Within this document you will find detailed instructions regarding the groups feature on www.RunSignUp.com.
This manual covers topics for race directors, 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 “Groups: 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 Race Groups
How to Set up Race Group Pricing
How to Assign Race Group Bibs
How to Create a New Race Group
How to View Groups
How to View Group Reports
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RACE GROUPS
RunSignUp’s “Group” feature allows participants to self-manage their own group, which means there is no hassle on
the race director when it comes to editing the group. Our system aims to offer the flexibility to meet the needs of any
type of group, team, relay, etcetera, and ramp up the social aspect of groups and teams, since they end up driving a
lot of the “viral marketing” on a race. RunSignUp’s “Group” feature is also geared towards incentivizing teams, with
competitions such as reaching the largest group size, and are both easy to create and join.

SET UP RACE GROUPS
To begin setting up the “Group” feature for your race, go to
the “Participants” tab of the race dashboard.
Once there, click on the subheading for “Groups/Teams”, and open up the section labeled “Set up Race Groups”. Here
you will find the “Race Group Setup”.

In the “Overall Race Settings”, you can use the “Title to Display to
Participants” box to modify how this feature will be presented to
your runner. This title can be “Group”, “Team”, “Competitive
Team”, “Relay Team”, or anything else imaginable.
IMPORTANT: Make sure to enter text that will make sense when an
“s” is added to the end. For instance, “Group”, not “Groups”.
ADD GROUP TYPE
“Group Types” allow the race director to make different types of groups for
runners to create. The ability to customize these various group types gives you
the opportunity to set whether group creators will need to create age or gender specific groups, events restricted
groups, and/or groups with size requirements.
To create a “Group Type”, start by clicking on the button for “Add Group Type”.
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Next, enter in the name of your “Group Type”, followed by a description of that group
type. The name of your group type can range from anything such as an allencompassing group, simply called “Group” or “Team”, or it can be very narrow, like
“Gender Specific Age Groups”. After you have accurately filled in a name and a “Group
Type Description”, you can then move on to customizing the group type’s settings.

Events
Under the “Events” section, you can select which of your race’s
registrants will be eligible for creating this group type by event.

Advanced Settings
In order to customize your group type even further, click on the plus sign next to the
“Advanced Settings” header, and more options will be made available to you. The
first of these is a check box for “Allow Participants to create new teams of
this type”. By default this box is already checked, but if you would like to
make this group type’s creation reserved only for the race director, then
you can uncheck the box.

Here you can also set the “Number of Guaranteed Entries” that this group type
ensures. If a number is entered here, then any team created using this team
type will be guaranteed this many entries, including events that have exceeded
their participant cap.

Gender Restrictions
The next section allows you to set “Gender Restrictions”. By
checking the box for “Require groups to select a gender (male,
female, or coed)”, options for “Allow All Male Teams”, “Allow
All Female Teams”, and “Allow Coed Teams” will appear. The
default setting is to give registrants the option to choose male,
female, or coed, but you can modify this in the variation that
best suits your race needs.

