SignUpGenius Instructions for Monitoring

How do | create a SignUpGenius [SUG] account?

Go to the SUG website: https://www.signupgenius.com.

Click on Log In on the top right of the webpage. Then click on Create account. Enter your
name and email, create a password, and follow the instructions.

Check your email for a confirmation message from SUG and click on the link in the email to
activate your account.

Note: If you already have a SUG account for another club or organization, you will use it.
Do not create another SUG account.

*** Always use your own device (i.e. smartphone, iPad, tablet, computer) to create and sign
into your SUG account. DO NOT use the Clay Studio computer as this creates problems. ***

How do | sign up for monitor training?

Go to the Clay Studio website: https://www.claystudiogvaz.com.

Click on Calendars on the top of the webpage and then click on Monitors Calendar. This
will take you to the SUG Monthly Calendars.

Choose a month near the top of the webpage. You will see dates, shifts and monitor names
listed for that month. Scroll through the dates/times and look for monitor trainers. They will
have a note for training next to their name along with their phone number. If you want to be
trained in that shift, text or call the trainer. If you text, remember to include your name.

Note: When a trainer’s phone number is missing, so is the training availability for that
person.

What happens after | complete monitor training?

The Clay Studio’s SUG coordinator will add the Monitors Calendar to your SUG account.

Note: You must create your SUG account before the SUG coordinator can add you to the
monitor calendar.

Your GVR badge will be programmed to allow you to scan in at the poolside door during
designated hours (7:30 am to 8:30 am Tuesday through Sunday and 11:30 am to 12:30 pm
on Monday).

Be patient as both of the above may take a few days.

How do | sign up for a monitor shift after | have been trained?

Go to the Clay Studio website: https://www.claystudiogvaz.com. Click on Calendars on the
top of the webpage and then click on Monitors Calendar. Click on Log In on the top right
of the webpage. (Alternatively, go directly to the SUG website:
https://www.signupgenius.com and click on Log In on the top right of the webpage.)

Log into your SUG account with your email and password.

Under Sign Ups I’'ve Been Invited To, click on the desired month. Scroll down the page to
an open date and time. Click on Sign Up, then click on Save & Continue at the bottom of
the page. Confirm the date and time you selected and click on Sign Up Now. You will
receive an email from SUG confirming your sign-up.

Log out of SUG when you are finished: Click on your initials on the top of the SUG
webpage and then click on Log Out. Remember to add your monitor shift to your personal
calendar!
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5. When can | sign up for my monthly monitor shift?

The calendar for a new month is open on SUG on the first day of the month two months
prior. After 7:00 am on the date the month’s calendar is open, you may sign up to select
your monitor shift for that month. For example, you may sign up for a January shift after
7:00 am on November 1.

Month Open on SUG
January November 1
February December 1

March January 1
April February 1
May March 1
June April 1
July May 1

August June 1

September July 1
October August 1

November September 1

December October 1

It is advised that you sign up for a shift as soon as the calendar is open.

6. What if | need a monitor shift and there are no openings in the month?

Contact the SUG coordinator with a specific date and time you want and there is only one
assigned monitor to that shift. (See #15 for how to contact the SUG coordinator.)

Note: There cannot be more than two monitors per shift.

7. How do | cancel/change my monitor shift if it is more than 48 hours before
my scheduled shift?

Go to the Clay Studio website: https://www.claystudiogvaz.com. Click on Calendars on the
top of the webpage and then click on Monitors Calendar. Click on Log In on the top right
of the webpage.

Alternatively, go to the SUG website: https://www.signupgenius.com and click on Log In on
the top right of the webpage OR go directly to the SUG Log In webpage:
https://www.signupgenius.com/reqgister.

Log into your SUG account with your email address and password.

Under Sign Ups, look for the date/time you wish to change. Under the associated Action
box, click on the x to delete the shift.

To choose a different shift, click on the desired month under Sign Ups I’'ve Been Invited
To. Then scroll down the page to an open date and time. Click on Sign Up, then click on
Save & Continue at the bottom of the page. Confirm the date and time and click on Sign
Up Now. You will receive emails from SUG confirming your changes.

