
 
 

 

 

 

   
  

 
 

 

   
 Within this document you will find detailed instructions regarding several aspects of referral tracking on 

www.RunSignUp.com.  This manual covers topics for race directors and runners, and is intended to make your 
experience with RunSignUp as easy and hassle-free as possible. 
 
If more information is needed on the topics addressed in this manual, or if you have any further 
questions/suggestions, please feel free to contact us at info@runsignup.com 
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This index serves as a navigational tool for the “Referral Tracking: 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. 

 

Race Directors 

How to Set Up Referral Tracking 

How to Manage Referral Codes 

How to Set Up the “Top Referrers” Widget 

How to Embed Widgets 

 

Runners/Partners 

How to Become a Referrer 

How to Resend the Confirmation Email 
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REFERRALS 

One of the key factors that play into increasing race 

participation is referrals.  With registrants convincing friends 

to sign up with them, running stores or clubs spotlighting your race in newsletters, or other organizations featuring 

your race on their website, referrals help to spread the word about your race day, and help drive up participation. 

 

To encourage race promotion even more, RunSignUp allows you to enable referral tracking, which you can use to 

create friendly competitions between race referrers. 

 

REFERRAL TRACKING 

Under the “Social” tab of the race dashboard, you will find a section labeled “Referral Tracking”.  In this section, you 

will be given two options; you can either select “Set up Referral Tracking” or “Manage Referral Codes”.  In order to 

enable or disable referral tracking, you will want to click on the header for “Set up Referral Tracking”. 

 

 
 

SET UP REFERRAL TRACKING 

In the “Set up Referral Tracking” section, you will be able to enable referral tracking for your race by checking off the 

box next to “Allow Referral Tracking”.  This will allow you to generate codes for participating members either 

manually, automatically, or both, and you can track the number of registrations from each member (as is explained in 

the section labeled “How to Manage Referral Codes”). 

 

 
 

Below that, in the “Referral Options” section, you can set up your race so that a unique referral code is automatically 

created for each of the individuals registering into your race.  If you check off the box next to “Automatically set up 

referral codes for Facebook, Twitter, and other shared links”, then all Facebook and Twitter share links on the 

registration confirmation page will also be updated to include the registered participant’s referral code. 

 

Note: In instances where two or more registrants are signing up together, the referral code will be made in the name of 

the registrant listed first.  Also, users who registered before this box was checked will not have a unique referral code 
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created for them automatically.  However, as the race director, you can create referral codes for anyone (as is 

explained in the section labeled “How to Manage Referral Codes”). 

 

 
 

Also in the “Referral Options” section, if at any point you would like to embed the RunSignUp “Top Referrers” widget, 

then you will need to check off the “Enable Top Referrers Widget”.  More information on the “Top Referrers” widget 

can be found in the section “How to Embed the” Top Referrers” Widget”. 

 

If you have made any changes to the options on this page, then make sure you click 

“Save Settings” in order for them to go into effect. 

 

Disabling Referral Codes 

If, for any reason, you need to disable referral codes entirely, simple remove the check from the “Allow Referral 

Tracking” box. 

 

 
 

REFERRAL CODE MANAGEMENT 

Once referral codes are set up, you will be able to track how 

well each referrer is doing, create new referral codes, edit or 

delete existing referral codes, and download all referral code information as a CSV.  If you have not yet set up referral 

tracking, then you can do so by following the steps outlined in the section “How to Set Up Referral Tracking”. 

 

MANAGE REFERRAL CODES 

Under the “Social” tab of the race dashboard, you will find a section labeled “Referral Tracking”.  In this section, you 

will be given two options; you can either select “Set up Referral Tracking” or “Manage Referral Codes”.  In order to 

view, edit, and update your referral codes, you will want to click on the header for “Manage Referral Codes”. 
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Locating Referral Codes 

At the top of the “Manage Referral Codes” section, you will be able to search for specific referral codes by 

“Description”, “E-mail”, the “Referral Code” itself, referral codes “since” a certain date, and/or referral codes “until” a 

certain date.  After clicking “Search”, the table below will be updated to show you the referral codes relevant to your 

search terms. 

