
 
 

 

 

 

   
  

 
 

 

   
 Within this document you will find detailed instructions regarding several aspects of registration management 

for registrants on www.RunSignUp.com.  This manual covers topics for registrants, and is intended to make 
your experience with RunSignUp as easy and hassle-free as possible. 
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This index serves as a navigational tool for the entire “Registration Management: 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. 

 

THE PROFILE 

 

My Registered Races 

 

How to View/Edit a Registration 

How to Resend the Confirmation Email 

How to Request a Refund 

How to Transfer to Another Event 

How to Transfer to Another Runner 

How to Defer a Registration 

How to Edit Giveaway Information 

How to Edit Add-On Information 

How to Set Up a Fundraiser 

How to View/Edit a Fundraiser 

How to Create/Join a Fundraising Team 

How to View/Edit a Fundraising Team 

How to View Donations 

How to Add/Edit Manual Donations 

How to Create/Join a Competitive Team 

How to Edit a Competitive Team 
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THE PROFILE 

 

Your “Profile” page is the central area for all of your activity on RunSignUp. 

 

 
 

MY REGISTERED RACES 

 

The “My Registered Races” section of your “Profile” will allow you to view your registration history on RunSignUp, as 

well as edit any registrations that have not yet passed.  The “My Registered Races” section will also allow you to 

resend the confirmation email for a particular registration. 

 

 
 

VIEWING AND EDITING REGISTRATION 

Once you register for a race, you will always have the 

opportunity to log into RunSignUp and view your registration.  

Also, before the race takes place, some races even allow you to edit certain aspects of your registration. 

 

To view and/or edit your registration, begin by logging into your account, 

and go to your “Profile” page.  On the “Profile” page, click the button for 

“My Registered Races”, and you will be brought to a listing of your race 

registration history.  From here, you can find all of the registrations done through your account, and they will be 

separated by race, event, event date, and registrant.  Next to each registrant, you will be able to click “View/Edit 

Registration”. 

 

Note: If the race has past, then you will only be able to click “View 

Registration”. 

 

The “View/Edit Registration” page is where you need to go in order to 

resend the confirmation email, request a refund, transfer into another 

event, transfer your registration to another participant, edit registration 
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information, create a fundraiser, and create/join a competitive running team.  In order to learn more about any one of 

these topics, please refer to the corresponding sections listed below: 

 

 

How to Resend the Confirmation Email 

How to Request a Refund 

How to Transfer to Another Event 

How to Transfer to Another Runner 

How to Defer a Registration 

How to Edit Giveaway Information 

How to Edit Add-On Information 

How to Set Up a Fundraiser 

How to Create/Join a Fundraising Team 

How to Create/Join a Competitive Team 

 

 

IMPORTANT: The functionalities explained here are on a race by race basis.  Certain races may not offer refunds, 

transfers, teams, or fundraising. 

 

 

 
 

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. 

 

Confirmation Sent to Wrong Email Address 

The confirmation email will be sent to the email address associated with that registration.  In order to change that 

email address, please refer to the section on “How to Modify Profile Information” before resending the confirmation 

email. 

 

Imported into Race 

If you were imported into the race, then you will need to claim your account, as explained in “How to Claim an 

Account”, before following the steps for resending the confirmation email. 
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REFUNDING YOUR REGISTRATION 

On certain races, the race director may give you, as the 

runner, the ability to refund your registration.  If this option is 

available to you, then it can be found by going to your “Profile” page, clicking on “My Registered Races”, and then 

selecting “View/Edit Registration”. 

 

REQUEST REFUND 

On the “View/Edit Registration” page, go to the tab labeled “Request Refund”. 

 

Note: If this tab is not available to you, then the race director has not enabled refund requesting for participants, and 

you will need to contact the race directly to find out more about their refund policy.  The race director’s email address 

can be found in the “Race Contact Info” section of the race page. 

 

Once under the “Request Refund” tab, you will be able to make sure that you have selected the correct registrant and 

event for this refund, and a breakdown of the refund, including the deducted fees, can be found below. 

 

When you have reviewed all of the information, and you are ready to remove yourself 

from the event, click on the button for “Issue Refund”.  At this point, a confirmation 

message will let you know that you have been removed from the event, and that a 

refund check will be sent to you within a few days. 

 

IMPORTANT: While the refund check will be sent in a few days, the rate at which it will arrive to you is dependent on 

the speed of the postal service. 

 

 

REFUNDS FOR PAPER REGISTRANTS 

If you registered offline, and paid your registration fee in person, then the race director may import your registration 

into their online race records.  Any runners who are imported into the race will not have the option for “Issue Refund”.  

