SignUp Instructions

Set up Initial Registration

· Go to www.signup.com (previously www.VolunteerSpot.com)

· Fill in the First Name, Last Name, Email Address and Password fields in the middle of the page and select “Start Planning”

· Go to your profile page by selecting “Profile” in the dropdown box that appears when you click on your name in the upper-right-hand corner.

· Once on the Profile page, scroll down to “Additional Information”

· Click on “Upgrade to Premium or enter Promo Code”

· Enter Promo Code 5LB9DPJG
Note: If you signed up to volunteer for a previous activity at SignUp.com but did not organize the activity, you likely do NOT have a registered account yet.
Upgrade Existing Registration
· Sign in to your SignUp account (previously VolunteerSpot)
· Go to your profile page by selecting “Profile” in the dropdown box that appears when you click on your name in the upper-right-hand corner.

· Once on the Profile page, scroll down to “Additional Information”

· Click on “Upgrade to Premium or enter Promo Code”

· Enter Promo Code 5LB9DPJG
Create New Sign-up 
· You can watch a video to learn how to create a new signup at https://signup.com/Video/VideoTour or follow the simple instructions below

· Sign in to your SignUp account which will take you to the Dashboard page

· Click on “Create New SignUp”
· Event Details – Enter the following fields:
1. SignUp Kind (select one)

· Single or Multiple Day

· No Specific Day

· Fees or Contribution Only

2. Category – select either 

· My Classroom (for teachers only)

· Class/School SignUp

3. Name – What do you want to call this SignUp (I.E. classroom volunteers)

4. Welcome Message – Enter a short message that will appear at the top of the SignUp.  Include a brief description of the event, date, time, what you would like your volunteers to participate in or what the requirements are.
5. Location – Enter location of event and/or meeting location
6. Participant Allowances - The following items will be checked by default, please review and unselect if desired:

· Allow participants to share their invitation with other

· Allow participants to see who else has signed up or commented

· Allow participants to swap spots

7. School Affiliation – This box should be checked by default, if it is not click on it.  Enter School Zip Code 19312 and click on the “School Name” box.  A listing of schools within the zip code should pop up.  Select Hillside El Sch
8. Organizer Information – Click to expand.  This section will default to the information associated with your sign in (i.e. name, email, phone number). Enter an Organizer Title if desired.
9. What Information Do You Want from Participants?

· Participant Information – Required fields default to Full Name, Email Address and Phone Number

· Additional Information – Enter any additional information you would like participants to supply (i.e. t-shirt size, grade, Teacher’s name, etc.)
10. Once Details page has been completed, click NEXT

· Calendar Page - Select the date of your event. This will take you to another set up page to enter signup details related to number of people and date/time of event.
1. What do you want people to sign up for? 
· Number of People

· What do you want them to do – Select either
· Do/Attend

· Bring

· Enter description of what you want them to “do/attend” or “bring”

· Enter time

· You can add more options by clicking the “Add Another” button

· If desired, create shifts by clicking on the “Add Shifts” button

2. What day(s) does this Spot happen?  This will default to the date you selected on the calendar.  You can change the date or make your event repeat.
· Note: A recap of your event sign up options will show below the calendar (i.e. “You are adding 3 Spots on 1 day.”)
3. Add extra details (optional) – Extra details can include job descriptions, instructions or links.  Details entered here will automatically be included in confirmation and reminder messages.
4. Once Calendar page has been completed, click SAVE
· View/Edit Pop-up - Review information.  

1. Edit - To edit your signup, select “Edit” and make necessary changes

2. Assign – You can assign the task to anyone that has registered for SignUp

3. Delete – To delete event
4. Once verification is completed, click OK

5. This will take you back to the Calendar Page, click NEXT (you might need to scroll down to see the “NEXT” button)
· Choose Theme

1. Do you want to add an image or logo? 

· Choose Tab - Select an existing image or logo 

· Upload Tab - upload your own image or logo

· Copy Tab – copy image or logo from another SignUp

2. Do you want to add background design – scroll down to see available options; select one

3. Once theme is completed, Preview the SignUp to see how it looks and make any necessary changes

4. When finished, click NEXT

· Invite
***PTO Signups Only – BEFORE selecting your invite method, scroll down and click on “Custom Settings”, then select “Settings” from the Menu bar and select “Publish to Group Page”. Select the “Hillside Elementary School PTO SignUps” group page. ***  
BEFORE selecting your invite method, you might want to determine Email preferences.  Scroll down and click on “Custom Settings”, then make the desired selections from the list provided. (See Email Preferences section on next page for more details.)
1. Send Email Invites – Enter individual email addresses or use SignUp contact list if available
2. Create a Link – to create a shareable link to include in emails, on the PTO website etc.
3. Post on Social – to create social media links
4. Add a Button – to create a button to use on the PTO website
· Once your SignUp is created, use the “Manage” tab on the Dashboard page to make changes, invite more people and/or see who’s coming
1. Invite/Share

· Send Email Invites – Enter individual email addresses or use SignUp contact list if available
· Create a Link – to create a shareable link to include in emails, on the PTO website etc.

· Post on Social – to create social media links

· Add a Button – to create a button to use on the PTO website

2. Who’s Coming/Reports – Allows you to run the following reports:
· Who’s Coming – Summary of all spots and participants
· SignUp/Check-in Sheet – Printable SignUp or check-in sheets
· Roster and Hours Tracking – All participants invited and signed up
· Export – Download all SignUp data to open in Excel or other programs
3. Spots/Status – Takes you to the calendar view to see when/what events are scheduled
4. Participants – Shows who has been invited to your event and what their status is (i.e. have they viewed the event, number of spots signed up for, email delivery failures, etc.)
5. Messages – Allows you to send messages and/or a Thank You to your participants
6. Details – Takes you to the original set up pages to allow you to edit the details of your event
7. Settings

· Waiver – Allows you to add a waiver or required form (release of liability, confidentiality, photo permission, etc.)
· Email Preferences 
· Send reminders to participants (select two days before/three days before, etc.)
· Notify participants when spots are changed (yes/no)
· Send comments summary (daily/immediately)
· Notify me when someone signs up (no, always, within one day, etc.)
· Notify me when someone cancels (anytime/after reminder sent)
· Notify me when this SignUp is full (yes/no)
· Premium Locking – Allows you to set a date when signups will no longer be accepted
· Publish to Group Page

· Themes – view available logos, images and background choices
· Once SignUp is created, use Tools on the Dashboard page to: 

1. Pass the Baton – pass event on to another organizer (this can also be used when turning over chair position duties – set up duplicate copy of Signup and then pass the baton!)
2. Duplicate – recreate signup for reoccurring or annual events
3. Archive

