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This index serves as a navigational tool for “the Race Wizard: 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. 
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R u n S i g n U p  M a n u a l  | 3 

 

 
 

WHAT WE DO 

 

RunSignUp.com is designed to make life easier for Race Directors and Runners. If you have comments, questions or 

suggestions, please contact us at info@RunSignUp.com. 

 

For Race Directors, we provide a simple way for you to create a race webpage and allow runners to sign up for your 

race.  Here are some of the features we offer: 

 

 A simple and fast “wizard” to create a race 

 Your own race webpage (search engine friendly!) 

 A default and customizable waiver 

 A simple URL that stays the same from year to year, for your race webpage 

 The ability to upload your own logo as well as full PDF race brochure (runners can print off your brochure and not 

have to use the online signup) 

 Easy download of race registrations to Excel 

 Low processing fees for runners: 

o $2.00 for checkout fees of $10 or less 

o $2.50 for checkout fees between $10 and $30 

o $3.00 for checkout fees between $30 and $50 

o 6% for checkout fees between $50 and $250 

o 5% for checkout fees between $250 and $1,000 

o and 4% for all checkout fees above $1,000 

 Simple contracts that protect your runners’ registration information and prohibit spam and advertising 

 Full payment of race registration fees collected upon completion of your event 

 

We also have a race widget that you can place on your own website so that runners can register while remaining on 

your website.  You can also enable this widget to be displayed on other websites as well, maikng race registration as 

simple and direct as possible for runners. 

 

For Runners, we provide: 

 

 A very simple, secure and quick way to register for races: 

 Low processing fees 

 No spam or advertising policy (no, we won't ask you to subscribe to magazines) 

 Secure credit card processing; our site does not hold any credit card information! 

 A simple, printable race page 

 Convenient Google Map Directions from your location to race location 

  

mailto:info@RunSignUp.com
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CREATING AN ACCOUNT 

 

Whether you are a race director or a runner, a club officer or a member, the first step to using RunSignUp is creating 

an account.  With an account, you will be able to create or sign up for races and clubs, keep track of your registrations 

and memberships, manage your account information and activity, and much more. 

 

To create your account on RunSignUp, begin by either clicking on the new user’s “SignUp!” in the upper right-hand 

corner of any RunSignUp page, or click on a “Login” link and use the “SignUp!” button next to “Not a RunSignUp user 

yet?” 

 

Note: An account can also be created during the registration process. 

 

After clicking “SignUp!”, you will be brought to the form for signing up as a new user.  Fill out all of the required fields, 

starting with first name, last name, and email address.  This email address will become the login email for your 

account. 

 

Next, enter in a password for your account, and confirm that password in the following text box. 

 

Address, city, country, state, and ZIP code are also required for creating an account.  Your date of birth and phone-

number are optional, though some races may require you to provide this information during their registration process. 

 

Indicate your gender by selecting one of the radio buttons. 

 

If you would like to upload a profile picture, then you can click “Choose File”, and select the desired photo. 

 

Finally, check off the box if you certify that you are at least 18 years old or older, and then click “Register”. 
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GENERAL INFORMATION 

 

This section highlights locations on RunSignUp.com such as the race dashboard, personal profiles, the checkout, and 

other pages that will be referenced regularly throughout this instruction manual. 

 

The Login Box 

Once you have an account set up on RunSignUp.com, 

you will then be able to log into the site for purposes 

such as registering for a race, creating your own race, joining a club, and much more.  To log in, simply click on the 

“Sign In” button for existing users, which is located in the top right 

section of every page on RunSignUp.com, and the login box will 

open up for you. 

 

Enter in the email address you have associated with your account, 

and then type your password into the following text field.  Click on 

the “Sign in to RunSignUp” button, and you will then be logged 

into your account. 

 

From the login box, you are also given the option to reset your 

password, create a new RunSignUp account, and convert an 

existing Facebook login into an actual account (for people who 

used the Facebook login when it was supported on RunSignUp). 

 

The Race Page (Find a Race) 

Each race that is listed on RunSignUp.com has its own unique “race page”.  This is 

where runners can go to learn more information about a race, sign up for that 

particular race, verify their registration, and much more.  

 

In order to get to a specific race’s race page, begin by clicking on the “Find a Race” 

link.  This link is primarily found in the “Runners” box on the home page of 

RunSignUp.com, though it can also be found among the links along the top of the 

page when you are logged in. 

