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Invite to CDA Rotary Sign Up Genius



Ø You will receive an invite to CDA
Admin to create your account

Click to Login
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ØCreate a new account
ØUse the email address that you

received the invite

Choose New 
Account
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Ø Complete the activation 
of your account

Ø Choose to option to access 
the Steve Rolland account 
with the CDA Admin role 
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Ø Next step :  Create a Sign Up
Ø Click on Green icon box

Four Steps:
Ø Design
Ø Slots
Ø Settings
Ø Publish
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Design

Ø Enter the title of your sign up
Ø Select a group from the drop down menu

Choose CDA Rotary
Ø Type / Category can be left as General
Ø Next, choose a theme for your sign up
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Design

This is where you can add specific 
information such such a location etc. 
and change to your specific contact

name 
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Slots

Ø This is where you will add specific dates and time of your event
Ø As well as “slots” or roles for each time frame that need to be fulfilled
Ø You will be able to designate the number of each of the positions that you create
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Slots
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Slots

Ø Click “Add Dates”
Ø Choose Date
Ø Add start time and stop time
Ø Add location
Ø Click “Add”
Ø You will be given the options to add more dates

and time from this screen
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Slots

Ø Next “add Slots”
Ø This is where you title volunteer positions and how many of each type of position
Ø You can add as many slots per day as required
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Slots

Ø Title your slot
Ø Add a describing comment
Ø Cheese the number required
Ø Choose either “Save” or 

“Save and Add Another
Ø This is where you can add

more slots with different titles
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Settings

Ø This is where you can decide what
information you want

Ø If it is optional or required
Ø You can also add custom questions
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Settings

Ø Choose as desired
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Notifications

Ø Choose as desired
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Publish

Ø Final step
Ø This will create the URL
Ø You can always go back and change/modify



Sign Up  Genius Training
Publish

Ø When you click on “Publish” is 
creates the URL for you to copy 
and email out to your group


