
Go to Signupgenius.com

Step 1: You may need to create an account or log in

Step 2: Click on “Create a Sign up”

Step 3: Enter a title and select a Type/Category (General - Sports and Recreation) and the Theme Design
for your Sign-up which will appear on the screen like below. Hit Save and Continue.



Step 4: Select Sort by Date which will give you the option to add multiple dates, times and the location for
each date.

Click “Add Dates” and select the dates for your events. Enter the time and location for each date. Click
“Add”



Step 5: Click “Add Slots” to enter the available slots for each event, such as the scoresheet keeper,
time-keeper, DJ, penalty box and the number of volunteers needed for each role.



When you’ve entered all available volunteer slots, click “Save and Continue”.

Step 7: On Settings, you can select your requirements for participants (name, email, phone number etc).
You can also set your preferences for “Notifications”. The general notifications are likely fine, but you can
customize this. For example, when someone signs up, they will receive a notice 2 days in advance of their
event as a reminder. This is a great feature. Hit “Save and Continue” when finished.



Final Step: Preview and Publish! You can get it all ready to go, so as soon as the final scheduling list
comes out, you can email the sign up link to all managers in your division!






