
 
 

 

 

 

   
  

 
 

 

   
 Within this document you will find detailed instructions regarding basic account management on 

www.RunSignUp.com.  This manual covers topics for all users, 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 “Account 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. 

 

All Users 

How to Reset Your Password 

How to Change Your Password 

How to Modify Profile Information 

How to Claim an Account 

How to Merge Two Accounts 

How to Set Up Account Sharing 

How to Access a Secondary Account 

How to Convert an Account to a Secondary 

How to Create an Account from a Secondary 
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ACCOUNT MANAGEMENT 

If you are registered for a race on RunSignUp, then you either have an account or can claim an account on RunSignUp.  

This instruction manual will explain how to go about managing your account information, merging two accounts into 

one, and separating secondary accounts into their own account. 

 

 
 

RESETTING YOUR PASSWORD 

If you ever happen to forget your password, simply open up 

the “Login” box, and click “Forgot Password?”  At this point, 

you can enter in the email address you use to access your RunSignUp account, and click on the button labeled “Reset 

Password”. 

 

After clicking the “Reset Password” button, you will receive an email at the corresponding account that reads as 

follows: 

 

You are receiving this e-mail because you have requested a 

password reset. Please click the link below to reset your 

password: 

 

Click the following link to reset your password: 

https://runsignup.com/PasswordReset/(Randomly 

Generated Sequence)/(UserID) 

 

If you did not request this password reset, then please 

ignore this email (your password will remain unchanged). 

 

 

As the email instructs, click on the link provided, and you will be brought to the “Password 

Reset” page.  Enter in the “Password” you wish to use for your account, and then re-enter 

it into the “Confirm Password” field.  When you click the “Reset” button, your password 

will be reset, and you will now be able to sign in using that password. 

 

Note: If you have not forgotten your password, and simply would like to change it, then 

please refer to the section on “How to Change Your Password”. 
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CHANGING YOUR PASSWORD 

If you need to manually change your password, then begin by 

logging into your account.  Next, go to your “Profile” page, 

and click on the button for “Modify Profile”. 

 

Enter your new password into the field marked “Password”, and then again in the 

field marked “Confirm Password”. 

 

At the bottom of the page, click on the button for “Save”, and you will receive 

a notice to let you know that the account changes have been saved. 

 

Now, if you “Sign Out”, then you will be able to log back into your account by 

using the newly created password. 

 

If at any point you cannot log into your account because you have forgotten 

your password, please refer to the section on “How to Reset Your Password”. 

 

 
 

MODIFY PROFILE INFORMATION 

If you need to change any of your account profile 

information (ex: your name, email, address, etcetera), then 

simply go to your “Profile” page, and click on the button marked “Modify Profile”.  Note: This is also the same method 

for updating the information of a “Secondary User”. 

 

On the “Modify Profile” page, you can edit all of the information that you entered in 

when you first created the account, and change your password if necessary.  When 

you are finished making changes, click “Save”, and a confirmation message will let 

you know that the account changes have been saved. 

 

 
 

CLAIMING AN ACCOUNT 

If you registered for a race without creating an account on 

RunSignUp, or if you were manually imported into a race by 

the race director, then you may have the option to claim that account. 
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Note: An account can only be claimed by a user if it has an email address associated with it.  If a registrant signed up or 

was imported into a race without an email address listed, the account cannot be claimed until the race director 

indicates an email address associated with the account. 

 

The three main reasons why you may want to claim an account are as follows: 

1) You would like to create a new, accessible account from the existing registration information. 

2) You would like to merge the information associated with the unclaimed account with your existing RunSignUp 

account (that way you can manage all of your registrations/memberships/etcetera with a single login). 

3) You would like to incorporate a registrant’s information as a secondary user on your account. 

 

SENDING CLAIM INSTRUCTIONS 

The first step in claiming an account involves sending claim instructions to the email address of the person claiming 

that account.  There are couple different ways in which this can be done if you are a runner, as well as a way for race 

directors to send out claim instructions to their participants. 

