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Why are my Sheets aligned to the left? Why does the formatting look different compared to versions 
prior to 2.1? How do I fix the conflict my theme? 

Sign-up Sheets PRO 2.1 and greater use theme files to display the sheets. If the theme is written 
without a fallback for these pages, then it breaks resulting in alignment issues. There are a few 
ways to fix this.  

1. Update the theme files/edit the template files. We have created a page on our site with 
some information on how to edit the files. https://www.dlssoftwarestudios.com/sign-up-
sheets-pro-overriding-templates-in-your-theme/ 

2. Uninstall the latest version of the plugin and install the previous version (2.0.23). This should 
work fine with your theme. Email me at enevarez@liventus.com if you would like me to 
send you the previous version. If you are running PHP 7+, you will need to continue using 
version 2.1 or greater.  

3. Update your theme to one of WP’s standard themes (Twenty Fifteen, Twenty Sixteen etc.) 

 
 
 
 
 
 
 
 
 
 

https://www.dlssoftwarestudios.com/sign-up-sheets-pro-overriding-templates-in-your-theme/
https://www.dlssoftwarestudios.com/sign-up-sheets-pro-overriding-templates-in-your-theme/
mailto:enevarez@liventus.com


Installation 
Automatic install 

1. Log into your WordPress Admin 
2. From the Administration panel, click the Plugins menu 

 

3. Deactivate and delete any previous versions of Sign-up Sheets including the free version. You 
will not lose any information and will retain all of your current sign-up sheets and sign-ups. 

 4. Under Plugins, click the “Add New” button

 



5. Click “Upload Plugin” from the menu at the top 

 

6. Choose the zip file you downloaded and click “Install Now” 

 

7. After installation is complete, click “Activate Plugin” 

 

 

 

 

 

 



8.  Go to the “Sign-up Sheets” section, click on Settings, click on the Licensing tab and enter the 
License Key (license key can be found on your purchase receipt or the my-account page of our 
site.) 

 

 

Manual Install – FTP 

1. If you have the free Sign-up Sheets plugin installed, Deactivate and delete 
2. Delete the “sign-up-sheets” folder from your “plugins” directory 
3. Copy the “sign-up-sheets-pro” folder to your “plugins” directory 
4. Activate the Sign-up Sheets Pro plugin 

https://www.dlssoftwarestudios.com/my-account


Creating a Sign-up Sheet 
1. Create a page or post 
2. Add the shortcode `[sign_up_sheet]` to the content section of the page you created. 
Note: You can add multiple shortcodes on the same page/post (pro version) 

 
 
3. Go to the “Sign-up Sheets” section of your WP admin and create a new sheet. 
 

 
 



4. Enter information to create the Sheet 

 
5. Additional Settings tab within the Sheet. 

 



6. After the Sheet is created, within admin, you can see the Sheet Dates, # of tasks, Total spots and Filled 
spots. Hovering your mouse pointer over the sheet title displays the Sheet ID # and sheet options, which 
include, Manage Sign-ups, Edit, Copy, Trash and View. 

 
 
7. View of the page that is setup with the Sign-up Sheet.  

 



8. Clicking the Sheet Title will display the Sign-up Sheet. 

 

 

 

 

 

 

 

 

 

 



9. Clicking the “Sign-up” link will direct you to the Sign-up form. 

 



Adding Custom Sign-up tasks 
Custom Task Fields (on the Sign-up Sheet) are fields that appear when you create or edit a sheet in 
admin on each task that you create. They are for display purposes only on the front-end of the Sign-up 
Sheet. 
Custom Task fields are located under the “Sign-up Sheet” tab within settings.  

 
 

 
 
 
 
 
 
 
 
 
 



Enter the name of the new fields, select the type, enter the options (for checkbox, radio and dropdown 
fields only) and select the sheets that will utilize the new fields. 
Note: Slug fields are automatically populated after saving. 

 

 
After the fields have been added and associated with the sheets, we need to add them to the Sign-up 
Sheet.  Click the “Edit” link on the Sign-up Sheet within admin and update.   

 



Below is a screen shot of the Sign-up Sheet with the Custom Task fields.

