
 
 

 

 

 

   
  

 
 

 

   
 Within this document you will find detailed instructions regarding the information sharing options available on 

www.RunSignUp.com.  This manual covers topics for race directors, and those with certain race director 
privileges, 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 “Info Sharing: 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 Share Participant Viewing/Editing 

How to Share Full Control (Except Financials) 

How to Share Store Order Management 

How to Share Results Uploading Capabilities 

How to Add/Remove Race Directors 
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INFORMATION SHARING 

RunSignUp’s “Info Sharing” feature allows the race director, along with those who were given the race director’s 

permission, to grant access at varying levels to other users associated with the race committee.  Access can be limited 

to participant information, store management, and/or results uploading.  Access can be given to all areas of race 

information, except for the financial summary.  Multiple race directors can also be added to your race so that they 

have all of the privileges of the actual race creator. 

 

 

 
 

“EDITING PARTICIPANTS” SHARE OPTION 

As a race director, you have the ability to share participant 

viewing and editing privileges with other members of your 

race’s staff and/or timers.  To assign accounts access to participant information, 

go to the “Customize” tab of the race dashboard and open up the subheading for 

“Info Sharing”.  Find the section for “Editing Participants”, and in the “E-mail 

Address” field, enter in the email address of the person with whom you would 

like to share participant information. 

 

To grant multiple accounts access at one time, click on the “+ Add More” link and another “E-

mail Address” field will be made available. 

 

Once you are finished assigning new accounts access to “Editing Participants”, scroll down to the bottom of the page 

and click on the “Save Settings” button. 

 

 

What Is Shared? 

By adding a user to the “Editing Participants” section of the “Race Information Sharing” page, you allow that user to 

handle “Race Day Check-In”, customize “Race Divisions”, view, search, import, and 

manage participants, control the waiting list and reserved entries, assign bibs, chips, 

and race divisions, and “Upload Results”. 

 

 

Deleting Accounts from the Editing Participants List 

To remove an accounts access privileges, simply click on the “X” to the right of their 

“E-mail Address” box and click “Save Settings” at the bottom of the page. 
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“FULL CONTROL (EXCEPT FINANCIALS)” SHARE OPTION 

As a race director, you have the ability to share full control of 

the race (excluding the ability to view the financial summary) 

with other members of your race’s staff.  To give other accounts these privileges, go to the “Customize” tab of the race 

dashboard and open up the subheading for “Info Sharing”.  Find the section for 

“Full Control Except Financial Summary”, and in the “E-mail Address” field, enter in 

the email address of the person with whom you would like to share full control of 

your race (with the exception of viewing the financial summary). 

 

Note: In order to give an account access equal to that of the race director, please refer to the section on “How to Add a 

Race Director”. 

 

To grant multiple accounts access at one time, click on the “+ Add More” link and another “E-

mail Address” field will be made available. 

 

Once you are finished assigning new accounts to have full control of you race (with the exception of viewing the 

financial summary), scroll down to the bottom of the page and click on the “Save Settings” button. 

 

What Is Shared? 

By adding a user to the “Full Control Except Financial 

Summary” section of the “Race Information Sharing” page, 

you allow that user to have all the privileges of the race director, but the main financial summary is left hidden from 

them. 

 

Deleting Accounts from the Full Control Except Financial Summary List 

To remove an accounts access privileges, simply click on the “X” to the right of their 

“E-mail Address” box and click “Save Settings” at the bottom of the page. 

 

 

 
 

“MANAGE STORE ORDERS” SHARE OPTION 

As a race director, you have the ability to share store order 

responsibilities with other members of your race’s staff.  To 

assign accounts access to store order management, go to the “Customize” tab of 

the race dashboard and open up the subheading for “Info Sharing”.  Find the 

section for “Manage Store Order”, and in the “E-mail Address” field, enter in the 

email address of the person with whom you would like to share store order 

management responsibilities. 
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To grant multiple accounts access at one time, click on the “+ Add More” link and another “E-

mail Address” field will be made available. 

 

Once you are finished assigning new accounts access to the store order management sections, scroll down to the 

bottom of the page and click on the “Save Settings” button. 

 

What Is Shared? 

By adding a user to the “Manage Store Orders” section of the “Race Information 

Sharing” page, you allow that user to the store summary, and the store order 

management page. 

 

Deleting Accounts from the Manage Store Orders List 

To remove an accounts access privileges, simply click on the “X” to the right of their 

“E-mail Address” box and click “Save Settings” at the bottom of the page. 

 

 

 
 

“UPLOADING RESULTS” SHARE OPTION 

As a race director, you have the ability to allow other 

members of your race’s staff or outside parties, such as 

timers, to upload results on your RunSignUp race page.  To assign an account or accounts access to results uploading, 

go to the “Customize” tab of the race dashboard and open up the subheading for 

“Info Sharing”.  Find the section for “Uploading Results”, and in the “E-mail 

Address” field, enter in the email address of the person with whom you would 

like to share results uploading privileges. 

 

To grant multiple accounts access at one time, click on the “+ Add More” link and another “E-

mail Address” field will be made available. 

 

Once you are finished assigning new accounts access to the results uploading settings, scroll down to the bottom of 

the page and click on the “Save Settings” button. 

 

 

What Is Shared? 

By adding a user to the “Uploading Results” section of the “Race Information 

Sharing” page, you allow that user to upload, edit, and delete results listed on your 

race page. 

 

 

Deleting Accounts from the Share Results List 

To remove an accounts access privileges, simply click on the “X” to the right of their “E-mail Address” box and click 

“Save Settings” at the bottom of the page. 
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ADDING/REMOVING RACE DIRECTORS 

Since some races may have more than one race director, and 

because reoccurring races may switch race directors from 

race to race, RunSignUp allows you to add and delete race directors very easily. 

 

Begin by going to the “Customize” tab of the race dashboard, and open up the sub-heading for “Info Sharing”.  Next, 

scroll down to the bottom of the page, where you will find the section for “Race Directors”. 

 

Adding Directors 

In the “Race Directors” section, you can input additional directors for your race.  Make 

sure that the user you would like to make a race director has previously set up an 

account on RunSignUp, and enter in the email address that they created their account 

under in the box provided. 

 

You can set as many race directors as you would like for your race, though keep in mind that they can only be added 

one at a time. 

 

Once you hit “Save Settings”, and return to the bottom of the page, you will see that 

the new race director is now included in the table, and another race director can be 

added if necessary. 

 

Primary Directors and Deleting Directors 

The primary race director can be set using the radio buttons, and by using the check box, you can remove any of the 

race directors from that list.  If you do change the radio button that indicates the primary race director, or if you 

decide to check any of the boxes to delete a race director, then remember to hit “Save Settings”. 

 

 
 

Note: If you decide to delete the primary race director without setting a new primary, a new primary race director will 

be selected from those remaining. 

 