Instead, they will be given a button allowing them to “Cancel Registration”.  

This will remove you from the participant list without a refund, and open up 

your spot for another runner. 

 

If you registered for the race offline (ex: a paper registration) and you would like to receive a refund, then you will 

need to contact the race directly to find out more about their offline refund policy.  The race director’s email address 

can be found in the “Race Contact Info” section of the race page. 

 

Note: Runners who registered online at no cost to them will also be ineligible for a refund, and will be given the “Cancel 

Registration” option. 
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TRANSFERRING EVENTS 

On certain races, the race director may give you, as the 

runner, the ability to transfer to another event.  If this option 

is available to you, then it can be found by going to your “Profile” page, clicking on “My Registered Races”, and then 

selecting “View/Edit Registration”. 

 

TRANSFER EVENT 

On the “View/Edit Registration” page, go to the tab labeled “Transfer Event”. 

 

Note: If this tab is not available to you, then the race director has not enabled event transfers for participants, and you 

will need to contact the race directly to find out more about their event transfer policy.  The race director’s email 

address can be found in the “Race Contact Info” section of the race page. 

 

Once under the “Transfer Event” tab, you will be able to make sure that you have selected the correct registrant and 

event for this transfer. 

 

Beneath that, in the section for “Select a 

New Event”, you will find buttons for 

transferring into any of the other eligible 

events.  Decide which event you want to 

transfer into, and click on that button. 

 

Next, review the transfer information.  If applicable, make sure that your giveaway information is correct.  Then, hit 

“Transfer Registration”. 

 

A breakdown of the transfer transaction will be made available to you, and if you owe the race money in order to 

complete the transfer, then enter in your credit card information below. 

 

Note: You will need to pay for event transfers if the event you are transferring into costs more than the event you are 

transferring out of, or if the race charges an event transfer fee. 

 

Finally, hit “Transfer Registration” once again, and you will be brought to 

your transaction’s confirmation page, where it can be printed out for your 

own records. 

 

TRANSFERS FOR PAPER REGISTRANTS 

If you registered offline, and paid your registration fee in person, then the race director may import your registration 

into their online race records.  While any runner who is imported into the race will still have the option to “Transfer 

Event” online, their original registration fee will not be calculated into the transaction, and therefore they will be 

asked to pay full price for the event they are transferring into. 
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IMPORTANT: Imported runners should not use the “Transfer Event” option. 

 

If you registered for the race offline (ex: a paper registration), and you would like to transfer to another event, then 

you will need to contact the race directly to find out more about their offline event transfer policy.  The race director’s 

email address can be found in the “Race Contact Info” section of the race page. 

 

 
 

TRANSFERRING RUNNERS 

On certain races, the race director may give you, as the 

runner, the ability to transfer your registration to another 

runner.  If this option is available to you, then it can be found by going to your “Profile” page, clicking on “My 

Registered Races”, and then selecting “View/Edit Registration”. 

 

TRANSFER TO ANOTHER RUNNER 

On the “View/Edit Registration” page, go to the tab labeled 

“Transfer to Another Runner”. 

 

Note: If this tab is not available to you, then the race director has not enabled participant transfers for registrants, and 

you will need to contact the race directly to find out more about their participant transfer policy.  The race director’s 

email address can be found in the “Race Contact Info” section of the race page. 

 

 

Once under the “Transfer to Another Runner” tab, you will be able to make sure that you have 

selected the correct registrant and event for this transfer. 

 

Using the fields for first name, last name and email address, indicate the user that you will be 

transferring your registration to. 

 

Note: The recipient will be guaranteed a spot in the race, regardless of whether or not the 

event has filled up already.  However, they will be required to register prior to when the event 

registration closes. 

 

 

TRANSFER TYPES 

There are two different types of transfers.  Transfers can be done as a “Registration Gift” or a “Registration Transfer”. 

 

Registration Gift 

When transferring a registration as a gift, you will not receive a refund of your original registration fee, though instead, 

your recipient is allowed to register free of charge. 
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Note: There is no charge for variations in event cost, even if the original entrant registered during a lower priced 

registration period.  Also, in some cases the giver of the gift registration may need to pay a processing fee for gifted 

transfers if the race director has applied a fee. 

 

If you click on “Transfer as Gift”, then a breakdown of the transfer transaction will be 

made available to you.  If the race charges a fee for gift transfers, then enter in your 

credit card information in the fields provided. 