 

 
 
 
 
 
 
 
 



Adding Custom Sign-up Form fields 
Custom Sign-up Fields (on the Sign-up Form) are fields that the users fill out on the front-end of the 
form when they sign-up for an open spot. 
Custom Sign-up Fields are located under the “Sign-up Form” tab within settings 

 

 
 
 
 
 
 
 
 
 
 
 
 



 
Enter the name of the new fields, select the type, enter the options (for checkbox, radio and dropdown 
fields only), select the sheets that will utilize the new fields, select if it’s a required field and select if you 
would like the information to be displayed on the frontend of the sheet. 
Note: Slug fields are automatically populated after saving. 

 
 



Below is a screen shot of the Sign-up form with the Custom Sign-up fields.

 
 

 
 
 
 
 
 
 
 
 



Adding Categories 
Categories allow you to filter by category with the [sign_up_sheet] shortcode. Categories are optional 
and can be added before or after creating a sign-up sheet. To create a Category, click the “Sheet 
Categories” link. Note: Slug field is automatically populated after saving. 

 
After the category has been created, add them to the Sign-up Sheet(s).  Click the “Edit” link on the Sign-
up Sheet within admin and update.  

 
 
 
 
 
 
 
 
 
 



Update the page/post with a Category Shortcode which will only display sheets assigned to the category. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Short code overview 
Here is a list of some short code options: 
 
[sign_up_sheet] 
Lists all active sheets in a table and allows you to click into them to view each individual sheet. 
 
[sign_up_sheet id=”7”] 
Displays an individual sheet. Change “7” to the sheet ID you would like to display. 
 
[sign_up_sheet list_title=”Volunteer Opportunities”] 
The “list_title” variable defaults to “Current Sign-up Sheets”, however, you can override it to anything 
you like. In this case “Volunteer Opportunities” 
 
[sign_up_sheet category_slug=”dls”] 
Displays a list of all sheets in a specific category (change “dls” to the slug of the category you would like 
to display. Note that this requires setting up a category and adding one or more sheets to it. (Pro version 
only) 
 
[sign_up_sheet category_slug=”dls” list_title_is_category=”true”] 
The “list_title_is_category” variable defaults to “false”. If set to “true” this will force the list title to be 
the name of your category. (Pro version only) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Sign-up Sheet Settings 
Sign-up Sheet tab under Settings allows customization of the Sign-up Sheet.  

 
 



 
1.  Three options for displaying the users name after they have signed up.   

a. First name plus first letter of last name (default setting) 

 
b. Full Name 

 

 c. Filled - Anonymous 

 



2. Option to show sign-up spots on one line with just # of open spots and a link to sign-up if open.  
(Sheet specific settings can override this global setting)

 

 
3. Option to display all Sign-up data fields on the Front-end.  This option will potentially display personal 
user information on the front-end like email address and phone. (Sheet specific settings can override 
this global setting) 

 

 

 

 

 

 

 

 



4. Option to Prevent users from being able to sign-up for a task more than once.  This is checked by 
email address. (Sheet specific settings can override this global setting) 

 

5. Option to prevent users from being able to sign-up for a task directly before or after a task for which 
they have already signed up for.  This is checked by email. (Sheet specific settings can override this 
global setting) 

 



6. Option to allow users to sign up for multiple tasks with one sign-up.  Users would check the boxes for 
the task they want to sign up for. (Sheet specific settings can override this global setting)

 

 

 

 

 

 

 

 



7. Option to lock and hold a spot for 3 minutes when a user accesses the sign-up form. A 3 minute countdown will 
begin on the sign-up form and the spot will be held until the user signs up or the 3 minutes have expired.  

 

 
  



Sign-up form Settings 
Sign-up Form tab under Settings allows customization of the Sign-up Form. 

 
 



 
 
 

 

 

 

 

 

 

 

 

 

 

 

 



1. Option to show “Remember Me” checkbox on the sign-up form.  Saves user information for future 
signup forms during the current visit on the site. 