 

On the “Find a Race” page, you will be able to view the race listings in either “List View” or “Table View”.  You can 

freely scroll through the listings in order to see all of the races that are set up on RunSignUp.com, or you can search 

for races by race name, distance, date range, and location. 
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Once you have found the race that you are interested in, click on that race, and you will then be brought to its 

individual race page. 

 

The Race Dashboard 

The race dashboard is where the race director, as well as any users who were given 

full or limited access to the race information by the race director (ex: additional 

directors, timers), will be able to view and edit all aspects of their race. 

 

The dashboard allows for the setup of general race information, race customization, 

and participant data management.  Plus, it offers various social capabilities, there 

are separate sections for handling a race’s donations and store, and the financial tab 

covers everything from reports to coupon setup. 

 

To view the race dashboard for your race, begin by logging in, and then go to “My Races”.  On your “My Races” page, 

you will be able to see all of the races that you have currently created, and if you click on one of them, you will be 

brought to the race dashboard for that race. 

 

 
 

Note: The race dashboard is also accessible from the race page, by using the “Go to Dashboard” link in the upper left-

hand corner. 

 

The Profile Page 

Whenever any user creates an account on 

RunSignUp.com, a profile page is simultaneously 

created for that person.  The profile page allows 

users to modify their personal information, keep 

track of and manage secondary users who have 

been signed up using that account, review and 
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edit the races that they are registered for, and is basically the hub for all of the activity you have done on 

RunSignUp.com. 

 

In order to view your profile page, you will first need to be logged in to your RunSignUp account.  Once you are logged 

in, the home page will have links to your profile inside both the Runners’ and the Directors’ boxes, and on all pages, a 

link to your profile is available to you in the top navigation bar. 

 

Note: There is no difference between the “Profile” link located inside the Runners’ box and the “Profile” link located 

inside the Directors’ box.  They will both bring you to the same “Profile” page, regardless of whether you are a director 

or a runner. 

 

The Checkout (Paying by Credit Card) 

On RunSignUp.com, the checkout refers to any page 

where you enter in your credit card information to 

cover a transaction.  The checkout page will give you 

a detailed breakdown of the entire transaction, 

including individual prices as well as processing fees.  

If there are any purchases listed here that you would 

like to change, the “Edit” button will bring you all 

the way back to the start of your transaction, so that 

you can go through and make adjustments to the 

fields you have already filled out, or you can click on 

the “Back” button, and you will return to the 

previous step. 

 

For certain transactions, you may be given fields for entering in 

coupon codes and/or gift certificates.  In either case, you simply 

need to enter the code into the corresponding text box, and click 

“Apply”.  Note: Only one coupon code can be used per transaction, 

however, multiple gift certificates can be entered in one at a time. 

 

Next there will be a section where you can fill out 

your credit card information.  In this section, 

begin by entering in your first and last name.  

Below that, fill out the fields for your address and 

city.  Using the drop down menus, specify your 

country and state.  Then, enter in your zip code 

in the space provided. 

 

After that, type in your card number, followed by 

the CVV (Card Verification Value) in their 

designated fields, and use the drop down menus 

to indicate the expiration date that appears on 

your credit card. 
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Note: Acceptable credit cards, as listed below the “card number” field, are American Express, Master Card, Visa and 

Discover. 

 

After you have reviewed the transaction 

information and your credit card data is 

entered in correctly, then you can click on 

“Confirm Payment”, and the transaction will be processed.  Once your registration is processed, you will be given 

confirmation that you are indeed registered, and you can click on the link to print off the confirmation page for your 

own personal records. 

 

If you are logged into your Facebook account at the time of registration, then you will be asked if you would like to 

share the news of your registration as a post, and this helps to promote individual races and encourages other runners 

to join.  Also, you can tweet out your involvement with the race by clicking on the Twitter icon. 

 

Finally, if you feel you have made a mistake, for instance, if you go over 

the transaction information and realize that you purchased too many 

wristbands from the race store, then you can scroll down the page and 

click on “Clear”.  By clearing the transaction, you will receive a full 

refund back to your credit card. 

 

This option will be available to you for up to fifteen minutes after you 

confirmed your payment, or until you leave the confirmation page 

(whichever comes first).  After this option is no longer accessible, all sales are final and control of refunds is handed 

over to the individual races. 
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REGISTRATION PERIODS 

Registration periods can be used to create standard pricing 

windows for early registrants, general registrants, late registrants, 

and other such all encompassing categories that vary depending 

on the date. 

 

In order to set up or modify the “Registration Periods” for your 

race, please refer to the “Registration” section in the “Race 

Wizard Manual”. 

