Welcome to Shape US Up, Team Captains!

Shape US Up runs on a simple principle of a team competition between groups of 2 to 10. Every team has a captain, and if you’re reading this, it’s

most likely you — So... Welcome aboard!

Enclosed you’ll find all you need to get your team started with Shape US Up! Whether you’re brand new to the program or coming back for another
session, the following information will get you up and running and healthy in no time!

Let’s get started in registering your team!

Registration:

The registration page can be found from your homepage by clicking “Register” or by
going directly to http://www.shapeusup.com /register.php. Once there, you’ll find the
starting page as seen in Figure 1 (right)

Here you will be given the option to return as a team from a previous session or join
the program as a brand new team.

Don’t worry though previous captains; if other members of your team aren’t joining
this year, it doesn’t mean you have to re-enter all your information! Check out the
RETURNING CAPTAIN section on page 4 in this manual.

If you’re a new team, read on to page 2. If you are a returning team from a previous
section, jump ahead to page 3.
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http://www.shapeusup.com%20/register.php

Register a New Team:

Welcome new team captain! You are about to embark on a great session with your
friends, family and/or co-workers that will leave you fit and healthy!

Registering a new team is very simple (see Figure 2). You don’t need private
information from your team mates, you only need to know the:
- Total number of teammates joining (in addition to the captain)
- Their First and Last Names

- Their Email Addresses
First, select NEW TEAM from the NEW OR RETURNING drop-down menu.

Step 1 and Step 2 will show up to the right.
- InStep 1: START A NEW TEAM, enter your TEAM NAME
O it can be anything you’d like. If another team has chosen the
same name, the system will notify you automatically.

- Next, select your COMPANY
O ifapplicable.

- Lastly, enter your COMPANY NAME
O provided you are with an organization. This is not a required
entry, so feel free to leave it blank if you are registering as
family or friends

- In Step 2: Team Captain Information, select the option whether
you’re a NEW Team Captain or a RETURNING Team Captain.
o Ifyouare a NEW team captain, see Page 3. If you are
RETURNING, see page 4.

Page 2

i hape LIS U 009 Ragetration

HOME REGISTER ABOUT Us PRO SHOP LoG I

Welcome To Team Registration! | Step 1: Start a Neve Team Step 2: Team Captain Information

I Now ar Ruturming Captain [ (sulintone] =]

smrnbar of seribers [malect cma) ¥

Toam K

[p—— L

Hand boalp rogistaving? Click Haew

Home | Logln | ProShop | Help | UserAgreement | Prvacy Pokey

@ 2009 Shape US Up Inc.

woee ———— T T T e e [ v

Figure 2



New Team Captain:
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Once you select NEW in the NEW OR RETURNING CAPTAIN section, Step 3:
Your Information will come up (see figure 3)
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- First Name and Last Name

- Street Address

. Step 2: Your Infarmation

- Clty I I e [

- State

- Zip Code -

- Current email address
- And a contact number

Please Note: Rest assured, no information is shared outside of our organization, and
we only use the information we collect to provide the best, personalized experience L e | msien | e | e mnere | v ot
for you and your team. For more information on how we handle information, feel 12009 shaps U Up nc

free to review our User Agreement and Privacy Policy; listed at the bottom of every
page on our website.
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Number of Members:
Next, select how many members will be on your team (Figure 4). Please see page 5
to learn how to enter your teammates’ information.
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Register as a Returning Captain:

Returning captains can register quickly by copying their personal information from
the previous session.

Note: If you have not participated in the program in the past with the SAME email
address, this is not the correct option. If this is the case, please refer to the NEW
CAPTAIN registration section as outlined on page 2.

As a Returning Captain, after you select RETURNING from the NEW OR
RETURNING CAPTAIN menu, a box will show up requesting your email address.
Simply enter your email address used last session, then refer to the ADDING
MEMBERS instructions on Page 5.
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Adding Members:

At this point you should have already:
- Created your team (from page 2)
- Entered your contact information (from page 3 or page 4)
- And selected the number of members on your team

If you missed any of these steps, please go back and retrace the steps.
Now it’s time to enter your team’s information (see Figure 5.) You don’t need any
information other than your team’s:

- First Name and Last Name

- Email Address
If any of your members do not have access to a computer during the program or a
valid email address, please use your own email address instead. A different password
will be designated to ensure the accounts remain separate.

Enter the information for your team members as required in the form.

When all of the information is complete:

Click the CONTINUE button.
If any information is missing or email addresses provided are deemed as “invalid”

the system will automatically mark any errors with a red asterisk. Once you correct
these errors, click CONTINUE once again to carry on with the registration.

Proceed to Page 9.

Page 5

x4 % PR B

Stap 4: Team Mamber Information

-----

A Mo [FeryTee—

Haad help registering? Slick Heve

Home | Leglin | ProShop | Help | UserAgreement | Privacy Palicy
& 2009 Shape LS Up Inc.

Tl O O~ O 0 N T

Figure 5



This page is left blank intentionally

Page 6



This page is left blank intentionally

Page 7



You’re Registered! (well, almost)

You and your teammates are now members of Shape US Up!

From here there’s only one more step... Click the blue [LOG IN] link. (You can also
log in from the HOME PAGE)

If the program is open (please see the HOME PAGE for program start times), then
you’ll be asked to complete your registration as outlined on page 10. Otherwise, you
will be advised when the competition officially starts for the session you and your
team enrolled in.

Please print this page for your records. Your team will need the
passwords provided in order to log into their accounts!
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Logging In:

The log-in screen can be found as a link from the HOME PAGE or by going to
http://www.shapeusup.com'/login.php. (figure 9)

REGISTER

At the LOG IN screen, simply enter your EMAIL address (that you registered with)
and your PASSWORD, as assigned when you registered. Don’t worry, you will be

able to change your password to something memorable once you click the LOG IN

button!

If you’ve misplaced your password, click the blue link on the screen reading /
FORGOT PASSWORD? You’ll be provided with a new one. ' i ——"
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As shown in Figure 10, you’ll be asked to fill in the rest of your vital statistics. This
information is completely confidential and no one on your team will be able to see it.

Our system uses this information to provide statistics like BMI, BMR and earned [N~ oo "
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for your future log ins. . e
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After your information is entered, click the COMPLETE REGISTRATION button - =

and you’re DONE! (see page 11)
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http://www.gethealthyvirginia.org/login.php

Congratulations!
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Registration Complete!

You may log in at www.shapeusup.com
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