Group Size Restrictions
“Group Size Restrictions” can also be set under the “Advanced Settings” section. To begin, enter in the “Minimum
Number of Members” needed in order to be considered a team. By default, this number is set at zero, but the
minimum number of group members can be set to any number of your choosing. Depending on your “Gender
Restrictions”, you may also be given the options to set the “Minimum Number of Male Members” and the “Minimum
Number of Female Members”.
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Next you can set the “Maximum Number of Members” if necessary. Once a group of this type reaches the maximum
number indicated, no more members will be allowed to join unless a member leaves or is removed from the group.
Depending on your “Gender Restrictions”, you may also be given the options to set the “Maximum Number of Male
Members” and the “Maximum Number of Female Members”.
Under the “Group Size Restrictions” heading, you can also set the limit for the “Maximum Number of Groups” that can
be created using this group type.
Age Ranges
The final portion of the “Advanced Settings” section is for designating “Age
Ranges”. Group types can require that members fall into specified age ranges if
necessary, or if you leave this section blank, then members of all ages can join. To begin setting up age ranges, click on
the button labeled “Add Age Range”.
Next, enter in your age ranges in the format of “youngest age to oldest age”. These
age ranges will dictate who is eligible for joining these group types, and ages are
determined by the age of the registrant on the race day. An age range from “0 to 12”
will allow participants 12 and under to join, while an age range of “13 to 19” would
only allow teenagers, and so on.
An age range can be set to include any range of ages that you would like, and
multiple age ranges can be accepted under a single “Group Type” by continuing to
click on the “Add Age Range” button.
To remove an age range, click on the “X” next to that range.
By default, group types are set up to allow anyone within the designated age
ranges to join. For instance, if you had the age ranges of “0 to 12” and “20
to 29” set up, then anyone from 0 to 29 who was not a teenager would be
able to join the group. However, if you check off “Require groups to select a
single age group that all group members must meet”, then groups will need
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to be created so they are either exclusively for registrants “0 to 12” or “20 to 29”.
Multiple Group Types
You can create as many “Group Types” as you need by clicking on the “Add Group
Type” button and filling out the settings as explained above.

Deleting Group Types
“Group Types” can be removed by clicking on the “X” located to the right of
the “Group Type”.
RACE GROUP EVENT SETTINGS
In the “Race Group Event Settings” section, you will find each event of your
race listed separately. Using the check box underneath each event, you can
set whether you want to “Require registrants to join a group”.
SAVING GROUP SET UP
Once you have finished setting up or modifying your group settings, click on the
button for “Save Settings” at the bottom of the page.

RACE GROUP PRICING
Once a race group type is created, as is explained in “How to
Set up Race Groups”, then you will be able to set up special
pricing rates for each particular group type. Group pricing can be set up as “Member Registration Fees”, “Group Setup
Fees”, and/or “Prepaid Registration Packages”.
IMPORTANT: “Multi-Person SignUp Pricing” cannot be used on a registration for a group/team if the group/team has
special event pricing or pre-paid registration packages.
SET UP RACE GROUP PRICING
To begin setting up “Race Group Pricing” for your race, go to the “Participants” tab of the race dashboard.

Once there, click on the subheading for “Groups/Teams”, and open up the section labeled “Race Group Pricing Setup”.
Here you will find the “Race Group Pricing Setup” options broken down by group type, and within each section you
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will have the option to set up “Member Registration Fees”, “Group Setup Fees”, and/or “Prepaid Registration
Packages”.

In the lower right corner, you will find a “Select a Group Type” box, and you can use this
to easily navigate through the group types associated with your race.

Member Registration Fees
By default, all group members will be charged according to the overall pricing settings of your race, however, you can
set up “Member Registration Fees”, and this will override the default fees
for group members when applicable. To begin setting up “Member
Registration Fees”, click on the button for “Add Registration Fee”.

“Member Registration Fees” allow you to set up multiple pricing windows by date, event,
and group size. First, enter in the “Pricing Starts” date and time into the fields provided.
These fields are required in order to set up a membership registration fee.

Next, you have the option to enter in a “Pricing Ends” date and time. If you will not be
creating any other registration windows, then you can leave these fields blank in order to
allow this pricing up until the close of registration. However, if you are making more than
one registration window for group pricing, then you will need to set these fields, as pricing
windows are not allowed to overlap.

Once the pricing window is set, use the check boxes to indicate the “Applicable
Events”. These checked events here will indicate which event’s members will be
eligible for the group based pricing discount.

