
   

 

 

HOW-TO GUIDE 
Part I: Team Page Set Up  

Part II: Inviting People to join your Team 

Still have questions?  

Please contact Jade Taylor at (215) 965-0777 or jtaylor@rebuildingphilly.org  

 

PART I – Team Set Up 

1. Go to the Registration site: www.runsignup.com/runtorebuild  

2. Click on “Sign Up” (top, right corner) 

3. Choose the Registrant 

4. Choose your Event 

a. Make sure to pick “TEAM,” not “Individual” – select 5K or 2 Mile Walk 

5. Kindly read the waiver then check the box ☑to agree 

6. Click “Continue” 

a. Type your Team’s name (Ex: Team Jade) 

b. You will have the option to create a password - - We do NOT recommend this added barrier to sign-up. 

7. T-shirt and Misc Page 

a. Choose your T-Shirt size 

b. Answer how you heard about the event (Optional) 

c. Answer whether you’d like to join Bryn Mawr Running Company’s mailing list. (Optional) 

8. FUNDRAISING PAGE – we recommend you set this up in case friends who cannot attend want to make a gift 

anyway (Remember: this is our only fundraiser of the year!) 

a. Click “Become a Fundraiser” button 

1. “Individual Fundraiser Name” will auto populate with your name 

You can keep your name there or change it to your team name  

2. Tagline (optional): you can create your own or leave this blank (Ex: See you at the finish line!) 

3. Fundraising Goal: Set a dollar amount for your fundraising goal (there’s an interactive 

thermometer!) 

4. More Customization (Optional) 

a) Upload a logo or photo of your choosing 

b) Create a custom fundraiser URL. This link can be used to send people directly to your 

fundraiser page. Ex: Run with Jade - https://runsignup.com/runwithjade  

c) Personal Message to Display on Fundraiser Page: You can create your own message or 

keep the default message 

5. Choose a Donation amount (Optional) 

9. Click “Continue” 

10. Result Notifications 

a. Want to receive notifications when race results are posted? Add your phone # and/or email) 

11. Click “Continue” 

12. Review Registration Info 

a. You will see the name of your Team and the name of your personal fundraiser 

b. Registration cart (right side of screen): You will see the option to absorb the cost of processing ($2.50)  

c. Please consider absorbing this fee so RTP can make this fundraiser as cost-effective as possible!  

d. Enter payment information and then confirm 
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Part II: Inviting People to Join your Team 

 

 

PART II – Inviting People to Join your Team 

1. Log in to your account 

2. Click on the Profile Link at the top of the RunSignUp page 

a. From the drop-down menu, choose “my profile” 

3. You can then choose from “Fundraising” or “Groups” - - CHOOSE GROUPS 

4. Click on the team’s name (ex below: “Run with Esther” ) 

 

5. This takes you to the “Join and Share” page 

6. Click the green “Invite friends” button 

7. This is the section where you can customize the message you send in your invitation. 

8. Choose whether you want to send the emails directly from RunSignUp or if you want it to come directly from 

your personal email account.  

 
 

9. Also, you will add names and email addresses. As you fill in a row, a new one will appear so you can keep adding 

people. 
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10. Email Previews: this page allows you to review the message before it is sent live. 

 


