SIGN UP GENIUS - USERS GUIDE
INTRODUCTION

This document was written to help you understand how to use SignUpGenius (SUG). If
you are having difficulties, you might want to print this document (in color) and have it
handy when you are using SUG.

SignUpGenius functions differently depending on whether you have a SUG account:

» We recommend that you have a SUG account.

If you have an account, the system recognizes your email address and provides easy
access to all of your sign-ups. Creating an account only requires your email address
and a password. You will not receive any spam or junk mail.

» If you prefer not to have SUG an account, you can easily sign up for events.
However, if you want to make a change to your sign up, your identity must be
validated. To accomplish this, you are required to enter your email address, the
system will email you a link so you can make changes.

You should have an understanding of the Master Gardener Volunteer Management System
(VMS) before using this procedure.

SignUpGenius makes periodically makes changes to the system. When we discover
changes, we update this document. If this document needs updating of if you have
suggestions as to how this document can be improved, please contact one of your
SignUpGenius Administrators:

e Ellie Aitken

e Barbara Brink

e Helen Montag

e Mo Price

e Susan Starr

January 9, 2020
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Topic #1. Sign Up for an Event

1. Access the home page of the MG Volunteer Management System (VMS).

2. Inthe “Links” area, on the bottom, click on Volunteer Opportunities —
SignUpGenius.
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3. Sign Ups are shown in Thumbnail format. If you prefer List format, click on the List
Icon.

Master Gardener Program San Diego

iil ¢

Avaltable Sign Ups

UCCE Master Gardenér
UCCE Master Gardenss Program of San Diego
Program of San Dy
dogtab cherin UCCE Master Gardaner County
County
Program of San Olego
County

UCCE Master Gardener

4. List format. To return to Thumbnail format, click on the Thumbnail icon.

Master Gardener Program San Diego 1
Avallable Sign Ups :
UCCE Master Gardener Program of San Owego County 10112016 4N2018
UCCE Master Gardonar Program of San Diego County 202018 &M42018
LCCE Mastwe Gavdanar Program of San Do County 1942007 &8
LCCE Moster Gardener Program af San Dhego County 018 o
UCCE Master Gaedanar Progeam of San Dego County 1182018 21632018

5. To select an Event, click on the Title or the Thumbnail.

6. The SUG General Information page displays, giving you information about the
event. At the bottom of the screen, you may access PDF’s for additional
information about the event (if available).



7. Scroll down to select a slot.

Photography | 0610412017 (Sun) | 7-00am - 11:30am (2) m
Click on Sign |Up mmmp | 11:00am - 3:000m 2 [T
Storage Unit Organization | 060672017 (Tua) 9:30am + 12:00pm (4) m

Then scroll to the bottom and
click on Submit and Sign Up

Submitand SignUp £

8. The Sign Me Up screen displays.

Sign Me Up
Avallabie Slot Date prewddyyyy - PST) Comment
' Docent Fri., 01772017 12:00pen « 3.00pm
Narra
Emall

Gwo Sqtqzhnu@

By 0ty o, vos agree 1 e SoprlpGerron Temmrs ol Servns wed Py Pasy

(oo o [

9. Add a Comment, if you like.

10.If you already have a SUG Login, click on Login, then Login on the next screen.
a. After you Login, you will return to the Sign Me Up screen.
b. Click on Sign Up Now
c. The Thank You screen displays. Go to #13 below.

11.1f you do NOT have a SUG Login, click on Login.
a. When this Login screen displays, click on Register

SignUpGenus Login O

b. The Account Registration screen displays.



c. Enter yourinformation, and record your password.
d. Then click on Register Now.

Account Registration

)t manage the tams vou sign uo for!

==

e. The Success screen displays. Click OK. You will return to the Sign Me Up screen.
f. Access your email and Register for a SUG account.

g. When you have completed the SUG registration, go back to Step 10, and login with
your new account.