 

Method 1 (for Runners) 

The easiest method for claiming accounts can be done by going to 

www.runsignup.com/ClaimAccounts, entering in your email address, and clicking 

“Claim”.  If there are any unclaimed accounts associated with that email address, 

you will receive the “Claim Instructions” email within a few minutes. 

 

Note: This email will include all of the unclaimed accounts associated with the 

address you entered. 

 

Method 2 (for Runners) 

Another method for claiming an account can be done by using the “Find A Runner” tab of the race for which the user 

is a registrant.  Find the user you would like to claim the account of, and if there is a claim link next to that user’s name 

(“Is this you?”), then that account can be claimed.  When you click on the 

link beside the name, a box will pop-up to notify you that the “Claim 

Instructions” email is about to be sent to that user.  If you are certain that 

you want to send “Claim Instructions” to that user, then click on the button marked “Claim”, and the email will be 

sent. 

Note: This email will only include the unclaimed account for that particular user in that particular event.  In order to be 

sent all of the unclaimed account associated with a specific email address, you will need to use “Method 1 (for 

Runners)”. 

 

Method 3 (for Race Directors) 

If you are a race director, you can send out “Claim Instructions” to any of your race’s participants with an unclaimed 

account, regardless of whether or not there is currently an email address associated with the account.  To begin, go to 

the “Race Info” tab of the race dashboard, and then open up the “Race Day Check-In” section. 

 

If you scroll down on the “Race Day Check-In” page, you will find a table listing participants 

of your race.  If any of these participants are unclaimed, then you will be able to click on 

“Send Claim Instructions”.  After clicking the link, a pop-up box will allow you to add or edit 

http://www.runsignup.com/ClaimAccounts
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the email address of the user who will be claiming that account.  Once the desired email address is written in the text 

field, you can click “Claim”, and the “Claim Instructions” will be sent. 

 

CLAIM INSTRUCTIONS 

Regardless of which method you use to send the “Claim Instructions”, the email you receive will consist of the 

following message: 

 

“You are receiving this E-mail because you or someone else tried to claim an account on RunSignUp 

linked to this E-mail address. If you did not initiate this request, please ignore this E-mail. To claim your 

account, click on the link below.” 

 

Below that message, you will either find a link that reads “Claim Account”, or a link(s) that allows you to claim an 

account for a specified user.  When you click on the link of the account you would like to claim, you will be given three 

options for claiming that account. 

 

Option 1: Create New Account 

Option one lets you create an entirely new account for the user you selected.  

To do this, first make sure that the email address you want associated with this 

account is correct.  Then enter in a password, confirm the password, and hit 

the button for “Create New Account”. 

 

The new account will then be opened up to you, and if you “Sign Out”, then 

you can log back in using the newly created account’s email and password. 

 

Option 2: Merge with 

Existing Account 

Option two on the claim 

account page allows you 

to merge the selected 

unclaimed account with 

your existing account.  To do this, begin by logging into your 

account, and then decide which data you want to be applied to 

your account after the merge. 

 

For instance, by selecting a radio button in the “Your Account” 

column of a specific row, then any spot where the information 

in the “Other Account” column of that row appears on the 

website before the merge, will be replaced by the “Your 

Account” selection after the merge (ex: in participant lists, 

results sections, donation reports, and so on).  Similarly, by 

selecting a radio button in the “Other Account” column of a 

specific row, then any spot where the information in the “Your 

Account” column of that row appears on the website before 

the merge, will be replaced by the “Other Account” selection 
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after the merge. 

 

After selecting the desired information from each account, hit “Merge with Current User”, and you will receive 

confirmation that the account was successfully claimed.  You will also see that your account information has been 

updated to reflect the selections you made in the previous step (if applicable). 

 

Option 3: Add as Secondary User of Existing Account 

The third option for claiming an account lets you add that account as 

a secondary user on your existing account.  For this option, you will 

need to be logged in under the account that is going to be accepting 

this secondary user, and then, simply click on the button marked 

“Add as Secondary User”. 

 

You will then be brought to your profile page, where you will receive confirmation that the account was successfully 

claimed, and you can find the newly claimed account in your list of secondary users. 