Finally, use the “Event Pricing” section to specify the cost of the
group according to group size. To do this, first enter in the
“Minimum Number of Group Members” required in order for
this group based pricing discount to go into effect. Then, enter
in the corresponding “Event Cost” for that minimum.
Example A: By setting the “Minimum Number of Group Members” to “0”, all group members will be registered
at the discounted price.
Example B: By setting the “Minimum Number of Group Members” to “5”, the 6th group member and all those
following will be registered at the discounted price. Group members 1 through 5 will pay the normal
registration fee.
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If you would like to add special pricing for another group size within the same registration
window, then click on the button for “Add Another Price”, and repeat the “Event Pricing”
process.
To add another registration period entirely, click on the button for “Add
Registration Fee” once more, and follow the aforementioned steps for
setting up a “Member Registration Fee”.
“Member Registration Fees” can be removed by clicking on the “X” located in the top right corner of each box.

Group Setup Fee
In addition to the normal registration fees, or the “Member Registration Fees” if
applicable, you can set up a fee for creating a group as well. To create a “Group
Setup Fee”, click on the button for “Add Setup Fee”.

The “Group Setup Fee” allows you to create multiple pricing windows for setup fees.
First, enter in the “Pricing Starts” date and time into the fields provided. These fields
are required in order to set up a group setup fee.
Next, you have the option to enter in a “Pricing Ends”
date and time. If you will not be creating any other
pricing windows, then you can leave these fields blank in order to allow this pricing
up until the close of registration. However, if you are making more than one
registration window for group setup fees, then you will need to set these fields, as
pricing windows are not allowed to overlap.

To finish creating a “Group Setup Fee” pricing window, enter in the “Setup Fee” in the space
provided.

To add another registration period, click on the button for “Add Setup Fee” once
more, and follow the aforementioned steps for setting up a “Group Setup Fee”.

A “Group Setup Fee” can be removed by clicking on the “X” located in the top right corner of each box.
Prepaid Registration Packages
By default, all group members will be charged according to the overall
pricing settings of your race, however, you can set up “Prepaid Registration
Packages”, and these will override the default fees for group members
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when applicable. To begin setting up “Prepaid Registration Packages”, click on the button for “Add Prepaid Package”.
Note: Changes made to existing packages will be reflected in existing groups, but changes in the cost or number of
members will not cause existing groups to owe more or less. Deleted packages will still apply to groups that have
already purchased them.

Begin by entering in a “Package Name” for your “Prepaid
Registration Package” into the text box provided.

Next, since “Prepaid Registration Packages” allow you to create multiple pricing
windows for package eligibility, enter in the “Pricing Starts” date and time into the
appropriate fields, followed by the “Pricing Ends” date and time. These fields are all
required in order to set up a prepaid package.

In the “Package Availability” section, you can check off “Not
available for public purchase”, if you would like to restrict the
purchase of this package to you, as the race director. Of course, if
you will be allowing this package to be purchased publically, then you will need to enter in the “Package Cost”.
IMPORTANT: In order to purchase a “Prepaid Package”, one
registrant will need to register at the designated registration cost
first. This means that if a “Package Cost” is set to $50, then the
$50 will be in addition to whatever fee was paid in order for the
group administrator to be registered.

In the “Included in Group Setup” section, you can check off the
box to say that “This package is included for free in any newly set
up group.” If checked, then this package will automatically be
included free of charge when a new group is set up, provided that
the group is created between the package availability dates.
Note: After checking off “This package is included for free in any newly set up group”, “Group Setup Fees” will still
apply if applicable.
The “Number of Registrations in Any Event” box allows you to set the total
number of registrations you want this “Prepaid Package” to cover, regardless
of which event the registrants are entered into.
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IMPORTANT: In order to purchase a “Prepaid Package”, one registrant will need to register at the designated
registration cost first. This means that if the “Number of Registrations in Any Event” is set to “3”, then there will
actually be a total of “4” members paid for in the group.

If you would like to stipulate the “Additional
Number of Registrations per Event” instead of
or in addition to the “Number of Registrations
in Any Event”, then you can do so in the boxes
provided.