 

Finally, hit “Transfer Registration”, and you will be brought to your 

transaction’s confirmation page, where it can be printed out for your own 

records. 

 

IMPORTANT: If the recipient of a “Registration Gift” does not register for the race, then you are still eligible to use your 

registration on race day. 

 

After doing a “Registration Gift”, you can view your “Pending Transfer” under the “Registration” tab.  From here you 

will have the option to “Resend” the transfer notification email to your desired recipient.  You can also “Cancel” the 

transfer if it has not yet been accepted. 

 

 
 

Registration Transfer 

If you would like to transfer your registration and receive a partial refund, then 

click on the button labeled “Transfer for Refund”. 

 

A breakdown of the transfer transaction will be available for reviewing, 

and if everything is correct, then hit “Transfer Registration”.  You will be 

brought to your transaction’s confirmation page, where it can be printed 

out for your own records. 

 

IMPORTANT: If the registrant does not accept the transfer, then you will not receive a refund.  You will, however, still 

be eligible to use your registration on race day. 

 

After doing a “Registration Transfer”, you can view your “Pending Transfer” under the “Registration” tab.  From here 

you will have the option to “Resend” the transfer notification email to your desired recipient.  You can also “Cancel” 

the transfer if it has not yet been accepted. 
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TRANSFERS FOR PAPER REGISTRANTS 

If you registered offline, and paid your registration fee in person, then the race director may import your registration 

into their online race records.  While any runner who is imported into the race will still have the option to “Transfer to 

Another Runner” online, they will only be allowed to choose “Registration Gift”. 

 

Note: Since the original registration fee of an imported registrant would not be calculated into the transaction, the 

“Registration Transfer” would be equivalent to registering. 

 

 
 

DEFERRING A REGISTRATION 

On certain races, the race director may give you, as the 

runner, the ability to defer your registration until next year.  If 

this option is available to you, then it can be found by going to your “Profile” page, clicking on “My Registered Races”, 

and then selecting “View/Edit Registration”. 

 

DEFER 

On the “View/Edit Registration” page, go to the tab labeled “Defer”. 

 

Note: If this tab is not available to you, then the race director has not enabled deferrals, and you will need to contact 

the race directly to find out more about their deferral policy.  The race director’s email address can be found in the 

“Race Contact Info” section of the race page. 

 

Once under the “Defer” tab, you will be able to make sure that you 

have selected the correct registrant and event for this deferral, and the 

“Total Payment” section will display the “Deferral Fee” and the 

“Processing Fee”, if any. 

 

If you owe the race money in order to complete the deferral, then fill 

out the “Credit Card Information” section below, and hit the “Confirm 

Payment & Deferral” button. 

 

At this point, you will receive confirmation that “Your 

registration has been deferred”, and your registration 

information will be placed on a list of “Deferred Registrations” 

that the race director can import into the next race. 

 

You will also receive an email confirmation message that verifies the deferral transaction.  Please save this message as 

proof of registration for the following year. 

 

IMPORTANT: After deferring, you will not be able to receive a refund online for this registration.  In order to find out 

more about receiving a refund for a deferred registration, you will need to contact the race directly and ask about their 

refund policy.  The race director’s email address can be found in the “Race Contact Info” section of the race page. 
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MODIFYING A GIVEAWAY 

On certain races, the race director may give you, as the 

runner, the ability to change your giveaway selection.  If this 

option is available to you, then it can be found by going to your “Profile” page, clicking on “My Registered Races”, and 

then selecting “View/Edit Registration”. 

 

GIVEAWAY 

On the “View/Edit Registration” page, go to the tab labeled “Giveaway”. 

 

Note: If this tab is not available to you, then the race director has not enabled giveaway editing, and you will need to 

contact the race directly to find out more about their giveaway changing policy.  The race director’s email address can 

be found in the “Race Contact Info” section of the race page. 

 

Once under the “Giveaway” tab, you will be able to make sure that you have selected 

the correct registrant and event for this modification. 

 

Using the drop down menu, select the giveaway option you would like to receive, and 

click “Continue”. 

 

The “Total Payment” section will let you know whether there are any fees that apply to this change in giveaway 

options.  If there is an “Additional Cost for Giveaway” listed, then enter in your “Credit Card Information”. 

 

When you are ready to modify your giveaway selection, click on 

the button marked “Confirm Changes”, and a confirmation 

message will let you know that “Your giveaway has been 

updated”. 

 

 
 

MANAGING ADD-ONS 

On certain races, the race director may give you, as the 

runner, the ability to edit your add-on information after 

registration.  If this option is available to you, then it can be found by going to your “Profile” page, clicking on “My 

Registered Races”, and then selecting “View/Edit Registration”. 