 

 
 

AGE BASED PRICING 

As a race director, you can create “Age Based Pricing” so that 

specified age groups can register at a special fee.  To enable 

and edit “Age Based Pricing”, go to the “Race Info” tab of your race dashboard, and open up the sub-heading for “Age 

Based Pricing”. 

 

Creating Age Ranges 

In the “Age Based Pricing” section, you can choose to edit age based pricing across all events (updating only the 

information that is similar and leaving unique information untouched), or, you can apply age based pricing to events 

individually. 

 

Edit Multiple Events 

To change the settings across multiple events 

simultaneously, you can click on “Modify Settings 

Across Multiple Events”, and the “Edit Multiple Events” window will pop-up for you.  Within this window, you can use 

the check boxes to select only the events that you want to apply identical settings to, or you can hit the “Select All” 

button to check off all events. 

 

By default, all of the fields are disabled, and they will appear as slightly faded.  When you click on a field, you will 

notice that it no longer remains faded.  Therefore, that field is enabled, and any change made to that field will apply to 
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all events selected above.  If you decide that you do not want to change a field anymore, then simply hit the "ESC" key 

while on that field, and it will become faded out once more. 

 

Note: Faded fields will not be altered across all events.  Any information existing in those fields, unique or identical, will 

remain unchanged. 

 

In this pop-up window, the fields can be edited in the same manner as they would be for individual events.  When you 

are finished editing the necessary fields, click on the button for “Copy to Events”. 

 

Edit Individual Events 

Individual events can be edited underneath their specific event bar.  Events can be found 

manually by scrolling through the page, or you can use the “Select an Event” guide in the lower 

right-hand corner.  By clicking on an event in the “Select an Event” guide, you will be brought 

directly to that event’s editable details. 

 

Pricing Window 

The first step in creating age based pricing for an event or events is 

clicking on the “Add Another Date Range” button and setting up a 

pricing window.  Several different age ranges can be listed under a 

single pricing window, and multiple pricing windows can be set up if necessary. 

 

 

To set up a pricing window, simply enter in the date and time 

when the age based pricing will be made available for 

registrants, and then, enter in the date and time when the age 

based pricing will no longer be available for registrants. 

 

 

Setting up Age Ranges 

After creating a new “Date Range” for pricing, you will need to create at least one “Age 

Range” within that window.  An “Age Range” must be set from a minimum age through 

to a maximum age, and you will need to specify a price for that particular “Age Range”. 

 

For each “Age Range”, you can also decide whether runners 

registering within that discounted age group will be eligible for 

the “Giveaway” and/or “Membership Based Price Adjustments”.  

If you leave one or both of these boxes unchecked, then 

registrants using this “Age Based Pricing” will have the 

corresponding options available during registration.  If you check off one or both of these boxes, then registrants using 

this “Age Based Pricing” will have the corresponding options disabled during registration. 

 

Note: Coupons and gift certificates can still be used with age based pricing. 
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Adding/Deleting Age Ranges 

If you would like to set up multiple “Age Ranges” for the same “Date Range”, simply click on the “Add Another Age 

Range” button, and fill out the new age range details in the same manner. 

 

If you need to delete any unnecessary “Age Ranges”, then you can do 

so by clicking on the “X” in the upper right hand corner of that “Age 

Range” box. 

 

Adding/Deleting Date Ranges 

To create an entirely new “Date Range” for age based pricing, click on 

“Add Another Date Range”, and repeat the process explained above. 

 

To get rid of any unwanted “Date Ranges”, click on the “X” located in the upper right hand corner of that “Date Range” 

box. 

 

Saving 

When you are finished creating/editing your date/age ranges, be sure to 

click “Save Age Based Pricing”, and now, if you go to the race page, you 

will find that “Age Based Pricing” has been added/updated for the specified events. 

 

 

 
 

GROUP BASED PRICING 

As a race director, you can create “Group Based Pricing” so 

that groups (ex: families or friends) can save money when 

registering together.  To enable and edit “Group Based Pricing”, go to the “Race Info” tab of your race dashboard, and 

open up the sub-heading for “Group Based Pricing”. 

 

Creating Date Ranges 

In the “Group Based Pricing” section, groups can be set up according 

to a “Date Range”.  To begin, click on the button for “Add Another 

Date Range”. 

 

Pricing Window 

Within each “Date Range”, you will first need to set up a 

pricing window for when this particular set of group based 

pricing discounts will apply.  Enter in the date and time when 

this particular set of group based pricing options will be made 

available for registrants, and then, enter in the date and time 

when this particular set of group based pricing options will no longer be available for registrants. 
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Group Setup 

Group pricing can be designated for any type of group you would like by using 

the “Description” field located under the “Set up the Groups” section (ex: 

“Family Rate”, “Best Friends Discount”, “Coworkers”, etcetera). 