Note: You must delete your monitor shift before you sign up for a different one. SUG does
not allow you to have more than one assigned shift per month in the monitor calendar.

Log out of SUG when you are finished: Click on your initials on the top of the SUG
webpage and then click on Log Out. Remember to add your new monitor shift date/time to
your personal calendar!



https://www.claystudiogvaz.com/
https://www.signupgenius.com/
https://www.signupgenius.com/register

10.

11.

12.

How do | cancel/change my monitor shift if it is /ess than 48 hours before
my scheduled shift?
e If you have an emergency and it is less than 48 hours before your scheduled monitor shift

time, SUG will not allow you to delete or change your shift. In this situation, call or text the
monitor helpline at 520-260-8822.

Why is there only one opening per shift when a monthly calendar is first
available?
e We need to ensure that ALL shifts in a month have an assigned monitor, otherwise the Clay

Studio cannot be open. After all shifts are covered with one monitor, the SUG coordinator
adds additional openings for a second person.

Note: There cannot be more than two monitors per shift.

How do | add a second monitor shift in a month if | did not monitor the
previous month and need to fulfill my service requirement?

e Log into SUG and sign up for one shift. (See #4 for how to do this.)

e Contact the SUG coordinator with a specific date and time you are available for a second
shift. (See #15 for how to contact the SUG coordinator.)

Note: SUG does not allow you to sign up for more than one shift per month. Only the SUG
coordinator can add a second shift for you.

What if | forget my SUG account password?

e Go to the SUG website: https://www.signupgenius.com and click on Log In on the top right
of the webpage OR go directly to the SUG Log In webpage:
https://www.signupgenius.com/reqgister.

e Enter your email address and then click on Forgot your password at the bottom of the
webpage. Re-enter your email address and then check your email for a message from
SUG containing a link to reset your password.

How do | change my email address, name, or telephone number in SUG?

e Go to the SUG website: https://www.signupgenius.com and click on Log In on the top right
of the webpage OR go directly to the SUG Log In webpage:
https://www.signupgenius.com/register. Log into SUG with your email and password.

e Click on the circle with your initials at the top of the webpage and then choose Settings.

e Scroll to the correct box and enter your new information. Then click on Update Profile to
save your changes. Your account information will update immediately after you log out and
log back into your SUG account.

e Remember to notify the Membership Chair of changes to your personal information: Go to
the Clay Studio website: https://www.claystudiogvaz.com, click on About the Studio at the
top of the page and then select Contact. Click on Update your Member Information,
complete the form, and click on Submit your new info.
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13.
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Can | share one SUG email address with my partner/spouse who is also a
Clay Studio member?

No, SUG only allows one person per email address. If either you or your partner/spouse
does not have their own email address, you will need to create one. You can easily do this
using Hotmail or Gmail.

How do | access my SUG account on my mobile device?

On your mobile device’s web browser, go to the SUG website:
https://www.signupgenius.com and click on Log In on the top right of the webpage OR go
directly to the SUG Log In webpage: https://www.signupgenius.com/reqister.

Log into your SUG account with your email address and password.

You can save the SUG website to your device’s home screen and access it like an app. To
do this, open the SUG website in your browser, tap the Share or Menu icon, and then
select Add to Home Screen. If desired, edit the name and then tap Add or Done. (The
instructions may vary slightly depending on the mobile device you are using.)

How do | contact the SUG coordinator or the monitor helpline?

If you have a SUG issue that you cannot solve using the above instructions, contact the
SUG coordinator. To do this, go to the Clay Studio website:
https://www.claystudiogvaz.com. About halfway down the webpage, click on the
SignupGenius (SUG) — Assistance and Scheduling blue highlighted box. Complete the
form and then click on the Submit to the Clay Studio Sign Up Genius Coordinator blue
highlighted box.

Alternatively, click on Calendars on the Clay Studio homepage and then click on Monitors
Calendar. Click on Contact beside CLICK HERE FOR MESSAGES TO SUG. Complete
the form, check the I’'m not a robot box, and then click Send Message in the green
highlighted box.

If you have an emergency and it is less than 48 hours before your scheduled monitor shift
time, text/call the monitor helpline at 520-260-8822.
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