 

ADD-ONS 

On the “View/Edit Registration” page, go to the tab labeled “Add-Ons”. 
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Note: If this tab is not available to you, then the race director has not enabled add-on editing, and you will need to 

contact the race directly to find out more about their post-registration add-on policy.  The race director’s email address 

can be found in the “Race Contact Info” section of the race page. 

 

Once under the “Add-Ons” tab, you will be able to make sure that you have selected the correct registrant and event 

for this modification.  Below that, the add-on option will be made available to you, and if you already have an add-on 

purchased, then the fields will be pre-filled with your current information. 

 

Fill in or adjust the add-on information as needed, and then click “Continue”. 

 

The “Add-on Information” section will detail the transaction, and the “Total Payment” section will let you know 

whether there are any fees that apply to this add-on modification.  If there is a fee listed, then enter in your “Credit 

Card Information”. 

 

When you are ready to modify your add-on information, click on the button 

marked “Confirm Changes”, and a confirmation message will let you know that 

“Your add-ons have been updated”. 

 

 
 

FUNDRAISERS 

Certain races collect donations to support a specific charity or 

charities.  If you would like to become a fundraiser for that 

race’s charity, then the first place you will have an opportunity to do so will be during the registration process, though 

you can always set up a fundraiser after registration as well. 

 

 

Become a Fundraiser during Registration 

Provided that the race you are registering 

for allows users to become fundraisers, at 

some point during the registration process, 

you will be able to click “I want to create my own personal fundraiser and webpage.”  By clicking this radio button, the 

“Personal Fundraiser Options” will be opened up to you. 

 

 

Become a Fundraiser after Registration 

If the option to become a fundraiser is available to you, then it can be found after registration by going to your 

“Profile” page, clicking on “My Registered Races”, and then selecting “View/Edit Registration”.  

On the “View/Edit Registration” page, you can set up or edit your fundraiser settings by going to 

the tab labeled “Fundraiser”. 

 

Note: If this tab is not available to you, then the race director has not enabled fundraisers for their race. 
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BECOMING A FUNDRAISER 

The process of becoming a fundraiser is very straightforward and begins 

with you entering in a “Fundraiser Description/Additional Information”. 

 

Next, enter in the amount of money you hope to 

collect with donations into the “Overall Goal” field.  

Then, using the check boxes, decide whether you 

would like to “Show a Scrolling List of Donors” and/or if you would like to “Show the Goal Thermometer”. 

 

 

Fundraising Teams 

In addition to becoming a fundraiser you can also create or join a fundraising team.  If you would like to create or join 

a fundraising team that your fundraiser is a part of, then please refer to the section for “How to Create/Join a 

Fundraising Team”. 

 

 

Saving your Settings 

If you are becoming a fundraiser during the registration process, then click the “Continue” button and your fundraiser 

page will be created after you have completed registration. 

 

If you are becoming a fundraiser after the registration process, then click 

on the “Become a Fundraiser” button and your fundraiser page will be 

created. 

 

 

VIEWING YOUR FUNDRAISER 

Your fundraiser can be viewed by going to the race page and clicking on the “Donate” tab.  At the bottom of the page 

you will find the links to all of the “Individual Fundraiser Pages” listed in alphabetical order. 

 

By clicking on the link to a fundraiser page, you can view the progress of that fundraiser, as well as donate towards 

that fundraiser.  For more information on donating to a fundraiser, please refer to the section on “How to Donate”. 

 

Note: If a donator did not apply their donation to a fundraiser during the initial process, but they would like to do so 

after the fact, then they will need to contact the race director about editing their donation information.  The race 

director’s email address can be found in the “Race Contact Info” section of the race page. 

 

 

EDITING YOUR FUNDRAISER 

After becoming a fundraiser, you can edit your content by going to your “Profile” page, clicking on “My Fundraisers”, 

and clicking on the link for “Edit”.  For more information on editing your fundraiser, please refer to the section “How 

to View/Edit Fundraisers”. 
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 FUNDRAISERS 

Certain races allow you to become a fundraiser for the charity 

or charities to which they are making donations.  Once you 

have created your fundraiser, as is explained in “How to Set Up a Fundraiser”, you will be able to log into your account 

and view/edit this fundraiser. 

 

VIEWING YOUR FUNDRAISER INFORMATION 

To view your fundraiser information, begin by logging into your account, and go to 

your “Profile” page.  On the “Profile” page, click the button for “My Fundraisers” 

and you will be brought to a listing of all of the fundraisers created on your account. 

