

Set Up Member Questions 

Next, you can “Setup 

Member Questions”.  

These questions will be asked in addition to any existing registration 

questions, and will only be asked to members registering within this 

corporate team. 

 

After clicking “Add Question”, member questions can be set up in the 

same manner as normal registration questions. 

 

When you are finished with the question setup, remember to hit “Save 

Questions”, or, if you do not want to save the changes, you can click “Discard Changes and go to Team Page”. 
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Team Members 

You can view a brief team member summary, which includes a ratio 

of the number of employee members to the number of total 

members, as well as the number of free entries used. 

 

The “Join” button will take you to the registration page for that 

corporate team. 

 

If you click on the button for “View Members”, you can do a search of all of the members that make up that team.  By 

clicking “Remove”, you can remove any members that do not belong on that team.  And the 

“Download All as CSV” link will allow you to download the full list of members on that team 

as a CSV. 

 

On the “View Members” page you can also “Manage Competitive 

Teams”. 

 

Lastly on the “View Members” page, previously registered members can be 

added to your team by clicking on the button for “Add a Team Member”.  A 

pop-up will appear where you can search for the registrant by first name, last name, or email.  After clicking “Add”, 

filling out their team joining information, and hitting “Add Member”.  You will then see that their name has been 

added to the list of members on this team. 

 

Setting the Logo 

On to the team page, you can upload a team logo by clicking “Change Logo”, choosing the correct file, 

and clicking “Upload Logo”. 

 

Payment Summary 

A “Payment Summary” is available to you, and you are given the option to “View 

Invoices and Payments”.  For more information on viewing invoices and 

payments, please refer to the section titled “How to View Invoices and Payments 

for Race Directors”. 

 

Corporate Team Store Purchases 

Listed separately from the invoices and payments are the corporate team store 

purchase orders.  On the team page, these can be viewed by clicking on the 

links in the section for “Corporate Team Store Purchases”. 

 

Adding/Removing Captains 

To input additional captains for a team, make sure that the user you would like 

to make a captain has previously set up an account on RunSignUp, and enter in 

the email address that they created their account under in the box provided. 
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You can remove any captain from the team by 

clicking “remove” followed by “Yes, Remove”.  And 

if you click on the button for “Show Changes”, you 

will be able to see a summary of all the team captain 

changes pertaining to that team. 

 

Questions Responses 

If you had any questions set up for captains to answer while creating a corporate team, you can view the responses to 

them in the section labeled “Question Responses”. 

Note: This section will not show up if the team did not answer any registration questions. 

 

 
 

VIEWING INVOICES AND PAYMENTS 

As a race director whose race employs corporate teams, 

you can go to the “Participants” tab of your race 

dashboard, click on the sub-heading for “Corporate Teams”, open up the section for “View Corporate Teams”, and 

when you select a team link in the left-hand column, then you can go 

in and “View Invoices and Payments” associated with that team. 

 

Miscellaneous Charges 

The first section on the “View 

Invoices and Payments” page 

deals with miscellaneous charges.   

These miscellaneous charges are 

set forth only by the race director, 

and they give you the ability to 

include both additional fees 

and/or discount fees. 

 

If you would like to create a miscellaneous charge, begin by 

hitting the button for “Add Miscellaneous Charge”.  In the 

“Charge” box, enter in the amount of the charge, and keep in 

mind that negative amounts can be entered in order to 

represent a discounted amount for that team. 

 

Next, give a brief description of the charge, and if necessary, 

you can fill out the full description in the box that follows.  

Finally, create the miscellaneous charge by clicking “Save 

Miscellaneous Charge”.  Note: You can always go back and 

make changes to existing miscellaneous charges by hitting “Edit Charge”. 
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Unpaid Invoices 

In the “Unpaid Invoices” section, you can hit “Generate 

Invoice” and review the main details pertaining to that 

invoice.  Then, by clicking on the field for “Due Date”, a 

calendar will allow you to select the date when that 

invoice should be paid by the team’s captain.  At this 

point, if you would like to create an invoice from the 

information listed here, click once again on the button 

for “Generate Invoice”. 

