
INSTRUCTIONS FOR CREATING A FOOD SIGN-UP PAGE 
 
 
You need to decide on your rally menu before you create your trip, as you will want to have a 
list of what items you want members to bring/make for each meal and how much/many of 
each ahead of time. 
 
Go to www.prepatrip.com 
Create a sign in account (there is no charge) or logon to your account if you already have one. 
 

 
 
 
 
 
Once your account is created and you are signed in, you may begin!   
Select “Start Organizing.” 
 

 
  



Fill out trip information: 
• Rally Name would be the name of the resort. 
• Date is the first day (Friday) of the rally. 
• Your name. 
• Your email address. 

 

 
  



After your basic trip information is entered, you will get this message, as well as two email links.   
• The participation link is what you can include in your email to send to participants so 

they can sign up. 
• The administration link is yours to use to modify any information in the future. 
• Click on the Administration Link to proceed with putting your trip together. 

 

 
 
  



Now you can enter a photo, if you so choose, and any instructions.   
 
Be sure to SAVE! 
 
 

 
 
 
BE SURE TO SAVE! 
 
 
After you have SAVED, select Potluck Sign-Up. 
 

  



Enter your meal information… 
 

• CATEGORY NAME – Enter day, time and item. (Yes, it’s redundant…) 
• AMOUNT NEEDED - The number of people you are assigning an item to. 
• NOTES – The specific size, quantity, etc. 
• SUGGESTIONS - See below. 

 
NOTE:  Be sure you enter information chronologically.  Once you have started entering the next 
meal, you can’t insert a line (meal category) in between.   
 

 
  



OPTIONAL:   
 
You can add suggested dishes or recipes. 

• Select blue “0” under Suggestions.  
• Enter information. 

 

 
 
 
 
 

 
 
 
 
 
BE SURE TO SAVE! 
 

 



Let’s see what we’ve got so far… 
 

 
  



This is what the members will see and can use to sign up.   
 

 
 
 
 
Yes, it’s a bit redundant, but what do you want from free software? 
 

 
  



At this point, you can review your trip and see if there are any changes to be made…  
 

 
 
 
Once you have reviewed your entries, it’s time to send the link in an email to all participants!   
 
As a reminder: 
 
Standard Event Times 
5:00 PM           Friday Happy Hour and heavy appetizers 
7:00 AM           Coffee ready Saturday and Sunday mornings 
9:00 AM           Saturday Breakfast 
5:00 PM           Happy Hour on Saturday (no appetizers) 
6:00 PM           Saturday Dinner 
8:30 AM           Sunday Breakfast 
 