 

For each fundraiser, you will be able to view which 

“Race” and “Event” the fundraiser was created with, 

who is the “Fundraiser for”, and what is the “Goal” 

amount of the fundraiser. 

 

The Token 

The “Token” is a unique set of characters that is used 

to reference your fundraiser, and it is used in the 

“Donate URL” link listed below it.  This link will bring 

you directly to your fundraiser’s donate page, and you 

can share it with potential donators. 

 

Donations 

The “My Fundraisers” section also houses the options for adding manual donations, editing donations, and viewing 

donations.  For more details on these topics, please refer to either 

“How to View Donations” or “How to Add/Edit Manual Donations”. 

 

VIEWING YOUR PUBLIC FUNDRAISER PAGE 

To view your fundraiser page as it will be seen by the public, begin by going to the race page for which your fundraiser 

has been set up.  Then, go to the “Donate” tab of the race page and select your name from those listed in the 

“Individual Fundraiser Pages” section. 

 

EDITING YOUR FUNDRAISER 

To edit your fundraiser information, begin by logging into your account, and go to your “Profile” page.  On the 

“Profile” page, click the button for “My Fundraisers” and you will be brought to a listing of all of the fundraisers 

created on your account. 

 

To edit a particular fundraiser, find the line for “Edit Fundraiser” and click “Edit”. 
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On the edit page, you will be able to modify any of the initial fundraiser information that is explained in “How to Set 

Up a Fundraiser”, and you will also be given the option to create a “Custom URL” for your personal fundraiser. 

 

The “Custom URL” box allows you to create a 

URL for your personal fundraiser page that is 

easier to remember and share. 

 

When you are finished editing your fundraiser information, be sure to click “Save”. 

 

From the fundraiser “Edit” page, you can also return to “My Fundraisers” or view “My Registered Races” by using the 

corresponding buttons. 

 

 

FUNDRAISING TEAMS 

If you log into your account, go to your “Profile” page, and click on the button for “My Fundraisers”, then you will be 

brought to a listing of all the fundraisers created on your account.  If there is a “Fundraising Team” associated with this 

fundraiser, then it will be viewable by clicking on the team name link that is located next to “Fundraising Team”. 

 

 

Editing Fundraising Teams 

If you log into your account, go to your “Profile” page, and click on the button for “My Fundraising Teams”, then you 

will be brought to a listing of all the fundraising teams created on your account.  From here you will be able to view 

and/or edit your fundraising team.  For more information on editing you fundraising team, please refer to “How to 

View/Edit a Fundraising Team”. 

 

 

 
 

FUNDRAISING TEAMS 

Certain races allow you to create a fundraising team, which is 

a grouping of fundraisers whose collected donations are 

tallied together.  If you would like to create or join a fundraising team, then the first place you will have an opportunity 

to do so will be during the registration process, though you can always do so after registration as well. 

 

 

Create a Fundraising Team during Registration 

Provided that the race you are registering for 

allows users to create fundraising teams, at some 

point during the registration process, you will be 

able to click “I want to join or create a fundraising team.”  By clicking this radio button, both the “Join/Create New 

Fundraising Team” options and the “Personal Fundraiser Options” will be opened up to you. 
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Create a Fundraising Team after Registration 

If the option to create a fundraising team is available to you, then it can be found after registration by going to your 

“Profile” page, clicking on “My Registered Races”, and then selecting “View/Edit Registration”.  

On the “View/Edit Registration” page, you can create or join a fundraising team by going to the 

tab labeled “Fundraiser”. 

 

Note: If this tab is not available to you, then the race director has not enabled fundraising teams for their race. 

 

 

CREATE A FUNDRAISING TEAM 

The process of creating a fundraising team is very simple.  First, fill in all of the 

fundraiser information, as explained in “How to Set Up a Fundraiser”.  Then, 

enter in your desired fundraising team name. 

 

 

JOIN A FUNDRAISING TEAM 

The process of joining a fundraising team is very simple.  First, fill in all of the 

fundraiser information, as explained in “How to Set Up a Fundraiser”.  Then, 

select your desired fundraising team’s name from the drop down menu. 

 

 

SAVING YOUR SETTINGS 

If you are becoming a fundraiser during the registration process, then click the “Continue” button and your fundraiser 

page will be created after you have completed registration. 

 

If you are becoming a fundraiser after the registration process, then click 

on the “Become a Fundraiser” button and your fundraiser page will be 

created. 