12.You are not required to create a SUG Login, but it will be easier for you in the future.
Please do so. If you really don’t want to create an account, enter your Name and Email.
Then click on Sign Up Now.



13.After you have completed a transaction in SUG, a Thank you screen displays. You
will immediately receive a confirmation email, and a reminder email shortly before
the event. If you do not receive these emails, the ‘email reminders’ feature may be
disabled; see Topic #7 Notifictions.

{7 signUpGenius

Thank you.
You're all signed up for x Tips & Testing - Ongoing.

A conficrmation email with an attached iCalendar has been sont 1o you

« Extension thru December
Sat, 1273172016 3-00pm - 4-00pm PST

RNl Back To VMS
6.c 6-b —) Return to Sign Up

B Add to Catendar  # Edit My Sign Up  “* Share with Friends % Contact MG SignUpGenlus Administrators

14.You have 3 options on this sceen:

a. Hit Back to VMS and return to the VMS SignUp page (with the SUG icons). Note:
if you entered the sign-up from someplace other than the VMS, you will be taken
to the VMS sign-in page to enter your login information

b. Hit Return to Sign Up to return to the Sign-up.

c. Hit Edit My Sign Up to return to the Confirmation Page.



Topic #2. Change or delete your sign-up

1. To change or delete your sign-up, after the General Information page of the
sign-up, just before the slots, click

Already signed up? You can change your sign up. —

Avaliable Slot Date (nmiddyyyy)  Location  Time (PsT) [ & calondar View

A new slot 06/06/2017 (Tue) 9:30am - 12:00pm 3 slots filled -

2. The following screen displays. Select one of the 3 options and follow the
instructions.

X Tips & Testing - Ongoing
Need to make a change to something you signed up for on this sign up?
I signed up as a SignUpGenius member

| signed up without a SignUpGenius account

Someone else signed me up on this sign up

Not what you wanted? Return to Sign Up

3. When you return to the Sign Up, you will see an Edit and Delete icon under
your name for each of your activities.
Note: If you want to change your slot to a different time, you should delete
the existing slot, then add another slot.

Photography 06/04/2017 (Sun) 7:00am - 11:30am (2)

11:00am - 3:00pm (2) All slots filled

© o

© iris Flowe
Notice the icons under the persan's name mmp n




Photography

06/04/2017 (Sun) 7:00am - 11:30am (2)

11:00am - 3:00pm (2) All slots filled
> B

The pendil is for Edit mmp Edt

@0

Photography

06/04/2017 (Sun) 7:00am - 11:30am (2)

11:00am - 3:00pm (2) All slots filled

The X is for Delete mmp @ oo |

2o

Submit and Sign Up Ak e

4. Click on the Edit or Delete icon, then click on Submit and Sign Up.

5. Edit - if you select Edit, this screen displays:

Avalilable Siot Date (mavddiyyyy - PST)

Literary Tent Sat., 06/03/2017 4:00pm - 8:00pm

Comment

| am adding a comment..

Name

Update My Sign Up

Sign up as: Iris DeFleur (daveandmoacct@gmail.com) « Trs el ma
Diuplay an allemale narme on the sgn up (e o child o spouse)

Iris

(K] Mesks this iy dstecst mernbes name <4 Or click here and change your

By #igning up, you agnes fo the SignUpGanius Taims of Seoace and Privacy Policy.

Cancel

I You can change
your comment

Flower 4=m Dijsplay a different
name, for this

transaction only
name for all future transactions.

4= Choose to Update or Cancel this transaction

Note: If you want to change your name in SUG for this
transaction, you can do so here. Then, if you want to change your
name for all future transactions, check the box on the left.



6. Delete - if you select Delete, this screen displays:

Test Sign-Up
X Tips & Testing - Ongoing

Are You Sure?

Are you sure you want to delete your sign up for "x Tips & Testing - Ongoing"?
06/03/2017 (Sat) 4:00PM - 8:00PM PST - Literary Tent

This sign up will be permanently removed. There is no undo.