 

Once you hit “Back to Team 

Payments Page”, the newly 

generated invoice will appear 

among your unpaid invoices, and in a case where there are more than one unpaid invoices, you can click on “Merge 

Invoices” to create a single invoice made up of all of the unpaid invoices. 

 

By clicking on “Pay Now”, you can view the details related to a selected invoice.  This will 

include the actual invoice amount, were it to be paid offline, as well as the invoice amount 

with the processing fee, if the invoice were to be paid online. 

 

If the payment for the invoice was covered offline, you can enter in the 

amount paid, check off the box to confirm that this payment was made 

offline, and then hit “Record Offline Payment”. 

 

If you would like to make the payment for this team’s invoice by credit 

card, you can enter in the credit card information near the bottom of the 

page, and pay the designated amount. 

 

You will then receive confirmation that your payment was made, and when 

you hit “Back to Payments”, the newly paid invoice will be listed among that 

team’s “Payments” section. 

 

Payments 

In the “Payments” section, you can click on “View Payment” in order to see the 

details regarding each payment that was made, and by clicking on the “Back to 

Payments” button, you will return to the “View Invoices and Payments” main page. 

 

If you click on “Back to Team Page”, then you can manage all other aspects of 

that corporate team. 

 

For more information on corporate team management, please refer to the section for “How to Manage Corporate 

Teams for Race Directors”. 
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CREATING A NEW TEAM FOR CAPTAINS 

If you are a looking to set up a corporate team as a captain, 

begin by opening up the tab for “Corporate Teams” on the 

desired race page, and click on the button for “Create a New Team”. 

Note: If the “Corporate Teams” tab is not available to you, then corporate 

teams are not enabled for this race. 

 

Initial Team Creation 

Begin by entering in your unique team name, and select one 

of the team types from those available to create. 

Note: You can learn more about what each team type 

includes by referring to the description box provided. 

 

If you would like, you can also enter in a code that all registrants must enter in order to join your corporate team. 

Note: While code setup is often optional, there are some races where the race 

director will insist that all captains create an entry code for their team.  For these 

instances, you will be notified before moving on if you need to create a code. 

 

Event Costs 

In the “Event Costs” section, you can enter in the percentage of the event costs that 

the team will pay for members.  Enter in a zero (“0”) if the member will be paying the 

entire amount needed for 

registration, enter in one 

hundred (“100”) if the team 

will be covering the entire 

cost of the member’s 

registration, or enter in any other number to cover that 

percentage of the member’s registration. 

 

If you offered to pay a percentage of the member’s event costs, you can use the calendar to designate when you will 

stop paying for additional team members, or you can enter in the maximum number of members you are going to 

cover.  If you enter in both an end date and a maximum number, then the cost coverage will cut off with whichever 

parameter is reached first.  If you leave both of these fields blank, no limits will be placed on your percentage 

payments. 

 

Family/Friends Settings 

Use the check box to set whether family members 

and/or friends are allowed to join this team or not.  

If you check the box, allowing for family and/or 

friends to join, you can set the maximum number 

of additional registrants an employee can register 
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for the team, and you can use the text box to write in any further details related to registering family members and/or 

friends. 

 

Corporate Team Setup Payment 

When you click “Continue”, you will be brought to the 

payment information for your corporate team.  At this 

point you can choose to either “Pay Now Using a Credit 

Card”, or you can choose to “Pay Later”.  Once you 

have a payment method selected, hit “Create Team”. 

 

Note: The race director does have the ability to 

customize corporate teams so that the teams must pay 

for the initial fees at the time of setup.  If this is the case, you will only be shown the option to “Pay Now Using a Credit 

Card”. 

 

After hitting the “Create Team” button, you will be given confirmation that 

your team has now been created. 