 

 

VIEWING YOUR FUNDRAISING TEAM 

Your fundraising team can be viewed by going to the race page and clicking on the “Donate” tab.  At the bottom of the 

page you will find the links to all of the “Fundraising Team Fundraiser Pages” listed in alphabetical order. 

 

By clicking on the link to a fundraising team page, you can view the progress of that fundraising team, as well as 

view/select any of the fundraisers that make up that fundraising team.  For more information on donating to a 

fundraiser, please refer to the section on “How to Make a Donation”. 

 

 

EDITING YOUR FUNDRAISING TEAM 

After creating a fundraising team, you can edit your content by going to your “Profile” page, hitting the button for “My 

Fundraising Teams”, and clicking on the link for “Edit Team”.  For more information on editing your fundraiser, please 

refer to the section “How to View/Edit Fundraising Teams”. 
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FUNDRAISING TEAMS 

Certain races allow you to create a fundraising team, which is 

a grouping of fundraisers whose collected donations are 

tallied together.  Once you have created your fundraising team, as is explained in “How to Create/Join a Fundraising 

Team”, you will be able to log into your account and view/edit this fundraising team. 

 

VIEWING YOUR FUNDRAISING TEAM 

To view your fundraiser information, begin by logging into your account, 

and go to your “Profile” page.  On the “Profile” page, click the button for 

“My Fundraising Teams” and you will be brought to a listing of all of the fundraising teams created on your account. 

 

For each fundraising team, you will be able to view the “Race” and “Event” it was created with, as well as the “Date” it 

will be taking place on, and the “Donate URL” link.  This link will bring you directly to your fundraising team’s donate 

page, and you can share it with potential donators.  The “View Team” link will also bring you directly to this page. 

 

EDITING YOUR FUNDRAISING TEAM 

To edit your fundraising team, begin by logging into your account, and go to your “Profile” page.  On the “Profile” 

page, click the button for “My Fundraising Teams” and you will be brought to a listing of all of the fundraising teams 

created on your account.  Find the fundraising team you would like to edit and click “Edit Team”. 

 

On the edit page, you will be able to modify any of the initial 

fundraising team information that is explained in “How to 

Create/Join a Fundraising Team”, and you will also be given the 

option to indicate “Fundraisers Included” in your fundraising 

team. 

 

Under the “Fundraisers Included” section, you can either add or 

remove fundraisers from a fundraising team.  To add a 

fundraiser to your fundraising team, begin by clicking on the 

“Add Fundraiser to Team” link.  In the text box that appears in 

the “Fundraisers Included” section, enter in the specific “Token” for the fundraiser you would like to include.  Locating 

the “Token” is explained in the “How to View/Edit a Fundraiser” section. 

 

To delete a fundraiser from your team, simply click on the “X” next to that fundraiser’s name. 

 

When you are finished editing your fundraising team information, be sure to click on 

“Edit Team”, and a confirmation message will let you know about the changes. 
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FUNDRAISER DONATIONS 

Certain races allow you to become a fundraiser for the charity 

or charities to which they are making donations.  Once you 

have created your fundraiser, as is explained in “How to Set Up a Fundraiser”, you may be able to log into your 

account and view the donations made to this fundraiser. 

 

 

Viewing Donations 

To view the donations collected on behalf of your fundraiser, begin by logging 

into your account, and go to your “Profile” page.  On the “Profile” page, click the 

button for “My Fundraisers” and you will be brought to a listing of all of the fundraisers created on 

your account.  When you find the fundraiser whose donations you would like to view, click on the 

button labeled “View Donations”. 

 

 

On the “View Donations” page, you will 

find a table of all the donation 

information pertaining to your 

fundraiser.  This information can all be 

downloaded by clicking on the link for 

“Download as CSV”. 

 

The “View Donations” page will also 

display a pie chart depicting the 

breakdown of your donations by 

amount.  
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MANUAL DONATIONS 

Certain races allow you to become a fundraiser for the 

charity or charities to which they are making donations.  

Once you have created your fundraiser, as is explained in “How to Set Up a Fundraiser”, you may be able to log into 

your account and add/edit donations made to this fundraiser. 

 

ADD/EDIT DONATIONS 

To add and/or edit manual donations collected on behalf of your fundraiser, begin 

by logging into your account, and go to your “Profile” page.  On the “Profile” page, 

click the button for “My Fundraisers” and you will be brought to a listing of all of 

the fundraisers created on your account.  When you find the fundraiser whose 

donations you would like to add to or edit, click on the button labeled “Add/Edit 

Manual Donations”. 