Notification will be sent to the administrator (Whoever) with the following comment:

4mm Send a comment, if you like

YES - DELETE [oBY [N amm Choose to Delete or Cancel this transaction

7. You will return to the Sign-up, when finished.

12
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Topic #3. Sign-up someone else for an event.

If you have an account, you can specify an alternate name (like a spouse or child).

The sign-up will be under your email address, but their name will be on the sign-up.

Confirmation and reminder emails will be sent to your email address, referencing
the name of the person that you signed up.

1. Select a slot, then click on Submit and Sign UP

A new slot 06/06/2017 (Tue) 9:30am - 12:00pm 1 slot filled - more
Test Sorfin available

© Daisy Ml

— T

Submit and Sign Up R Jpmp—"

2. Click on the box to the left of “Display an alternate name...”
3. Then, enter their personal information.

Sign Me Up For:
Date immvadiyyyy - PST) Avallable Siot Thank you for signing up!
06/06/2017 (Tue) 9:30am-12:00pm A new slot 1 Enter a comment, if you want....
You are logged In as: Iris Flower (This sn't me) I

Display an alternate name (like a child or spouse's name) on the sign up page.
First Name: Iris's daughter - Bulbine ==
Last Name: Flower 4=

Make this name my default member name.

Send me a confirmation email with an iCalendar (.ics) file,

SIGN UP NOW! CANCEL

4. Click on “SIGN UP NOW!”. You are done.

11



Topic #4. Access your SignUpGenius account

If you create a SignUpGenius login, you will have quick access to SUG. You can sign up for
new events or modify/delete your sign ups, change your password, name, preferences,
etc.

1. If you have added your SUG Login to your Favorites, Login.

2. If not, Login to SUG: www.SignUpGenius.com
Then Click on Member Login and enter your account information.

3. If you are not a SUG member, you can register here, by clicking on New Member
Registration. Follow the instructions; you will need to confirm your email address by
replying to an email.

SignUpGenius Login

‘ Member Login

- =
-) @&
- Fes e Ime

12


http://www.signupgenius.com/

4. When you login, the Sign Ups screen displays listing sign ups for all
organizations that you belong to, that use SUG.
a. The top portion of this screen shows events that you have signed up for. You
can modify/delete all of your sign-ups here.

b. Click on the Edit (pencil) or Delete (x) icon to make changes.
c. The bottom portion of the screen shows all sign-ups which you can access.
d. To sign up for a new event, click on the Name of the Event.
> Pesmiws  PYGmE Mo Crwste » Sagn U ‘ Q
[ Sign Ups
p 0 e o " o
g Geren
© e -
Dane Toe | ws S — e
Sm Um e e AM ’ ¥ e ‘v(u-
G PAEPOET 400 MW ' Uiy Tees ST R B
Friwil Uiy e
PABADETS T os AN . T L e S u B
oY
oect 4 - Sl ] ::‘:'::.
" ee - TARNIEE Masher Garterer
- Tt W01 T Orw h&

Settings Screen

5. There is a hidden menu on the above screen. To access, click on the Gravatar
(this is the circle with your initials in it).

5 Gravatar
® Puatiwn  Pymg Mow Crwate & Sagn Up ‘ a

6. A drop-down menu displays.
> Pasniaw PG Mo Crwsts & g Up ‘ a

Serlios Setews Wiing  Lag OB = 6 Drop-Down Menu
7 8

7. Click on Settings to update your profile, go to the next page.

8. To Exit, click on Log Out.

13



Topic #5. Update your profile

4.

See Topic 4 to access the Settings screen.

In the Settings menu, you will probably only use the 15t three options:
Profile, Password and Notifications. The other 2 options are used if you
create sign-ups.

Use the Profile screen to change personal information.

Settings

4

Account Information

Then hit Update Profile.