 

Corporate Team Management 

If you click on “Go to Team Page”, you will be brought to your newly 

created team’s page.  Here you can manage all aspects of your personal 

corporate team.  For a detailed run-through of what you can do on your 

corporate team’s page, please refer to the section for “How to Manage a Corporate Team for Captains”. 

 

 
 

This section focuses on managing a corporate team as a 

captain.  If you need to learn how to create a corporate team 

for which to become the captain of, please refer to the 

section for “How to Create a Corporate Team for Captains”. 

 

MANAGING CORPORATE TEAMS 

Once you are the captain of a corporate team, you can 

then go in and manage that team.  To begin, go to the 

race page that your corporate team is set up for, and 

click on the tab marked “Corporate Teams”.  Find your corporate team from the list provided, and click on the team 

link in the left-hand column. 

 

Edit Original Set Up and Advanced Options 

By hitting the button for “Edit Team”, you will bring up all of the fields that were filled in 

when the corporate team was first created (“team name”, “team type”, “team code”, 

“event costs” information, and “family and/or friend settings”).  Also within this pop-up window, you will find a few 

additional fields, located under the “Advanced Options” section. 
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A custom URL can be created for a corporate team so that it 

is easy to remember and share. 

 

You can also allow non-employees to register without an 

employee if necessary. 

 

If you make any changes in this section, be sure to click “Save” at the bottom of the pop-up window.  If you want to 

close the pop-up window without saving your changes, click on either the “X” in the upper right-hand corner, or on the 

button marked “Cancel” at the bottom of the pop-up. 

 

Set Up Member Questions 

Next, you can “Setup 

Member Questions”.  

These questions will be asked in addition to any existing registration 

questions, and will only be asked to members registering within this 

corporate team. 

 

After clicking “Add Question”, member questions can be setup in the same 

manner as normal registration questions. 

 

When you are finished with the question setup, remember to hit “Save 

Questions”, or, if you do not want to save the changes, you can click 

“Discard Changes and go to Team Page”. 

 

Captain Store 

Within the “Captain Store”, you can view items that are available for purchase exclusively for team captains (such as 

tents, services, and other items).  Back on the team page, all corporate team 

store purchases can be viewed by clicking on the links at the bottom of the 

page. 

 

 

Team Members 

You can view a brief team member summary, which includes a ratio of 

the number of employee members to the number of total members, 

as well as the number of free entries used. 

 

The “Join” button will take you to the registration page for that 

corporate team. 

 

If you click on the button for “View Members”, you can do a search of all of the members 

that make up that team.  By clicking “Remove”, you can remove any members that do not 

belong on that team.  And the “Download All as CSV” link will allow you to download the 

full list of members on that team as a CSV. 
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On the “View Members” page you can also “Manage Competitive 

Teams”. 

 

Lastly on the “View Members” page, previously registered members can be 

added to your team by clicking on the button for “Add a Team Member”. 

 

A pop-up will appear where you can search for the registrant by first name, last name, or email.  After clicking “Add”, 

filling out their team joining information, and hitting “Add Member”.  You will then see that their name has been 

added to the list of members on this team. 

 

Setting the Logo 

On to the team page, you can upload a team logo by clicking “Change Logo”, choosing the correct file, 

and clicking “Upload Logo”. 

 

 

Payment Summary 

A “Payment Summary” is available to you, and you are given the option to “View 

Invoices and Payments”.  For more information on viewing invoices and 

payments, please refer to the section titled “How to View Invoices and Payments 

for Captains”. 

 

 

Corporate Team Store Purchases 

Listed separately from the invoices and payments are the corporate team store 

purchase orders.  On the team page, these can be viewed by clicking on the 

links in the section for “Corporate Team Store Purchases”. 

 

 

Adding Captains 

To input additional captains for a team, make sure that the user you would 

like to make a captain has previously set up an account on RunSignUp, and 

enter in the email address that they created their account under in the box 

provided. 

 

If you click on the button for “Show Changes”, you will be able to see a summary of all the team captain changes 

pertaining to that team. 