 

 

 
 

MERGING TWO ACCOUNTS 

In some cases, a user may end up with more than one 

account on RunSignUp under the same name, but different 

email addresses.  These accounts may have been intentionally set up under separate email addresses at some point, 

or they may have been inadvertently created due to a typo in the email address field of the registration process.  In 

either case, RunSignUp allows you to easily merge these accounts so that they are accessible under a single sign-in. 

 

 

Claim Your Own Account 

To merge two accounts, begin by logging into RunSignUp using your desired account (the one you want to log in from 

once the two accounts are merged).  Next, go to the following link: 

 

https://runsignup.com/Account/ClaimOwnAccount 

 

At this point, you should automatically be given a confirmation message that reads: 

 

 
 

Log out of your RunSignUp account, and check your email for the “Claiming your Account on RunSignUp” message.  

Next, log into RunSignUp with your unwanted account (the one you want to merge into your desired account).  Return 

to your email, and open up the “Claiming your Account on RunSignUp” email that was sent previously.  It will read: 

 

https://runsignup.com/Account/ClaimOwnAccount
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Below that message, click on the “Claim Account” link, and the “Claim Account” page will be opened up for you.  To 

merge your two accounts into a single account, use “Option 2” on the “Claim Account” page. 

 

 

Option 2: Merge with Existing Account 

Option two on the claim account page allows you to merge the 

selected unclaimed account with your existing account.  To do 

this, begin by logging into your account, and then decide which 

data you want to be applied to your account after the merge. 

 

For instance, by selecting a radio button in the “Your Account” 

column of a specific row, then any spot where the information 

in the “Other Account” column of that row appears on the 

website before the merge, will be replaced by the “Your 

Account” selection after the merge (ex: in participant lists, 

results sections, donation reports, and so on).  Similarly, by 

selecting a radio button in the “Other Account” column of a 

specific row, then any spot where the information in the “Your 

Account” column of that row appears on the website before 

the merge, will be replaced by the “Other Account” selection 

after the merge. 

 

After selecting the desired information from each account, hit 

“Merge with Current User”, and you will receive confirmation 

that the account was successfully claimed.  You will also see 

that your account information has been updated to reflect the 

selections you made in the previous step (if applicable). 
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MERGING AS A SECONDARY USER 

In some cases, you may want to consolidate various user 

accounts under one primary user.  Creating secondary users 

out of independent accounts allow you to move groups of people’s registration information into one account and are 

useful for families who like to register together. 

 

Claim Your Own Account 

To merge one account into another as a secondary account, begin by logging into RunSignUp using the account that is 

going to be the secondary user.  Next, go to the following link: 

 

https://runsignup.com/Account/ClaimOwnAccount 

 

At this point, you should automatically be given a confirmation message that reads: 

 

 
 

Log out of your RunSignUp account, and find the “Claiming your Account on RunSignUp” email message.  Next, log into 

RunSignUp with the account that will be remaining a primary account (the one you want to add the secondary user 

to).  Return to the email, and open up the “Claiming your Account on RunSignUp” message that was sent previously.  It 

will read: 

 

 
 

Below that message, click on the “Claim Account” link, and the “Claim Account” page will be opened up for you.  To 

add the original account as a secondary user on the current account, use “Option 3” on the “Claim Account” page. 

 

Option 3: Add as Secondary User of Existing Account 

The third option for claiming an account lets you add that account as 

a secondary user on your existing account.  For this option, you will 

need to be logged in under the account that is going to be accepting 

https://runsignup.com/Account/ClaimOwnAccount
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this secondary user, and then, simply click on the button marked “Add as Secondary User”. 

 

You will then be brought to your profile page, where you will receive confirmation that the account was successfully 

claimed, and you can find the newly claimed account in your list of secondary users. 

 

 
 

ACCOUNT SHARING 

You can share your account with other users on RunSignUp 

in order to give them access to your profile information.  By 

sharing accounts, independent RunSignUp users can register together in a single transaction, and instead of becoming 

secondary users under the main registrant’s account, users will 

remain with their independent accounts.  The ability to share 

accounts is useful in redeeming group based pricing and 

registering for club memberships across multiple accounts. 