 

Next, specify the minimum number of participants necessary for this “Group Based Pricing” to be redeemed.  If you 

would like to set a cap on the maximum number of participants allowed to 

receive this “Group Based Pricing”, then enter that number in as well. 

 

Note: If you leave the maximum number of participants field blank, then there 

will be no limit to the amount of registrants that can receive this “Group Based 

Pricing” at one time. 

 

 

Price 

Using the drop down menu, choose which fee type the group based pricing 

will be employing.  The three choices are “Fixed Fee”, “Overall Discount”, and 

“Discount per Registrant”. 

 

If you choose to make it a “Fixed Fee”, then the entire group will be 

registered at a single set price. 

 

If you choose to make it an “Overall Discount”, then you can specify a certain amount of money that will deducted 

from the overall price of the entire group’s registration. 

 

If you choose to make the fee type “Discount per Registrant”, then a set amount of money will be deducted from the 

registration fee of each individual in the group. 

 

Once you have decided which “fee type” you will be using, enter in the fee amount. 

 

 

Options 

For each “Group”, you can also decide whether runners registering at that discounted rate will be eligible for the 

“Giveaway” and/or “Membership Based Price Adjustments”.  If you leave one or both of these boxes unchecked, then 

registrants using this “Group Based Pricing” will have the 

corresponding options available during registration.  If you check off 

one or both of these boxes, then registrants using this “Group Based 

Pricing” will have the corresponding options disabled during 

registration. 

 

Note: Coupons and gift certificates can still be used with age based pricing. 

 

 



R u n S i g n U p  M a n u a l  | 13 

 
Valid Events 

To complete group setup, decide which event or events this group based pricing will be 

valid for by either using the check boxes provided or clicking on the “All Events” button.  

By selecting multiple events, you will allow users to 

take advantage of this group based pricing option 

even if everyone in the group is not signing up for the 

same event. 

 

Note: If a registrant is signing up for an event that is not covered by the selected “Group Based Pricing”, then they will 

need to register separately in order for the eligible registrants to receive the discount. 

 

Adding/Deleting Groups 

Several different group types can be listed under a single pricing window.  If 

you would like to set up multiple “Groups” for the same “Date Range”, simply 

click on the “Add Another Group” button, and continue to fill out the new 

group details in the same manner. 

 

If you need to delete any unnecessary “Groups”, then you can do so by clicking on the “X” in the upper right hand 

corner of that “Group” box. 

 

Adding/Deleting Date Ranges 

Multiple pricing windows can be set up if necessary.  To create an 

entirely new “Date Range” for group based pricing, click on “Add 

Another Date Range”, and repeat the process explained above. 

 

To get rid of any unwanted “Date Ranges”, click on the “X” located in the upper right hand corner of that “Date Range” 

box. 

 

Saving 

When you are finished creating/editing your date ranges and groups, 

be sure to click “Save Group Based Pricing”, and now, if you go to the 

race page, you will find that “Group Pricing” has been added/updated for the specified events. 

 

 
 

MEMBERSHIPS 

Under the “Race Info” tab of the race dashboard, you will find 

the subheading for “Memberships”; the most prominent uses 

of this feature are for USATF and USAT memberships. 

 

The “Memberships” option can be used to create your own types of membership discounts as well.  However, there 

are other features on RunSignUp that may be more suitable for your needs instead of creating a custom membership 

setting.  Before setting up “Memberships” for anything other than the USATF or the USAT, please check out “Club 
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Membership Discounts”, “Corporate Teams”, “Coupons”, and/or “Registration Add-ons”, as these may be geared 

more towards your desired outcome. 

 

Setting Up Memberships 

Membership settings can be enabled for “All Events”, individual events, or both.  If you click on the “All Events” 

heading to set up a membership, then any user who registers for your race will be asked about this membership 

option regardless of which event or events they selected.  Also, if they are registering for multiple events, then they 

will also only be asked once for this membership information, and any price adjustments will be applied once per 

event. 

 

 
 

You can also set up event specific memberships separately by clicking on the individual event headers located below 

“All Events”. 

 

 
 

Adding a Membership Setting 

Regardless of whether you have selected the “All Events” heading, or 

an individual event’s heading, adding a membership setting follows 

the same procedure.  To begin, click on the button marked “Add Membership Setting”. 