 

Note: If you use either the “Referrals Since” or the “Referrals Until” parameters, the results will show only the referral 

codes that have been used at least once.  If you are searching for an unused referral code, then do not use either of 

these two parameters. 

 

 
 

Also, if a registrant is in need of figuring out what their own personal referral code is, then instead of using the search, 

you could direct them to their registration confirmation email, which will contain this information.  If they have 

deleted the confirmation email, they can always have it resent, as is explained in the section “How to Resend the 

Confirmation Email”. 

 

Viewing Referral Codes 

The table in the “Manage Referral 

Codes” section will first show you 

the “Description” of the referral 

code, followed by the “Type” of 

code it is; “User” codes indicate an 

automatically generated 

registrant’s code, while “Other” 

codes indicate manually generated 

codes.  The email address 

associated with that code will be listed in the table as well (if applicable), and the “Code” column will contain all of the 

unique referral codes. 

 

The next four columns of the table will give you the usage information for each individual referral code.  You will be 

able to view the totals for “Race Page Views”, “Sign Up Page Views”, “Completed Registrations”, and “Cleared 

Registrations”.  Also, by clicking on any of the columns within the table, you can sort the information in either 

ascending or descending order. 
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In the “Actions” column of the table, you will find buttons for editing, deleting, and viewing the links for 

each referral code.  If you click on the “Links” button in line with any one of the referral codes, you will 

find the “Race Page” and “Race SignUp Page” links with their corresponding referral code included.  

These links can be used by the referrer to increase their referral totals. 

 

Downloading Referral Codes 

The entire table of referral code information, along with monetary information linked to each referral code, is 

available for download as a CSV.  This can be done by clicking “Download All as CSV”. 

 

Note: This information will be downloaded in its entirety even if search parameters are set. 

 

Creating Referral Codes 

In some cases, you may need to manually create a referral code for non-registrants or registrants who signed up with 

a group.  This can be done from the “Manage Referral Codes” section. 

 

Note: When registrants sign up as a group, only the first registrant listed will have a referral code created for them. 

 

In order to create a new referral code, begin by clicking on the button 

labeled “Add a Referral Code”.  At that point, a box will pop up in which you 

will need to enter in a “Referral Description” (ex: a registrant’s name such as “Dante Zist” or an organization such as 

“May Dup Running Store”).  You will also have the option to include an email address associated with that referral 

code. 

 

When you are finished, click on the button 

marked “Add Referral”, and you will receive 

confirmation that the code was added, as 

well as the code itself.  You can then hit 

“Close”, and you will find that the new 

referral code is now listed among those in 

the table. 

 

Editing Referral Codes 

If you click on the “Edit” button in line with any of the referral codes listed in the 

table, a pop up box will allow you to modify the “Referral Description” and/or the 

email address associated with that referral code. 

 

Once you are finished making the necessary changes, click on the button marked “Update Referral”, and you will 

receive confirmation that the code was updated.  You can then hit “Close”, and you will find that the updates on that 

referral code are now reflected in the table. 

 

Deleting Referral Codes 

If you click on the “Delete” button in line with any of the referral codes 

listed in the table, a pop up box will allow you to delete that referral code.  Once you are sure that this is the referral 

code you need to delete, then click on the button marked “Delete Referral Code”, and you will receive confirmation 
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that the code was deleted.  You can then hit “Close”, and you will find that the referral code no longer appears in the 

table. 

 

 
 

THE TOP REFERRERS WIDGET 

RunSignUp’s “Top Referrers” widget is a feature that you can 

add to your personal website in order to display the “Top 

Referrers” for your race.  This widget can be customized to display “Top Referrers” in terms of specific dollar amounts 

or simply referral totals, and can be found under the “Social” tab of the race dashboard. 

 

IMPORTANT: This section explains how to set up the “Top Referrers” widget on a race that is already set up for referral 

tracking.  The “Top Referrers” widget will not work on a race that is not set up for referral tracking.  To learn the basics 

of enabling referral tracking, please refer to the section titled “How to Set Up Referral Tracking”. 