 

Adding Donations 

Once on the “Add/Edit Manual Donations” page, you can use 

the “Add Manual Donation” section to import donations that 

were made to your fundraiser through means other than a 

RunSignUp “Donate” page.  Begin by filling out the information 

for “On Behalf Of”, and then enter in the dollar amount of the 

“Donation”. 

 

When you are ready to import this donation, click on the button for “Add Manual Donation”, and the donation will be 

applied to your fundraiser.  At this point, you will then be able to edit or delete this donation entry. 

 

Editing/Deleting Donations 

Once on the “Add/Edit Manual Donations” page, you can use the “Edit Manual Donations” section to make changes to 

your currently recorded donations.  By clicking “Edit”, you can modify either the “On Behalf Of” or “Amount” field, and 

then click “Update” to save your changes.  To remove a recorded donation from your fundraiser, simply click on the 

button for “Delete”, and it will be removed. 
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COMPETITIVE TEAMS 

Certain races allow runners to create/join competitive 

teams.  These teams are often used by the race to award 

special prizes to specific categories, and can vary in requirements depending on the race director.  If you would like to 

join or create a competitive team, then the first place you will have an opportunity to do so will be during the 

registration process, though you can always do so after registration as well. 

 

Create/Join a Competitive Team during Registration 

Provided that the race you are registering for has competitive teams enabled, at some point during the registration 

process, you will arrive at the “Create or Join Running Team” step. 

 

Create/Join a Competitive Team after Registration 

If the option to create or join a running team is available to you, then it can be found after registration by going to 

your “Profile” page, clicking on “My Registered Races”, and then selecting “View/Edit Registration”.  

On the “View/Edit Registration” page, you will find a tab labeled “Team”, and this is where you will be 

able to create/join a team. 

 

Note: If this tab is not available to you, then the race director has not enabled competitive teams for their race. 

 

CREATE A NEW TEAM 

In order to become the captain of a new team, begin by selecting the option for 

“Create a New Team”. 

 

Note: If you are registering more than one person or for more than one 

event at a time, make sure that you select this option under desired 

participant and event. 

 

Next, enter a “Team Name” into the text box provided. 

 

Team Type 

After entering in the “Team Name”, the setup options for your team 

will vary depending on the race, but in all cases, you will be asked to 

select a “Team Type”.  Team types are set up by the race director, and 

can be used for different purposes. 

 

Read the description provided with each team type, take note of the 

“Team Size” requirements, and select the “Team Type” that seems 

most suitable for your team.  Once a team type is selected, any gender 

or age restrictions that need to be placed on that team type will be 

made available to you. 
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In some case, the race director may have the “Gender” options set to 

allow for either all male, all female, or co-ed teams.  In other cases, the 

race director may specify that you only create an all male or an all female 

team; not allowing for co-ed teams to be created.  “Age Group” options 

will also vary from race to race.  For more information regarding a race’s 

decision on team types, you will need to contact the race directly.  The 

race director’s email address can be found in the “Race Contact Info” 

section of the race page. 

 

 

 

Creating your Team 

Once you have finished filling out the required fields for creating a team, click on either 

“Continue” (during the registration process), or “Save Team” (after the registration 

process). 

 

JOIN AN EXISTING TEAM 

If you would like to join an existing team, begin by clicking on 

the option for “Join an Existing Team”.  This will open up a drop 

down menu of all of the teams available for joining. 

 

Select the one you would like to join and click on either 

“Continue” (during the registration process), or “Save Team” (after the registration process). 

 

Note: If no teams have been created at the moment, then you will receive a message in place of the drop down menu 

that says “There are no teams to join”.  If this is the case, you can always create a new team (as explained above). 

 

JOIN SAME TEAM AS ANOTHER REGISTRANT 

If you are registering more than one person on the same 

transaction, then during the registration process, you will be given 

the option for “Join Same Team as Another Registrant”.  When you 

select this option, a drop down menu will appear and you can select 

one of the other registrants on the transaction.  This will then add 

the registrant to whichever team the selected registrant has chosen. 

 

DO NOT JOIN A TEAM 

During the registration process, you will be given the option for “Do Not Join a Team”.  

This option can be used to skip joining a team and continue on with registration. 

 

SWITCH CURRENT TEAM 

If you would like to switch out of your current team and into another existing team, then simply follow the same 

method as you would use for joining a team after registration. 
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If you would like to switch out of your current team and into a new team that you will be creating, then follow the 

instructions for leaving your current team (as explained below), and then create a new team (as explained above). 