 

At this point, you can decide whether you would like to create a “USATF 

Membership”, a “USAT Membership”, or perhaps a separate custom 

membership.  Keep in mind though, before setting up “Memberships” for 

anything other than the USATF or the USAT, please check out “Club 

Membership Discounts”, “Corporate Teams”, “Coupons”, and/or “Registration Add-ons”, as these may be geared 

more towards your desired outcome. 

USATF Membership 

By selecting the “USATF Membership” option, the fields will be populated with the 

information for a standard USATF membership discount.  Any of these settings can 

be adjusted if necessary, and when you are ready to create this membership setting, 

click on the button for “Save Changes”. 
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USAT Membership 

By selecting the “USAT Membership” option, the fields will be populated with the 

information for a standard USAT membership discount. 

 

Additional fields will also be made available under the “Advanced Options” section when you select “USAT 

Membership”.  The first of these fields is the “USAT Event ID”.  By entering in your “USAT Event ID” here, this will link 

your race directly with the USAT event, and all of the users who enter in their 

membership number will be allowed to register for your race using that membership. 

 

“USAT Event IDs” can be looked up by using the “Search for Your Event ID” link, and 

searching by name, location, etcetera. 

 

The other two additional fields are check boxes.  The first check box can be marked off if you would like RunSignUp to 

“Validate Membership/One Day Membership with USAT”.  

This will compare the information that the user inputted 

into the RunSignUp fields with the information stored by 

USAT, and if the names and numbers match up, then the user will be able to continue on with registration.  If you 

leave this check box blank, then entering in a valid membership number would not be mandatory. 

 

IMPORTANT: In order for the “Validate Membership/One Day Membership with USAT” option to be activated, you will 

need to mark off the check box for “Require participant to purchase One Day Membership with USAT if not a member”. 

 

You can mark off “Require participant to purchase One Day Membership with USAT if not a member” in order to 

stipulate that all participants of your race had a valid membership with USAT before completing registration. 

 

 
 

IMPORTANT: Do not set a “Price Adjustment” for non-members if you have “Validate Membership/One Day 

Membership with USAT” checked off.  This would result in the runners being double-charged for the membership if they 

select the “No” option. 

 

Any of the settings within this membership can be adjusted if necessary, and when 

you are finished, click on the button for “Save Changes”. 

 

Creating Custom Memberships 

You can create a custom membership setting for your registrants to choose from, however, before setting up 

“Memberships” for anything other than the USATF or the USAT, please check out “Club Membership Discounts”, 

“Corporate Teams”, “Coupons”, and/or “Registration Add-ons”, as these may be geared more towards your desired 

outcome. 

 

To begin creating a custom membership, make sure that both the “USATF Membership” 

and the “USAT Membership” fields are left blank, and enter in the “Membership Name”. 
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Decide upon a “Price Adjustment”, and keep in mind that you can enter in a 

positive number to add to the cost or a negative number to subtract from the 

cost.  As the default, the “Price Adjustment” is applied to users who select 

“Yes” to indicate that they are a member, however, you can switch this by 

checking the box for “Apply Price Adjustments if User is NOT a Member”. 

 

An additional field can be enabled to have users input information such as a 

membership ID number.  If you would like to activate this field, then use the 

“Additional Field Text” box to write in what you want users to input into the field.  If 

you want to make this field mandatory to fill out, then check off the box next to 

“Require Additional Text Field Response”. 

 

The “Optional User Notice” box allows 

you to enter in text that will be seen by 

the user when they sign up.  This can 

be used to supply any additional 

information needed regarding the price 

adjustments that members or non-

members will encounter. 

 

The final requirement for creating a custom membership is setting the field labeled “Number of Days Prior to the 

Event that Price Adjustment Expires”.  If you 

would like the price adjustment to be available up 

to the day of the event enter in a “0”, up to the 

day before the event enter in a “1”, up to two 

days before the event enter in a “2”, and so on. 

 

Advanced Options 

By clicking on the plus sign next to “Advanced Options”, a few more fields will be made available to you regarding 

“Yes” and “No” radio buttons.  You can choose to “Use Yes/No Radio Buttons” by checking off the box, and the “Text 

for “Yes” Option” as well as the “Text for “No” 

Option” can be customized to say whatever you 

would like (ex: “Member” and “Non-Member”). 

 

If you choose not to use yes/no radio buttons, then 

users will simply be given a check box to indicate 

their membership status. 

Deleting a Membership Setting 

You can remove a membership setting by clicking on the “Delete” button in the corresponding 

membership settings box. 