To add another “Prepaid Package”, click on the button for “Add Prepaid
Package” once more, and follow the aforementioned steps for setting up a
“Prepaid Registration Package”.
“Prepaid Registration Packages” can be removed by clicking on the “X” located in the top right corner of each box.
SAVING GROUP PRICING
To save any changes made to the group pricing section, simply scroll down to the
bottom of the page and click “Save Pricing”.

RACE GROUP BIB ASSIGNMENT
After a race “Group Type” is created, as is explained in “How
to Set up Race Groups”, you will be able to set up automatic
bib assignments for each particular group type. This bib number will be in addition to the “per registrant” bib number,
and you can have, at most, two (2) bib ranges per group type.
Bib Auto-Assignments
To begin viewing and editing a particular race groups bib assignments, go to the “Participants” tab of the race
dashboard, click on the subheading for “Groups/Teams”, and open up the section labeled “Race Group Bib
Assignments”.

On the “Race Group Bib Assignments” page, you will find a table that varies in size depending on your number of
“Group Types”. You will be given two rows for each “Group Type”, however, since “Group Types” can share bib ranges
and may only require one bib range, all of these rows do not need to be used.

R u n S i g n U p M a n u a l | 11

Set Up Bib Ranges
In the first column of the bib range table, enter in the “Starting Bib
Number” of your bib range. Then, in the following column, enter in the
“Ending Bib Number”.

IMPORTANT: A single group type cannot have overlapping bib ranges.
Next, decide whether this bib range is going to be the “Primary Range”, using the check box
provided. The bib numbers in this range will be assigned first, and once all of the bib numbers in
this range are assigned, then assignments will begin from the secondary range, if applicable.
IMPORTANT: One of the ranges for a “Group Type” must be the “Primary Range” and the other
must not be marked as the primary.
In the “Group Types” column, check off all of the “Group
Types” that will be utilizing the designated range of bib
numbers. “Group Types” can only be assigned to two bib
ranges.
IMPORTANT: If a pool of bib numbers is shared by
multiple “Group Types”, then be sure to set a single range and check the box for each “Group Type”.
Below the table, you can check the box to “Set bib
number on existing groups that do not have a bib
number” if necessary.
SAVING BIB RANGES
Once you have finished creating or editing your group bib assignments, click on the
button for “Save Settings” in order for them to go into effect.

CREATING RACE GROUPS
Once you have set up race groups for your race, as is
explained in “How to Set up Race Groups”, you can then
begin creating new race groups as the race director. Typically, registrants will have the ability to create race groups as
well, however, depending on your race group settings, race group creation may be the sole responsibility of the race
director.
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CREATE NEW RACE GROUP
To start creating new race groups, go to the “Participants” tab of the race dashboard, click on the subheading for
“Groups/Teams”, and open up the section labeled “Create New Race Group”.

First, decide upon the “Group/Team Type” by selecting one from the drop down
menu. As you select each “Group/Team Type”, you will find a description of that
group, as well as any limitations and settings that it may have. When you have
selected the group type that you would like to create, enter in the “Group/Team
Name”.

Gender Groups
Certain group types will require you to create either an all male group, an all
female group, or a coed group; all, some, or none of these options may be
available to you depending on the race. If the
“Gender” section is required for your group, then
simply select the available option that best suits your
group’s needs from the drop down menu.
Age Groups
Certain group types will dictate that their members meet specific age requirements in
order to join. Sometimes the age requirements will be the same across all groups of this
type, and other times, the group’s creator will need to select an “Age Group” option
from the drop down list provided.
Optional Password
When creating a group, you have the option to set a password that will
be required for anyone trying to join your group/team. If you would like
to create a password for the group, then enter it into the text box
provided.
Group Bib Number
When creating a group, you have the option to set a “Group Bib Number” for that group/team. If
you would like to apply a group bib number, then enter it into the text box provided.
SAVING YOUR GROUP
After you are finished customizing your group settings, and you are
ready to create it, click on the button for “Create New Group/Team”.
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At this point, you will receive confirmation that the group has been created, and you will be given the following
options: “View Group/Team Page” and “Add Another Group/Team”.
The “View Group/Team Page” button will bring you to the group
management page, which is explained with more detail in the section for
“How to View Groups”.
The “Add Another Group/Team” button will bring you back to the group
creation page, and will allow you to create another group.

