How to Use Sign Up Genius

1) You will receive an invitation to sign up for a tour via email. Click the “Sign Up” button to
proceed to the webpage.
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Megan Robbins <info@signupgenius.com: Megan Robbins 10:49 AM
Example Sign Up Invite

oIfthere are problems with how this message is displayed, click here to view it in a web browser,
Click here to download pictures, To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

H Group Organizing Made Easy

Hello, Megan Robbins!
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You have been invited by Megan Robbins to sign up for "Example
Sign Up." Please click on the button below to view the online sign

up sheet.
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2) Once at the website, you will see all of the logistical information for upcoming tour. Scroll down
to the bottom of the page to select your sign up preference for the tour.

Example Sign Up

Tour Date: 4/12/2018

Time: 10:00a.m_-11:30a.m.

Read the tour
information
Number of Students: 24 then scroll
down to the
bottom of the
page to sign

Tour Type: Visual Voyages

Number of Teachers: 3

Grade Level: 7th grade

Requested Focus: Photography up.

Special Needs: None
School’s Point of Contact: Elizabeth Taylor
Date: 04/11/2018 (Wed.)

Time: 10:00am - 11:30am MDT




3) Choose an available slot if you are able to tour. If not, choose the unable to tour option. Then

click the “Submit and Sign Up” button.
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‘Submit and Sign Up

Choose your
preference and
then click the
button to
submit your

preference

4) You will be directed to a page which will give you a final chance to confirm your preference.

Click the “Sign Up Now” button to confirm your choice.

n Up

Sigh Me Up
Available Slot  Date (mmiddiyyyy - MDT)

Tour Docent Wed_, 04/11/2 :00am - 11:30am

Sign up as: Megan Robbins (mrobbins@coloradocollege.edu) - This isn't me

Il Display an altemate name on the sign up (like a child or spouse)

By clicking Sign Up Now, you agree to the SignUpGenius Tt

= ‘ Click to submit
A ancel your sign up




5) You have successfully signed up to tour. From this page you have the option of adding the tour
to your personal calendar. Or, if needed, you can edit your sign up further. Or, you can choose
to send an email to me if you have questions about the tour.

Thank you, Megan!
You're all signed up for Example Sign Up.

A confirmation email with an attached iCalendar has been sent to you.

« Tour Docent

Wed., 04/11/2018 10:00am - 11:30am MDT
Location: Fine Arts Center

This page gives you additional
options.

# Add to Calendar .#' Edit My Sign Up #» Share with Friends " Contact Megan Robbins