 

Saving 

When you have finished modifying the necessary settings, click the button for “Save 

Changes”, and you will receive confirmation that “Your changes have been saved”. 
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CLUB MEMBERSHIP DISCOUNTS 

Club membership discounts allow you to offer special pricing 

options to registrants who are also members of a club on 

RunSignUp.  Club membership discounts can be customized to be made available to members of any club you have 

created on RunSignUp, as well as any or all other clubs that exist on RunSignUp.  You can set up these discounts by 

going to the “Race Info” tab of the race dashboard, and opening up the subheading for “Club Membership Discounts”. 

 

 

Adding a Discount 

Once under the “Club Membership Discount” subheading, you can begin by clicking 

the button marked “Add a Discount”.  At this point, multiple fields will be made 

available for you to customize the settings of your club membership discount. 

 

 

Discount Information 

Using the calendar and clock provided, enter in the 

“Effective From” date and time, which will dictate 

when this discount can start being redeemed.  Then, 

using the following calendar and clock, set the 

“Effective Until” date and time, in order to specify 

when this discount will no longer be redeemable. 

 

 

Next, decide upon the “Discount Amount”.  Club membership discounts can be set up to offer a fixed discount, a 

discount percentage, or both.  If you would like to offer a fixed discount, such as $5.00 or $10.00 off, then use the 

dollar amount field to set your desired fixed discount amount.  If you would like to set up a discount percentage, such 

as 25% or 50% off, then use the percentage field to indicate the specific 

discount percentage you would like that club membership to offer.  If you 

would like to offer both a fixed discount and a discount percentage, for 

instance $10.00 off and a 50% discount, then enter in each field 

accordingly. 

 

Note: In cases where both a fixed discount and a discount percentage are enabled, the fixed discount will be applied 

first, and the discount percentage will be calculated after. For instance, if a $10.00 fixed discount coupled with a 50% 

discount percentage were applied to a $100.00 transaction, then the coupon code would make the transaction $45.00, 

because 50% of $90.00 is $45.00. 

 

Applicable Clubs 

In the “Applicable Clubs” section, you are given the ability to select which club’s or 

clubs’ members can accept this discount.  The first option you have is to check off 

the box under “Allow Any Club”, which will let “All members from any club on 



R u n S i g n U p  M a n u a l  | 18 

 
RunSignUp.com” redeem the discount. 

 

Alternatively, you could also go under the “Select One of Your Clubs” heading and 

check off any or all of the clubs on your account that you would like to open up the 

discount to. 

 

 

In addition to, or instead of, offering your own club members the “Club 

Membership Discount”, you are also given the option to select “Other Clubs”. 

 

 

To allow other clubs’ members to receive the discounted pricing, click on the button labeled “Search for Clubs”.  A 

pop-up box will give you the option to search by “Club 

Name” or “Club Location”, and when you have entered 

in the appropriate parameters, you can hit “Search 

Clubs”.  A list of clubs matching the search terms will 

be made available to you, at which point you can check 

off the clubs you would like to give discount pricing to, 

and hit “Select Clubs”. 

 

Saving 

You can use the “Add a Discount” button to create as many “Club Membership 

Discounts” as you would like, and when you are finished, click on the button for 

“Save Discounts”. 

 

Advanced Settings 

In the advanced settings section, you can check off “Require a 

club membership for each participant” if you would like for 

participants of your race to only be club members. 

 

If a registrant does not have a 

membership in any of the clubs that are 

being offered discounts, then you can 

prompt them to join a club by hitting 

“Select Club to Suggest”.  A pop-up box 

will give you the option to search by “Club 

Name” or “Club Location”, and when you have entered in the appropriate parameters, you can hit “Search Clubs”.  A 

list of clubs matching the search terms will be made available to you, at which point you can click on the radio button 

next to the club you would like to suggest, and hit “Select Club”. 

 

 

When you are finished, make sure you select “Save Discounts”. 
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COUPON CODES 

Coupon codes allow you to offer discounted pricing on 

transactions pertaining to registration, add-ons and store 

purchases, or all of these at once. They can be set up to cover certain amounts (ex: $10.00) and/or percentages (ex: 

25%) of a transaction, and restrictions can be placed upon their usage options. 

 

In order to set up coupon codes, please refer to the “How to Add a Coupon Code” section of the “Coupon Codes 

Manual”. 

