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Group Organizing
Made Easy

Schools Family Business Volunteers Sports Church Temple Potluck Fundraising College

Create a Sign Up




Invite to CDA Rotary Sign Up Genius

Account Admins °

Assign people to an admin role to grant them admin privileges to your account.

Admin Roles Q | search

Role Name A Description

CDA Admin CDA Members S 5 X
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V/ >1gnUpGenius Group Organizing Made Easy

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

Steve Rolland wanted to the send you the following message:

You have been assigned to the "CDA Admin" role for the "Steve
Rolland" account at SignUpGenius. If you do not have a
SignUpGenius account yet, create an account using the email Click to Lo gi n
address where you received this notice. When you login to your
SignUpGenius account, you will be given the option to access the
"Steve Rolland" account with the "CDA Admin" role.

Click to Login
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_?'Jj:qu pGenius i el More _ @ Q

It's a great day to be a genius!

> Create a new account
» Use the email address that you
received the invite
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Group Organizing Made Easy » Complete the activation
of your account

» Choose to option to access

VYeIco.me to Sign'UWted an account at our the Steve RoIIan d account
site with the email . )
with the CDA Admin role

Your account will be finalized once you confirm your email address.

Activate Your Account
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W >i1gnUpGenius Features  Pricing  More Create a Sign Up @

> Next step : Create a Sign Up
» Click on Green icon box

Four Steps:
» Design
> Slots

> Settings
> Publish
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Design

Create aSignUp

Design

Title of Sign Up

Group Selectagroup + 4~
Type/Category General v Select a category/cause
Theme Design Q | Search by keyword or select category

=T " RN

Admin Office Animal Rescue Help

All

» Enter the title of your sign up

» Select a group from the drop down menu
Choose CDA Rotary

» Type / Category can be left as General

» Next, choose a theme for your sign up
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Design

Design
Title of Sign Up Roses
Group CDARotary % <
Type/Category General v Civic & Community v
Theme Design Company Service Project .

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

CDA Rotary

Roses

Please review the available slots below and click on the button to sign up. Thank you!

Related files: &

Created by: @ Steve Rolland ¢ o
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Slots

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

Create a Sigh Up — Roses

Slots

Select the format for your sign up

@) sortby Date ") Sort by Slot Slots Only Single Date RSVP
For sign ups having one or more slots For sign ups where people scan the For sign ups without a specific date or For a one date event where you want to
per date/time slots before the date/time time involved see who can attend

See examples See examples See examples See examples

< Add Dates <4 Add Slots
Dates/Times Available Slot
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Slots

Add Dates/Times

Add From Calendar

07 08 09 10 1M 12 13 05 06 07 08 09 10 11

21 22 23 24 25 26 27 19 20 21 22 23 24 25

November 2021 December 2021
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
01 02 03 04 05 ©06 01 02 03 04

28 29 30 26 27 28 29 30 31

> Click “Add Dates” ::/2021 S — N — N ,
» Choose Date

» Add start time and stop time
» Add location

> Click “Add”

» You will be given the options to add more dates
and time from this screen

Add
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Slots

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

< Add Slots
Available Slot
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Slots

Add Slots

Single Slot

Title of Slot l

Help Comment

Number Wanted @ 1 v

Collect Money

» Title your slot
» Add a describing comment
» Cheese the number required
» Choose either “Save” or
“Save and Add Another
» This is where you can add
more slots with different titles
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Settings

Create a Sign Up — Roses
» This is where you can decide what

Settings
information you want

Ask Participants For: > If it is optional or required
v Name raquiad » You can also add custom questions
v Email Required
v Comment # Optional

Phone Optional

Address Optional
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Settings

Preferences @ )
> Choose as desired

General Settings

. Allow people to "swap" slots with each other
' Remove ads on this sign up o

' Remove the SignUpGenius branding from all sign up pages. Enterprise  Learn More

Save and Continue
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Notifications

Preferences @

Notifications

» Choose as desired

Notify all designated admins by email when people sign up or edit/delete their sign up slot

(Contact admins are designated on the "Design” tab)

Send people reminders 1 + day(s) in advance

£) Custom Confirmation Emails & Reminders (== 1o

|Rotary/:
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Publish
Create a Sign Up — Roses

Publish

Ready to Publish?

That's a genius sign up, Steve! Publish it to see options to invite participants, or save a draft to finish later.

Save Draft

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

Create a Sign Up — Roses

Share
Hooray! Don't Forget to Send Invites! » When you click on “Publish” is
lowing link to share the page yourself or choose an option invite people to sign up. Creates the U RL for you to co py
https://www.signupgenius.com/go/9040D4AACAA2BA1F58-roses | Copy Link o
# Customize or shorten link Piatinum and Above Learn More d nd éma |I Out tO you r grou p
Invite by Email R @

You're all set to go to Messages and send an email invite!

| Rotary!
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