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• Everything in blue is a hyperlink and will take you directly 
to that page, if it is an email address you can create a new 
email 

• The Navigation Bar (below) will continue to grow as you 
access different pages. It will let you know where you are in 
the platform i.e. You are currently on the ‘Registration edit’ 
page, if you want to go back to the organization you can 
click on ‘Organization: BRAWA-Test’ 

• All of your Organization and Event Pages are listed on the 
left hand side (as seen on the next page) 

• You can export data to excel by selecting ‘export’ (when 
listed) or you can create your own custom reports to export 

Key Navigation Tools 
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Organization Page 

Summary: Provides overview of your organization. Main Org Contact, Invoices and payments, current events 
Events: Lists # of events 
Invoices & Payments: All invoices are housed here. You can drill down into each invoice for greater detail 
Design Templates: Customized templates for your registration 
Participants: You can search for all participants across all events within your organization 
Contacts: Add and list all contacts within your Organization 
User Access: Who has access to view, add and make edits to the events. You can modify each individuals user 
access i.e the accountant might only be able to view the invoices and payments but cannot view events or 
make any changes 
Product Sales Report: Lists all of the transactions that have been made across all of the events. This includes 
registrations and product purchases 
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1. Edit: Allows you to edit the Organization name, address, checking account 
information, upload Org Logo and choose the Primary Contact (as shown listed on 
the summary page) 

2. Invoices & Payments: all recent invoices will be posted here with invoice #, type, 
date, amount and date range 

3. Payment Schedule: gives you date range and expected dates when you will receive 
your check or ACH deposit 

4. Event Display: you can choose to view Future, Current (Default), Past or Archived 
Events 

5. You can Create a new event, volunteer or membership registration 
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Summary Page 
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Editing your Organization Information 
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Invoices and Payments 

To view an invoice, click on the invoice number. All 
invoices/payments can be displayed in full screen or you can 
export them to excel or pdf. You can choose to view the 
entire report or you can slice and dice the report to view 
financial information pertinent to you.  
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Payment Schedule 
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Participants 

Selecting Participants from the Organization Page allows you to search for 
specific participants across all events. You can select ‘Actions’ to view the 
participant, make edits, delete, resend confirmation or issue a refund.  
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Contacts 

Contacts displays all contacts within your 
organization that you have added. 
 
To add a contact, click on ‘Add a Contact’ enter 
the information and select Save 
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User Access 

To give an individual access to your organization and 
event they will need to create an account by going to 
www.raceit.com and select ‘Create Account’ in the 
top right hand corner. Once they have created an 
account you can add them to the organization by 
selecting ‘Add User’. You will be prompted to enter 
the email address that the individual used to create 
their account. 
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You can modify User Access by selecting the user, click on the actions button and 
choose ‘Modify Permissions’ 
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User Level Access 

1. Click on the User’s Name Tab i.e. Erin Mackenzie (Edit) 
2. You can choose which Level Permissions you would like to grant. Both Organizer 

and Event Level Permissions will provide you will drop down menus. To grant 
permission you can check off the box. If you do not want them to have access 
make sure the box is left empty.  
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Product Sales Report 

The Product Sales Report provides you with a detailed 
date range report that includes all event transactions 
including: 

• Registration 
• Product Purchases 
• Volunteers  
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