
SIGNUP.COM
Everything you never wanted to

know about SignUp.com and getting your parents to VOLUNTEER!



WHY DO I NEED THIS???

• One of hardest jobs of chairing an event is finding
parents willing to help….

• The easier we make it for them to sign up, the better
the chance of them committing (and actually showing
up)….

• By having all sign ups in one place, we increase traffic
to ALL school sign ups!



SO WHAT IS THIS???
BENEFITS OF SIGNUP.COM

• Allows entire school to have a PTA-wide group page for all active signups

• Allows better hour tracking for historian (we need this for nationals)

• Easier to use for both parents and chair organizer

• Easy to pull reports, waivers, check-in, and communication with parents

• Allows for custom URLs for your event

• Increased traffic to your specific signup by having a school wide group page

• Much more intuitive to use and has LOTS of tutorials



OK, SO NOW WHAT?

• Create an account:

1. Go to signup.com and click on
Login button.

2. Click on the “Create an
account” button.

3. Use your PTA email (ends in
csspta.com) and create a
password. Click “Register”.

4. Click on “Organizer” button
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HOUSEKEEPING: UPGRADING
YOUR ACCOUNT

1. To upgrade your account
 you need to enter the
promo code: T7EU82JN

2. From the Dashboard, click
on your name in the Rt
corner

3. Click “Profile”: under
account type select and
enter the code above

#1
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HOW TO CREATE A
SIGN UP

If you’ve entered the PTA code at the beginning, then once
your sign up is completed, you should have the option to

have your signup roll up under the main CSS PTA Volunteer
Link



VOLUNTEER CHECK-IN

• A cool feature to allow your volunteers to
check in on their phones (or you can
check them in on your phone!)

• This is great for docents and other
volunteers when you can’t be on site.



IT’S 3 EASY STEPS:

1. Log In

2. Select the Sign Up you
want to enable remote
check in

3. Click under “My Tools”

4. Click “Participant Check-
In”



• You can also send
an email reminder
for volunteers to
check in and send
you their hours.

• This allows you to
see if your docents
& volunteers have
completed
assignments.



HOW TO COPY  LAST YEARS
SIGNUP FOR THIS YEAR

(AND SAVE YOURSELF A TON OF EFFORT!)

• Pull up the old signup
that you want to copy

• Click on ‘Manage’ and
then ‘Duplicate’



Once duplicated, you can go and adjust specific dates as needed.



CUSTOM URL
(SO YOUR SIGNUP IS EASIER TO GET TO)

• From Dashboard or Main
Signup, click on ‘Invite’ and
then “get shareable link’

• Copy the URL found here

Click on ‘HELP’ at the top of the
screen



Click on ‘Contact Support’

Then Submit a request by filling in
the boxes. Under message you

want to include the original URL
that you copied and what you want

the new URL to be.
 

Remember - URL’s are case
sensitive and will take about 24 hrs

to activate



REPORTS

• There are lots of reports you can
pull to help with your event:

• Who’s Coming - Overall
summary

• Check in Sheet

• Roster & Hour Tracking

• Export to Excel and play
with file there
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HOW DO I LINK IT TO THE
MAIN GROUP PAGE?

• Open your sign up

• Look under the “Setting” tab

• Click on “Publish to Group Page”

• Click on “CSS PTA Volunteer Opportunities”



WHEN SHOULD I MAKE
MY SIGN UP???

• DON’T WAIT!!!

• The sooner the better (No, seriously!)

• At the start of the year (as in, now!) You can create the sign up, get
the URL and enter whatever basic information and slots you think you’ll
need. It’s better to over estimate then under estimate.

• Be Realistic about your needs. Parent time slots should not exceed 90
minutes if possible. Student time slots can be 2-3 hours maximum.

• As soon as you make your signup, make sure that the Communications
Chair (communications@csspta.com) and Volunteer Chair
(volunteer@csspta.com) have the URL and the name of the sign up. They will
help promote your needs and get it to the correct person for the student
volunteers. While they will help promote it, IT IS NOT THEIR JOB TO FILL
THE SLOTS (read that again…)

• This is why the sooner you get the sign up to them to promote, the better the
chance you actually have volunteers to help. It is also NOT their job to manage
the signup. They can help you, but you need to ask.



HOW DO I ‘ADD ORGANIZERS’
OR ‘PASS THE BATON’

To Add Another Organizer:    
This can be done at the beginning or end
when you need additional help or if you
have a co-chair for an event. Only
Organizers can edit and make changes to
the signup.

To Pass the Baton (or put someone
else in charge of your signup):

 

You need to add volunteer@csspta.com and
your VP as co-organizers as well



 

 



CAN I??????

• Add someone myself or do
they have to do it themselves?
YES! You can add someone,
change their spot or update
their info

• Email Participants? YES!
Both individually and as a
group. You can also email by
spot

• Copy my signup from last year
to this year’s calendar? YES!

• Get a custom URL? YES!

• Have my co-chair be able to
make changes too? YES!

• Get a link that we can put on
a FB page or a button for the
website? YES! Under the
“Invite” tab

• Send a Thank You email
after my event is over? YES!



REMEMBER:
YOU CAN ALWAYS EMAIL

VOLUNTEER@CSSPTA.COM
FOR QUESTIONS OR MAKE THEM

A
CO-CHAIR ON YOUR SIGNUP SO

THEY CAN MAKE CHANGES