 

 

LEAVE CURRENT TEAM 

If you would like to remove yourself from a team that you are currently a member of, then you can do so after 

registration by going to the “Team” tab and selecting “Leave Current Team”.  Click “Save 

Team” and a confirmation message will let you know that the changes have been made. 

 

Note: If you are switching into an existing team, then you do not need to leave your current team.  Simply join the 

existing team and you will automatically be removed from the previous team. 

 

 

EDITING YOUR COMPETITIVE TEAM 

After becoming a competitive team captain, you can edit your team by going to your “Profile” page, hitting the button 

for “My Running Teams”, and clicking on the link for “Edit Running Team”.  For more information on editing your 

competitive team, please refer to the section “How to Edit a Competitive Team”. 

 

 

 
 

EDITING COMPETITIVE TEAMS 

Certain races allow runners to create/join competitive teams, 

as is explained in “How to Create/Join a Competitive Team”.  

If you are the captain of one of these teams, then you will be able to log into your account and edit your competitive 

team. 

 

 

EDIT TEAM 

To edit your competitive team, begin by logging into your account, and go to 

your “Profile” page.  On the “Profile” page, click the button for “My Running 

Teams” and you will be brought to a listing of all of the competitive teams for which you are a captain.  Find the 

competitive team you would like to edit and click “Edit Running Team”. 

 

 

Note: If you are logged in, then you can also get to your “Edit Running Team” page by going 

to the “Find a Participant” tab, selecting “Teams”, finding your team, and clicking on your 

team name. 

 

 

TEAM SETUP EDITING 

After clicking “Edit Running Team”, you will be brought to the team setup editing page. 
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Note: If you used the “Find a Participant” tab to locate your team’s editing page, 

you will be brought to the team member editing page first.  In order to get to the 

team setup editing page, simply click on the button for “Edit Team”. 

 

On this page, you will be able to edit the “Team Name” and the “Team Type” 

information, as is explained “How to Create/Join a Competitive Team” 

 

To save any changes, and/or to move on to the team member editing page, click 

on the button labeled “Edit Team”. 

 

TEAM MEMBER EDITING 

After clicking “Edit Running Team”, you will be brought to the team setup editing page.  

Regardless of whether or not you make changes to the fields on this page, click on the 

button for “Edit Team” to be brought to the team member editing page. 

 

Note: If you used the “Find a Participant” tab to locate your team, then you will be brought directly to your team 

member editing page. 

 

Add a Team Member 

To add a member to your team, first make sure that the person you are trying to add has already registered for the 

race.  If they have not already registered, you will not be able to add them to your team as the captain, but they will 

be able to join your team during the registration process (explained in “How to Create/Join a Competitive Team”). 

 

If the member you are trying to add to your team is registered for the race, 

then click on the button for “Add a Team Member” and a search box will 

appear. 

 

You can search for a participant by entering in both their first and last name, or you can search for them by email 

address.  Once you have this information filled out, click on the “Search” button to find the participant. 
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Select the participant you would like to make a member of your team from those listed, and hit “Add Member”.  You 

will then receive confirmation that this member was added to your team, and they will receive an email asking them 

to confirm their team membership. 

 

Confirm Team Membership 

If a captain decides to add you as a member of their team, then you will receive an email asking you to confirm your 

membership to this team.  In order to confirm or refute this membership, click on the link within the confirmation 

email. 

 

You will then be brought to the “Confirm Team 

Membership” page.  Review the information, select either “I 

am a member of this team” or “I am NOT a member of this 

team”, and “Submit” your response. 

 

Make Team Captain 

Before making another team member a captain, please remember that competitive teams can only have one captain.  

This means that if you are a captain, and you decide to make someone else a captain, then you will no longer be the 

captain, and you will no longer have team editing privileges. 

 

In order to make another member the captain of your team, find them on the team 

member editing page, and click on their link for “Make Team Captain”.  You will be asked to 

verify this change, and if you click on “Okay”, then you will receive confirmation that the 

captain has been updated. 

 

Remove a Member 

To remove a member from your team, find them on the team member editing page, and click on their link for 

“Remove”.  You will be asked to verify this change, and if you click on “Okay”, then you will receive confirmation that 

the member has been removed. 

 

Delete Team 

Deleting a competitive team will permanently delete all information related to the team, but will not remove the 

registrations for any of the team’s members.  To delete a team completely, go to the team member editing page, and 

click on the button for “Delete Team”. 

 

A notice will appear, alerting you that the team will be deleted, and if you are sure you 

want to delete the team, then you can click on the button for “Delete”.  Once clicked, 

you will receive confirmation that the team has been deleted. 