VIEWING RACE GROUPS
Once race groups have been created for your race, by either
registrants or yourself (“How to Create a New Race Group”),
then you will be able to go in and manage those race groups as the race director.
SEARCHING RACE GROUPS
To begin viewing and editing a particular race group, go to the “Participants” tab of the race dashboard, click on the
subheading for “Groups/Teams”, and open up the section labeled “View Groups”.

On this page, you will be able to search “Race Groups” by “Event Date”, “Group Type”, and/or
“Group Name”. Once you have the desired fields set correctly, click on the button for
“Search”, and the matching results will appear below.
The results table will show you the “Group”, the “Group Type”, “Group Restrictions”, the date it was “Created”, and
the “Number of Members” in that group. The table information can be downloaded by clicking on the link for
“Download as CSV”.
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When you have located the group you would like to view and/or edit, click on that group’s name in the “Group”
column, and you will be brought to the group management page.

Join and Share
The section for “Join & Share” houses the networking resources
group members will need to spread the word about their group
and encourage others to join.
The “Registration URL” row includes the link to a specialized
“SignUp” page that is preset to add the registrants to that
particular group, and the “Send Email” button allows you to
send it out to potential members via email.
The “Facebook” and “Twitter” rows each include their corresponding share button in order to easily post or tweet
about your group to your friends.
The green “Join Group/Team” button will take users directly to the specialized
“SignUp” page for that group.

Group Details
The “Group Details” section will list the current settings of your
group. This table will include the “Race Date”, the date the group
was created, the “Group Type”, and the “Number of Members” in
the group, and if applicable, the “Group Size”, “Gender
Restriction”, and “Age Restriction”.
If you would like to modify any of these settings, simply click on
the button for “Update
Information”, and you will be able to update the group as is explained in
“How to Create a New Race Group (Race Directors)”.
To delete a group entirely, simply click on the red “Delete” button, and then “Delete
Group/Team”.
Race Group Administrators
Aside from the race director, and those with race director permission, “Race
Group Administrators” are the only other users with the ability to modify the
group information. You can add as many “Race Group Administrators” as you would like by clicking on the button for
“Add Administrator”.
“Race Group Administrators” can be removed by clicking on the “X” next to their name.
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IMPORTANT: Setting a user as a “Race Group Administrator” does not automatically add them to the group.
Group Members
Under the “Group Members” heading, you will find a listing of all the members in that
particular group. Members can be added by clicking on the button for “Add
Member”.
Members can be deleted by clicking on the “X” in line with their row of the table, and then hitting the button for “Yes,
Remove Member”.

VIEW GROUP REPORTS
Once race groups have been created for your race, by either
registrants or yourself (“How to Create a New Race Group”),
then you will be able to go in and view reports on race groups as the race director.
Group Reports
To begin viewing and editing a particular race group, go to the “Participants” tab of the race dashboard, click on the
subheading for “Groups/Teams”, and open up the section labeled “View Group Reports”.

On the “View Group Reports” page, you will find a bar
graph for the “Group/Team Registration Percentage”.
This graph will show you how many registrants of each
event joined a group in the form of a percentage, and if
you place the cursor over the blue portion of the bar
graph, then you can view the total number of people
“On Group/Team” and “Not on Group/Team”.
In the “Group/Team Administrator Report” section, you
can decide which “Details” and “Event Date” you would
like to view for the group administrators, and hit the button labeled “Download Report” to download a CSV of the
information.
In the “Group/Team Member Report” section, you can decide which “Details”
and “Event Date” you would like to view for the group members, and hit the
button labeled “Download Report” to download a CSV of the information.