 

Enabling the Referrer Widget 

Since the “Top Referrers” widget contains information that certain races may want to keep private, you, as the race 

director, will first need to enable the widget before it will display any results.  To do this, make your way to the sub-

heading for “Referral Tracking”, and then, open up the section labeled “Set up Referral Tracking”. 

 

 
 

Find the section for “Referral Options”, check off the box next to “Enable Top 

Referrers” widget, and click on the button for “Save Settings”. 

 

Embedding the Referrer Widget 

After you have enabled the “Top Referrers” widget, you can go to the “Widget” sub-

heading, and choose “Top Referrers” from the drop down menu labeled “Select Page 

to Embed”. 

 

Next, you will find that the “Top Referrers” widget has a few customizable options 

specific to it, the first of which allows you to set the 

“Number of Referrals” listed.  The choices are “Top 5”, “Top 

10”, “Top 25”, or “Top 50”. 

 

By default, the “Top Referrers” widget will sort the top referrers by the total monetary 

amount they brought to the race through referred users.  However, if you would like to 

sort the top referrers list by the number of referred registrations regardless of race 

profits, then you can click on the check box for “Sort by Registration Count” to indicate “Yes”. 
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The final customization specific to the “Top Referrers” widget allows you to set the 

widget so it displays only “Referrals Since” a certain date, “Referrals Until” a certain date, 

or both. 

 

The general options can be edited in the same manner as with all widgets, and to learn 

more about these options, you can refer to the section on “How to Embed Widgets”. 

 

Disabling the Referrer Widget 

Since the “Top Referrers Widget” contains information that certain races may want to keep private, you, as the race 

director, may find it necessary to disable this feature.  To do this, make your way to the sub-heading for “Referral 

Tracking”, and then, open up the section labeled “Set up Referral Tracking”. 

 

Find the section for “Referral Options”, and remove the check from the box labeled “Enable Top Referrers Widget”. 

 

 
 

WIDGETS 

Widgets allow you to take certain aspects of RunSignUp and 

embed them directly into your personal race website (ex: the 

registration, the race store, the donation page, etcetera).  RunSignUp provides this feature because we do not want to 

become a central site that all running sites point to, but instead, we want to keep runners focused on your race and 

what your independent race website has to offer. 

 

EMBEDDING WIDGETS 

If you go to either the “Social” tab, the “Donations” tab, or the “Store” tab of the race 

dashboard, then you will find the “Widget” sub-heading.  Regardless of how you arrive at 

the “Widget” sub-heading, from there you will have access to all of the widgets available 

for your race. 

 

Begin by choosing the widget you would like to embed from the “Select Page to Embed” 

drop-down menu.  Your choices will be “Race Information”, “Race Registration”, 

“Registration Lookup”, “Race Store”, “Race Donation”, “Race Results”, and “Top Referrers”. 

 

IMPORTANT: The “Top Referrers” widget will not display any information unless “Referral Tracking” is enabled and the 

“Top Referrers” widget is enabled.  To learn more about how to do these two steps, please refer to both “How to Set 

Up Referral Tracking” and “How to Set Up the “Top Referrers” Widget”. 

 

Widget Options 

Depending on the widget you select, it may have its own set of “Widget Options” that allow you to customize certain 

aspects of that widget. 

 

To learn more about the “Top Referrers” widget options, please refer to “How to Set Up the Top Referrers Widget”. 
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General Options 

The “General Options” section of the widget setup page is similar across all widgets.  The first option you can set is the 

“Width” in which you would like the widget to be housed. 

Note: Certain widgets have a minimum width of 600px. 

 

Next, you can type in the names of the 

fonts that you would like to be used for the 

“Main Font” and the “Header Font” of your 

widget. 

Note: Make sure that you enter in the exact 

font names to use, because these names will 

be entered into the code used for 

embedding the widget. 