 

Questions Responses 

If there were any questions set up for you to answer while creating a corporate team, you can view the responses to 

them in the section labeled “Question Responses”. 

 

Note: This section will not show up if your team did not answer any registration questions. 
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VIEWING INVOICES AND PAYMENTS 

As the captain of a corporate team, you can view invoices, 

as well as, the payment information associated with your 

corporate team, by going to the “Corporate Teams” tab, clicking on 

your team link, and then hitting the button marked “View Invoices 

and Payments”.  

 

Miscellaneous Charges 

On the “View Invoices and Payments” page, 

the first thing you will see is a list of all of the 

miscellaneous charges applied to your team.  

Miscellaneous charges are set forth by the 

race director, and can consist of either 

additional fees or discounted fees. 

 

Unpaid Invoices 

In the “Unpaid Invoices” section, you can hit “Generate Invoice” and review the 

main details pertaining to that invoice.  If you would then like to create an 

invoice from the information listed there, simply click, once again, on the button for “Generate Invoice”. 

 

Once you hit “Back to Team 

Payments Page”, the newly 

generated invoice will appear 

among your unpaid invoices.  At this point, if you have more than one unpaid invoice, you can click “Merge Invoices” 

to create a single invoice made up of all of your unpaid invoices. 

 

By clicking on “Pay Now”, you can view the details related to a selected invoice, enter in 

your credit card information, and pay the designated amount. 

 

You will then receive confirmation that your payment was made, and when 

you hit “Back to Payments”, the newly paid invoice will be listed within your 

team’s “Payments” section. 

 

Payments 

In the “Payments” section, you can click on “View Payment” in order to see the 

details regarding each payment that was made, and by clicking on the “Back to 

Payments” button, you will return to the “View Invoices and Payments” main page. 

 

By clicking on “Back to Team Page”, you can manage all other aspects of your 

corporate team.  For more information on corporate team management, 

please refer to “How to Manage Corporate Teams for Captains”. 
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JOINING A CORPORATE TEAM 

The process of joining a corporate team is very similar to 

registering for a race, though there are a few extra steps.  

First off, instead of clicking on the “Sign Up” button or on the “Sign Up” tab, you will instead want to go to the 

“Corporate Teams” tab. 

 

Search for the team name that you would 

like to join, or find it manually in the table 

below.  If you click on the team name, then 

you will be brought to the individual listing 

for that corporate team, and if you click on 

the button marked “Join”, then you can begin the registration process for that corporate team. 

 

Registration 

As you go through the first step of registration for a corporate team, the 

only noticeable difference will be across from the event selection check 

boxes.  Here you will be able to click on “Corporate Team Pricing” and view the details about joining this corporate 

team. 

 

Code Entry 

If you continue along to the next step of registration, you may be 

asked to enter in a code that allows you to join this corporate team.  If 

you do not have this code, you will not be able to register for this 

corporate team. 

 

Note: Code entry is an option that can be enabled or disabled by the race director or team captain, so it may not 

always be asked of you. 

 

Member Status 

Next, you will be asked to indicate whether 

you are an employee, or a non-employee 

who is authorized to join this team. 

 

Note: In some cases, “non-employees” will not be allowed to register for a corporate team without registering at the 

same time as an employee. 

 

IMPORTANT: Since “Corporate Teams” are not always limited to use by corporations, and may exist under other names 

(ex: “Family Teams”, “Friend Squadrons”, etcetera), the term “employee” may be used loosely to simply mean someone 

who is permitted to join the team. 
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Registration Questions 

Also on this step, if any registration questions are associated with this corporate team, then they will be listed below.  

If you are required to answer any of these questions, they will be marked with an asterisk (*), and you will not be able 

to continue on with registration until after providing a response. 

 

Checkout 

As you continue on, registration will proceed as usual, and the only remaining addition to the process appears on the 

checkout page, where you will find that the information pertaining to your corporate team has been included. 