 

The “Coupon Codes Manual” will contain the following sections for 

race directors and runners: 

 

Race Directors 

How to Add a Coupon Code 

How to Search Coupon Codes 

How to Manage Coupon Codes 

How to View Coupon Code Usage Details 

How to View Coupon Code Reports 

 

Runners 

How to Redeem Coupon Codes 

 

 

 
 

CORPORATE TEAMS 

Corporate teams are typically geared towards large events, 

and enable companies, sponsors and/or other associations to 

pay for all or a percentage of their employees or members.  This setup makes corporate teams a great way for 

associations to organize and 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, please refer to the “How to Set Up 

Corporate Teams” section in the “Corporate Teams Manual”. 

 

The “Corporate Teams Manual” will contain the following sections for race directors, captains, and runners: 
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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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CONTRACT 

 

The following Contract is for Race Directors. Runners registering for races should look at our Privacy Policy and any 

terms the Race Director sets in the Waiver Forms for the race you are entering.  

 

 We send checks each Monday to any races with fees of over $200 owed.  We will send a check for all remaining fees 

collected on the Monday after your race. This keeps costs low. You can see how much has been collected at any time 

in the Report for your race.  

 

 This Agreement is entered into between Bickel Advisory Services, LLC a New Jersey limited liability corporation doing 

business as RunSignUp.com, MarathonSignUp.com, Triathlon SignUp.com, TrailRaceSignUp.com, RaceSignUp.org 

("RunSignUp.com" or "we" or "us"), and _________________ and its sponsoring organization ("you" or "your"). 

RunSignUp.com agrees to provide you Race registration services for your Race, subject to the following terms and 

conditions:  

 

 1. Services. We will provide you with online registration services (the "Services") in connection with your Race, 

through our website located at http://www.RunSignUp.com (the "Website").  

 

 2. License to Intellectual Property/Promotion.  

 

 a. RunSignUp.com shall retain all right, title and interest in and to its software, trademarks, service marks, logo and 

trade names worldwide ("Intellectual Property") subject to a limited, non-exclusive, non transferable license to you 

necessary to perform this Agreement.  

 

 b. You hereby grant to RunSignUp.com a limited non-transferable license to use, display, reproduce, distribute, 

modify and transmit in digital or printed form information provided by you relating to your organization and Race, 

including your organization's name, trademarks, service marks and logo, in connection with the implementation and 

promotion of the Services and the promotion of your Race.  

 

 3. Information Security. We will collect information, including names, addresses, and other information required by 

you, from individuals registering for your Races through the Website. Such information shall be stored on a secure 

remote server. You may access this information at any time by downloading it from our servers using your private 

password and "login" identifier. You will be responsible for protecting the privacy and security of any information that 

you retrieve from our servers and shall indemnify and hold harmless RunSignUp.com for any claims arising from 

unauthorized or illegal use or dissemination of such information. All information collected by RoadRaceSignUp.com 

shall be jointly owned by RunSignUp.com and you. Note: We do not store any user credit card information on our 

servers, but pass that directly to our secure payment gateway.  
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 4. Privacy. Each party shall comply with all applicable laws, regulations and guidelines (including each party's privacy 

policy) governing online privacy in fulfilling its obligations hereunder and in collecting and using personal information 

about users of the Website. Please see our Privacy Policy for further details.  

 

 5. Fees. Each online registrant will pay the registration fee charged by you plus a service charge (the "Service Charge") 

of $2.00 for total registration fees of $10.00 and under, $2.50 for any registration fees less than $30.00, $3.00 for 

races between $30.00 and $50.00 or 6% of the registration fee for races above $50.00 per participant. We will be 

responsible for collecting all registration fees and Service Charges. We send checks each Monday to any races with 

fees of over $200 owed.  We will send a check for all remaining fees collected on the Monday after your race. All 

registration fees, except for Service Charges, are your exclusive property. Any refunds shall be exclusively and directly 

handled by you. RunSignUp.com shall not be responsible for processing or making any refunds.  

 

 6. Third Party Beneficiary: In the event you are entering into this Agreement and seeking the Services for the benefit 

of a third-party Race or organization ("Third Party Beneficiary"), you agree as follows: (i) we may send registration fees 

collected by us directly to the Third Party Beneficiary, and (ii) you shall indemnify us for any claims, loss or expenses 

(including attorney's fees) brought by the Third Party Beneficiary that relate to or arise from your negligence or 

wrongdoing.  

 

 7. Disclaimer of Warranty/Limitation of Liability. RunSignUp.com expressly disclaims any warranty that the use of its 

Intellectual Property or the Services will be uninterrupted or error free or that the specifications will meet your 

requirements. The Intellectual Property and Services are provided to you on an "AS-IS" basis without warranties of any 

kind, either express or implied, including without limitation warranties of merchantability or fitness for a particular 

purpose. RunSignUp.com shall not be liable for indirect, incidental, consequential, or lost profit damages. 