 

After that, you will have a series of check boxes that you can use to 

customize your widget further.  The first check box will ask you “Do you 

want to hide the menu tabs?” and you can check the box next to “Yes, 

hide menu tabs” if necessary.  This option allows you to remove the 

menu tabs that would normally allow users to jump from race page 

sections such as “SignUp” or “Race Info”, so unless you have a specific reason for hiding these, it is best to leave this 

box unchecked. 

 

You can choose to either show or hide user account links (ex: Profile, 

Running Log, Find a Race, etcetera) by checking off “Yes, hide the user 

account links at the top 

of pages”, and then you 

can decide whether you want the widget to detect and open the mobile 

site.  By checking “Yes, detect mobile users”, this option will cause the 

first widget on the page to redirect the user to the mobile website. 

 

In some cases, in order to make the widget look seamless within your 

race’s independent website, you may want to hide the details that 

would be redundant, such as 

the race name, location, logo, 

and social options.  To do this, simply check off the box next to “Yes, hide race 

top details”.  If you would like to just eliminate the social options from the widget, then click on the following check 

box labeled “Yes, hide social options”. 

 

Click on “Update Options” when you are 

finished, and if you are done 

customizing the widget at this point, 
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then you can click on “Jump to Embed Code”, copy the generated HTML, and paste it into the code for your website.  

However, before copying the HTML code for your site, you may also want to modify the widget style in the section 

below the widget options. 

 

Colors can be edited for each component of the 

widget by first clicking on the check box next to 

that color, and then either editing the 

hexadecimal value manually, or choosing a color 

from the pop-up color palette.  Below the color 

options will be a preview of what the widget style 

will look like.  If, at any point, you want to return 

to the default RunSignUp colors, then click on the 

button for “Reset Colors”. 

 

Note: The widget preview will only show a 

preview of the style elements; fonts and other 

settings will not be reflected in the preview. 

 

When you are finished customizing your widget, 

copy the generated HTML at the bottom of the 

page and paste it into the code for your website. 
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BECOMING A REFERRER 

Certain race directors may hold competitions to see who the 

top referrers are for their race.  If the referral tracking 

feature is enabled for your race, then you will be supplied with a unique referral code that will credit you as the 

referrer any time that a user visits and/or registers as a result of your referral. 

 

Locating Your Personal Referral Code 

The main location where you will find your personal referral code is within your registration confirmation email.  There 

will be a line reading the following: 

 

“We encourage you to invite friends to register as well. It's simple! Just send them this link:” 

 

And below that will be a link 

containing your race referral code 

(“raceRefCode=XXXXXXXX”).  This is 

the link you will want to share with friends and family in order to receive credit as a referrer. 

 

If you have deleted your confirmation email, then please follow the steps in the section for “How to Resend the 

Confirmation Email” in order to retrieve your unique referral code link. 

 

 
 

Note: On the confirmation page, your personal 

referral code is also included in the messages 

generated when you click the Facebook and 

Twitter share buttons.  This way, if you choose 

to use your social networking accounts to 

spread the word about a race, then you will 

also receive credit as the referrer of everyone 

who clicks that link. 
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Being the Top Referrer 

Depending on the race, the “Top Referrer” will either be the person who earned the race the most revenue from their 

referrals, or the person who had the highest total number of referred users register for the race.  In order to increase 

your chances of becoming the “Top Referrer”, share the link with your referral code in it with family and friends who 

may be interested in joining you in the race (ex: including the link in a Facebook status, a tweet on Twitter, a blog 

posting, a monthly newsletter, on the side of blimp, etcetera). 

 

 
 

RESENDING THE CONFIRMATION EMAIL 

In some cases, it may be necessary for you to resend the 

confirmation email for a certain registration.  The most 

common instances of this involve an accidental deletion of the original confirmation email, or a typo in the email field 

of the registration process. 

 

If you find yourself in need of resending the registration confirmation email, 

then simply go to your “Profile” page, click the button for “My Registered 

Races”, and then go to “View Registration”.  Under the “Registration” tab, 

click on the link for “Resend Confirmation E-mail”, and the confirmation 

email will be sent to the email address associated with that registration. 

 