Need to Merge Accounts?

f you have more than one account at SignUy Genius and want to combine them

Merge or combine accounts. If you have a new email address, you can
set up a 2" SUG account with your new email address.

Then, you can combine the 2 accounts and place all sign-ups under the
new email address. Select “ ” and follow the instructions.

14



Topic #6. Reset your password

1. See Topic #4 to access this Settings screen.
* If you have forgotten your password and cannot Login, click on the

“forgot your password?” option on the SUG Login page. A new
password will be sent to your email address.

* If you want to change your password, once you have logged in:

On the Settings screen, click Password. Enter and confirm your new password.

Settings
-

1 Profile

15



Topic #7. Notifications

We send email from SignUpGenius for a number of reasons:
e Confirmation, upon sign-up
e Reminder emails shortly before the event

e Ad-Hoc emails just before an event, containing important information such as
Location of addresses for Garden Tours, Volunteer Information for the Spring
Seminar, etc.

e We schedule tasks for Trainees such as Exhibit displays, Lab assistants, What’s that
Bloomin’ Thing Presentations and bringing Snacks to class.

It is important that Send Email Reminders is checked, otherwise you will not receive
important reminders about upcoming events.

Settings

3]

These are the groups | am currently subscribed to
There are currently no groups you are subscribed 1o

These are the members | have chosen to opt in and receive text messages from
There are currantly no members lor opl in taxt messaging

These are SignUpGenius newsletters | am subscribed to

Crestor Newsletter

T Newsletlar

Reminders if enabled by the sign up creator, will be sent based on the following settings

Sand Email Reminders

Send Text Reminders

Preferred Notification Time

12 00pem.4 00pm ¢

Emait to Block

16



Topic #8. Delete your account

If you have 2 SUG accounts, you can merge them. This may eliminate the need to
delete an account. To combine or merge two accounts, see Topic #5.5.

1. To delete your account, on any SUG screen, click on More, a dropdown menu
displays, click on Help.

Featwes Pricng  More Crante i Sign Up Login

Fsnorcen AT Blog  ColmctMonty  MobfieApp e

Master Gardener Program San Diego

Available Sign Ups

I 5 !DENER MS

2. On the Help screen, type Unsubscribe

SignUpGenfus Hels

] 2 ‘/

a
:

Creating. s Managing Signing Up Advanced Features

3. When the Search Results display, click on “Unsubscribe from SignUpGenius”.
Follow the instructions on the next screen.

Search Results Techico 2ot
You searched for Unsubscribe. Wil one of these FAQs help? S 00 hea? Bkt & vppo ¢
- Nt e 5030 1o type? Try our !

Name

Search Again: Email*
Prona
Sutyect

Go!

Web Address of Related Sign Up

17



TIPS

1. When accessing large sign-ups, it is sometimes cumbersome to find a sign-up.

Let’s say you are looking for “Venue Clean-up”.
* Hold the CTRL key and hit F (for Find) — if using a PC
or Hold the CMD key and hit F (for Find) — if using a MAC
A white box appears on the top of the screen.
* Key a portion of your word, such as “clean”.
You will be taken to the 15t occurrence of “clean”.
Hit Enter and you will see the next occurrence, etc. Note: CTRL/CMD
functions are not available on all devices.

2. If you want quick access to your sign-ups, without accessing the VMS, see
Topic #4. Then, store the SignUpGenius Login in your Favorites.

* Thisis handy for anyone that has signed up for multiple events and wants
to see them all on one page.

*  You will also see sign-ups for other organizations if you used the same
email address.

1. Do you want to change or correct your name in the system? Do you have a new
email address?

e See Topic #4 for information on how to access your Profile, and change your
personal information.

e Or access Password to change your password

e If you have a new email address, it is easiest to set up a new email address in
SUG. Then see Topic #5 to merge your two accounts.

4. More to come...... please let us know if you have any suggestions. Thanks!
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