
Dynam
ic Registration/

Q
R Code Check In



W
hat is Dynam

ic Registration?

-P
articipant database that updates in real tim

e to allow
 for 

easy participant m
anagem

ent for packet pick up and event 
day functions, such as bib assignm

ent, late registration, 
sw

itching registration option, team
 packet pick up, participant 

check in, and m
ore. 

-M
obile responsive, so no cords needed. 



Setting Up Dynam
ic Registration (DR)

1.
Log in to your event. 

2.
S

elect your current event.
3.

C
lick on P

articipants.
4.

C
lick on A

ctivate D
ynam

ic R
egistration.

5.
C

reate a usernam
e and passw

ord for volunteers.
6.

S
elect options/perm

issions for volunteers. 
7.

C
lick on C

reate account now
 button. 

8.
M

ake note of D
R

 U
R

L, usernam
e, and passw

ord. This inform
ation can be used by 

m
ultiple users sim

ultaneously, unless you are allow
ing volunteers to m

anage 
inventory at separate locations. If you are using Q

R
 code check in, users w

ill not 
need the U

R
L, but they w

ill need the usernam
e/passw

ord upon first scan. 
9.

Y
ou can edit these perm

issions/settings, and create m
ultiple D

R
 accounts.



1.
Login



2. Select Current Event



3. Click on Participants



4. Click on A
ctivate Dynam

ic Registration



5. Create a Usernam
e and Passw

ord for Volunteers



6. Select O
ptions/Perm

issions for Volunteers



7. Click on Create account now
 Button



8. M
ake note of DR URL, Usernam

e, and Passw
ord



9. Edit/Deactivate m
ore DR A

ccounts as needed*

*Y
ou can create m

ultiple D
R

 accounts for m
ultiple volunteers and locations that can 

all be active at the sam
e tim

e. 



Using Dynam
ic Registration (DR) 

1.
E

nter D
R

 U
R

L in the w
eb address bar. If using Q

R
 code scanning, this step is not 

necessary.
2.

Log in using D
R

 usernam
e and passw

ord.
3.

To view
/sort A

LL participants, click on the S
E

A
R

C
H

 button. 
4.

To pull up specific participants, sim
ply enter in data in at least one of the search 

fields. Y
ou can opt to clear search fields autom

atically. 
5.

B
ased on the perm

issions set w
hen you set up D

R
, volunteers/users can edit 

participant details, including assign a bib num
ber, m

anually add a participant, 
and/or S

A
V

E
 A

N
D

 C
H

E
C

K
 IN

 a participant. 



1.
Enter DR URL in the w

eb address bar*

*If using Q
R

 code scanning, this step is not necessary. 



2. Log in using DR usernam
e and passw

ord*

*If using Q
R

 code scanning, upon first scan, volunteer w
ill need to log in w

ith D
R

 usernam
e 

and passw
ord. A

ll subsequent scans in a session w
ill not require log in each tim

e. 
. 



3a. View
/sort A

LL participants by clicking on SEA
RCH

. 



3b. View
/sort A

LL participants by clicking on SEA
RCH

. 



4. O
R search specific participants/team

s w
ith one 

or m
ore data field(s)

. 



5. Volunteer can com
plete certain actions based on 

perm
issions set in DR

. 



Q
R Code Check in Using Dynam

ic Registration (DR) 
1.

P
articipants M

U
S

T present digital or paper copy of registration confirm
ation em

ail 
w

ith Q
R

 code.*
2.

M
ake sure each volunteer/user has a Q

R
 code reader app installed on their sm

art 
phone. Q

R
 R

eader app is free and easy and available on both iP
hone and 

A
ndroid. 

3.
U

se Q
R

 code reader to scan participant’s Q
R

 code found in registration 
confirm

ation em
ail. U

pon first scan, volunteer w
ill need to log in w

ith D
R

 usernam
e 

and passw
ord. A

ll subsequent scans in a session w
ill not require log in each tim

e. 
4.

B
ased on the perm

issions set w
hen you set up D

R
, volunteers/users can edit 

participant details, including assign a bib num
ber, m

anually add a participant, 
and/or S

A
V

E
 A

N
D

 C
H

E
C

K
 IN

 a participant. 

*A
ll registration confirm

ation em
ails contain a Q

R
 code by default.



1. Install Q
R code reader app on sm

artphone

. 



2. Use Q
R code reader to scan participant’s Q

R code found in registration 
confirm

ation em
ail. Upon first scan, volunteer w

ill need to log in w
ith DR 

usernam
e and passw

ord. A
ll subsequent scans in a session w

ill not require log in 
each tim

e. 

. 



3. Edit/View
/Save and Check In Participant based on perm

issions 

. 



Using Q
R Code like a Ticket

1.
W

hen setting up D
R

, select this option under the Q
R

 code perm
issions: C

heck-in 
participant w

hen Q
R

 code is scanned

2.
M

ake sure each volunteer/user has a Q
R

 code reader app installed on his/her 
sm

artphone. Q
R

 R
eader app is free and easy and available on both iP

hone and 
A

ndroid. 
3.

P
articipants M

U
S

T present digital or paper copy of registration confirm
ation em

ail 
w

ith Q
R

 code.*
4.

U
se Q

R
 code reader to scan participant’s Q

R
 code. U

pon first scan, volunteer w
ill 

need to log in w
ith D

R
 usernam

e and passw
ord. A

ll subsequent scans in a 
session w

ill not require log in each tim
e. 

5.
U

pon scan, participant w
ill be considered checked in. If Q

R
 code is scanned 

again, a m
essage w

ill show
 that participant is already checked in. 

*A
ll registration confirm

ation em
ails contain a Q

R
 code by default.



1. Select this option w
hen setting up DR

. 



2. Install Q
R code reader app on sm

artphone

. 



3. Use Q
R code reader to scan participant’s Q

R code found in registration 
confirm

ation em
ail. Upon first scan, volunteer w

ill need to log in w
ith DR 

usernam
e and passw

ord. A
ll subsequent scans in a session w

ill not require log in 
each tim

e. 

. 



4. U
pon scan, participant w

ill be considered checked in. If Q
R

 code is 
scanned again, a m

essage w
ill show

 that participant is already checked in.

. 



O
n any device, based on perm

issions/settings, volunteer can 
see w

ho is checked in.

. 