RunSignUp.com’s total liability under this Agreement is limited to the amount of registration fees retained and not 

distributed to you and Service Charges collected and retained hereunder.  

 

 8. Term and Termination. The term of this Agreement shall be for one (1) year from your Race Open Registration 

Date. You agree not to terminate the Services or in any way prevent RunSignUp.com from providing you the Services 

during the term of this Agreement. This Agreement does not prevent you from using other Registration Services.  

 

 9. Representations and Warranties. Each party represents and warrants that it has the necessary and full right, power, 

authority and capability to enter into this agreement and to perform its obligations hereunder; that it owns or controls 

the rights granted or licensed to the other party herein; that the execution and performance of its obligations under 

this Agreement will not violate any known rights of any third party, any contractual commitments or any applicable 

federal, state and local law or regulation; and that to its knowledge the marks, logos and intellectual property licensed 

to the other party herein do not violate the proprietary rights of a third party.  

 

 10. Indemnification. Each party shall indemnify and hold harmless the other party and its directors, officers, 

employees, affiliates and agents, against any claim, demand, cause of action, debt or proceedings (whether 

threatened, asserted, or filed) and all related damages, losses, liabilities, cost and expenses (including reasonable 

attorneys' fees), to the extent that: (i) it is based upon the indemnitor’s breach of a representation, warranty or 

obligation hereunder; (ii) it arises out of the indemnitor’s negligence or willful misconduct; or (iii) it is based upon the 

indemnitor’s violation of any applicable federal, state or local law or regulation. You shall indemnify and hold harmless 
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RunSignUp.com against any claim or cause of action to the extent that it is based on injury to a participant in any of 

your Races.  

 

 11. I hereby certify that I am the agent/representative of the company/organization that owns and has all proprietary 

rights to the Races and that I have the authority and power to bind said company/organization to this agreement by 

executing this agreement.   
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PRIVACY POLICY 

 

Effective June 1, 2009 

 

Our Commitment to Privacy 

Your privacy is important to us.  We take a very minimal approach to collecting information from you.  We DO NOT 

save any Credit Card information on our servers.  We DO NOT sell or share your information with anyone except the 

race director for the race or races you register for on RunSignUp.com.  We also DO NOT send any mass emails. 

 

The Information We Collect 

This notice applies to all information collected or submitted on the RunSignUp.com website.  On some pages, you can 

register as a user of our website and/or sign up for an event.  The types of personal information collected on these 

pages are: 

 

 Name 

 Address 

 E-mail Address 

 Date of Birth (used for race categories only) 

 Sex (used for race categories) 

 

On some pages, you can submit information about other people.  For example, if you register a family member such as 

a child, spouse, or friend, you will be asked to put in similar information. 

 

We do not collect your credit card information directly, nor do we store your information on our website. The credit 

card information is sent directly via secure means to our payment service. 

 

The Way We Use Information 

We use the information you provide about yourself when registering for an event only to complete that order.  We do 

not share this information with outside parties except for the race director who is hosting your event and needs your 

information for that event. 

 

We use the information you provide about someone else when registering them for an event only for the purposes of 

that event.  We do not share this information with outside parties except for the race director who is hosting your 

event and needs their information for that event. 

 

We use return email addresses to answer any emails we receive.  Such addresses are not used for any other purpose 

and are not shared with outside parties. 
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Finally, we never use or share the personally identifiable information provided to us online in ways unrelated to the 

ones described above without also providing you an opportunity to opt-out or otherwise prohibit such unrelated uses. 

Our Commitment to Data Security 

To prevent unauthorized access, maintain data accuracy, and ensure the correct use of information, we have put in 

place the appropriate physical, electronic, and managerial procedures to safeguard and secure the information we 

collect online. 

 

Our Commitment to Children's Privacy: 

Protecting the privacy of the very young is especially important.  For that reason, we do not allow anyone under the 

age of 18 to register for an event, and only parents or guardians may register for their children. 

 

How You Can Access and/or Edit Your Personal Information 

You can access all the personal information that you entered into RunsignUp.com by signing in, going to your “Profile” 

page, and clicking “Modify Profile”.  We use this procedure to better safeguard your information. 

 

Race Directors 

Race directors who use our website agree to terms that prohibit them from reselling or using your name for any 

purposes than notifying you about their race. 

 

How to Contact Us 

Should you have other questions or concerns about these privacy policies, please call us at info@RunSignUp.com. 

 

 