 

In order to modify your account sharing information, begin by 

logging into RunSignUp, and go to your “Profile” page.  Once 

there, scroll down to the “Account Sharing” section. 

 

Share Your Account 

Sharing your account with another RunSignUp user is a quick and easy 

process.  Under the “Account Sharing” section of your “Profile”, click on 

the button labeled “Set up Account Sharing”. 

 

 

Next, a window will pop up, and in the text box 

provided, you can enter in the account email 

address of the user with whom you would like to 

share your account. 

 

Click “Share Account”, and you will receive 

confirmation that your account has successfully 

been shared. 

 

 

Note: If there is no account created under the email address that you are attempting to share your account with, then 

you will receive an alert to let you know that no account exists under that name. 

 

 

After your account is shared, the user with whom your account is shared will be able to sign you up from their 

account. 
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Un-share Your Account 

If at any point you would like to stop sharing your account with another user, then this can easily be done under the 

“Account Sharing” section of your “Profile”.  Simply find the account you are currently sharing your account with, 

located under the label for “You are sharing your account with the following accounts”, and click on the “X” next to 

the account you want to remove. 

 

Note: If you have shared accounts in order to sign up for a club membership with other users, then it is recommended 

that you do not unlink these shared accounts.  If you do unlink them, then you will need to share them again later if you 

would like to renew the membership with the existing users. 

 

 

Remove a Shared Account 

In the “Account Sharing” section of your “Profile” page, you may find a label reading “The following accounts are 

shared with your account”.  If this label is visible to you, then another user has shared their account with you, and you 

will be able to sign them up for a race or club membership. 

 

If you would like to remove access to their accounts from your account, then you can simply click on the “X” next to 

the account you would like to unlink. 

 

 

Note: If you have shared accounts in order to sign up for a club membership with other users, then it is recommended 

that you do not unlink these shared accounts.  If you do unlink them, then you will need to share them again later if you 

would like to renew the membership with the existing users. 

 

 

 
 

SECONDARY ACCOUNT ACCESS 

A secondary user refers to any RunSignUp user who used 

another individual’s primary account to complete a 

transaction (ex: the registration process, donation, race store purchase).  Therefore, secondary users do not 

automatically have an account of their own to access. 

 

If you are currently a secondary user on a primary account, then the most likely reasons 

you will need to access your information would be for modifying your account 

information and applying your “Running Log” data to the club tally.  While secondary 

users can be converted into their own account, as is explained in “How to Create an 

Account from a Secondary”, often times it is more convenient to keep the secondary 

user under the primary account. 

 

In order to set up access to a secondary account, begin by logging into RunSignUp as 

the primary account holder, and go to the “Profile” page. 
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Setting a Password 

Once on the “Profile” page, find the “Secondary User” for 

which you would like to set up account access, and click on 

“Modify Profile”. 

 

Fill out the fields for “Password” and “Confirm Password”, and then “Save” the changes at the bottom of the page. 

 

After saving, you will receive a confirmation message that says the “Account changes 

saved”, and you can then log into your secondary user account. 

 

 
 

CONVERTING A SECONDARY USER 

A secondary user refers to any RunSignUp user who used 

another individual’s primary account to complete a 

transaction (ex: the registration process, donation, race store purchase).  Therefore, secondary users do not have an 

account of their own. 

 

While secondary users on a primary account offer a convenient way 

to quickly sign up groups of family members and friends, there may 

be instances where a secondary user would like to create their own 

account from the existing user information.  If this is the case, start 

by logging into the primary account, and make your way to the 

“Profile” page. 

 

On this page, you will find a listing of all of the secondary users that 

reside on that account, and you can easily 

begin creating a private account for any of 

them by clicking on the button marked “Make Own Account”.  Next, enter in a unique email 

address that is not yet associated with a RunSignUp account, create a password for the new 

account, confirm it in the following text field, and hit “Create Account”. 

 

A confirmation message will let you know that a new account has been created, and that 

registrant information will now be removed from the secondary users section on this account. 

 

Now, if you “Sign Out”, then you will be able to log into the new account by using the email 

and password you provided in the previous step. 

 