 

 

 

 

 

 

 



2. Checkbox to set Phone as optional on the sign-up form. (Sheet specific settings can override this 
global setting) 

 

 

 



3. Checkbox to set Address as optional on the sign-up form. (Sheet specific settings can override this 
global setting) 

 

 



4. Option to hide Phone field from the sign-up form. (Sheet specific settings can override this global 
setting) 

5. Option to hide Address fields from the sign-up form. (Sheet specific settings can override this global 
setting) 

6. Custom Sign-up fields that users fill out when they sign-up for an open spot. 

Enter the name of the new fields, select the type, enter the options (for checkbox, radio and 
dropdown fields only), select the sheets that will utilize the new fields, select if the fields will be 
required and select if the results will display on the front-end. 
Note: Slug fields are automatically populated after saving 

 

  

 

 

 

 

 

 

 

 

 

 

 



Captcha and Spam Prevention 
Captcha and Spam Prevention tab under Settings allows customization of SPAM protection on the sign-
up form. 

 
 
Three options for Spam Protection 

 



1. Option to disable Honeypot – Hidden field on the form that is required to be blank.  Prevents 
automatic form spammers from submitting the form if they auto fill all the fields on the form and 
accidentally fill that hidden field.   
 
2. Option to disable Captcha and reCAPTCHA Spam prevention (doesn’t affect Honeypot). By default, 
simple Captcha spam prevention is turned on.  To replace simple Captcha with reCAPTCHA, leave this 
box unchecked and select the “Use reCAPTCHA” checkbox and fill out the remaining reCAPTCHA fields.  
Below is a screen shot of the simple Captcha Spam protection. 
 

 



3. Option to enable reCAPTCHA – Stronger Spam protection. Checking this will replace the simple 
Captcha validation (unless Disable all Captcha was checked). Public and private keys can be obtained 
from www.recaptcha.com.  There are 4 available reCAPTCHA themes available.  Below is a screen shot 
of reCAPTCHA with the red theme.    

 
 
 

 
 

http://www.recaptcha.com/


Confirmation E-mail 
Confirmation E-mail tab allows customization of the confirmation email that is sent to users who sign-up 
for a task on a sheet. This is the global setting which can be overridden by a sheet specific Confirmation 
E-mail message. 

 
 



 
 
1. Option to edit the Subject line of the email.  If blank, defaults to “Thank you for Signing up!”  
2. Option to edit the address of whom is sending the email.  If blank, defaults to the WordPress email on 
file under Settings>General. 
3. Option to BCC multiple email address when a confirmation email is sent. 
4. Option to customize the message that is sent. Below is a list of available Dynamic Variables that can 
be used.   

• {site_name} 
• {site_url} 
• {from_email} 
• {removal_link} 
• {signup_details} 
• {signup_firstname} 
• {signup_lastname} 
• {signup_email} 

 

 
 
 
 
 
 
 
 
 
 



Removal Confirmation E-mail 
Removal Confirmation E-mail tab allows customization of the removal confirmation email that is sent to 
users who have removed themselves from the sign-up via the removal link within the confirmation 
email.  
Note: Removal confirmation email is not sent if they have been removed via the admin panel. 

 
Option to customize the removal confirmation email.   

 



Reminder E-mail 
Reminder E-mail tab allows customization of the reminder email that is sent to users who sign-up for a 
task.  Reminders are only sent once. This is the global setting which can be overridden by a sheet specific 
Reminder E-mail message. 
Note: Reminder emails are only sent if someone accesses the site the day of the scheduled reminder 
email. The WordPress cron depends on someone visiting the site in order to trigger the cron job. For sites 
with lower traffic, it’s usually recommended they setup a more precise cron system on their web server 
that can run the WordPress cron in the event that no users access the site. 
 

 
 



1. Option to enable reminder emails. Your site will check hourly to see if there are reminders that need 
to be sent using the WordPress Cron. Reminders will only be sent once. (Note: To see which users have been 
sent an email reminder, within admin click Sign-Up Sheets plugin, hover over the sheet with your mouse to see the 
sheet options and click on the “Manage Sign-ups” link.) 

 
2. Option to customize the number of days before the date of the sign-up sheet, that the email should 
be sent. This is the global setting which can be overridden by a sheet specific Reminder E-mail schedule. 
3. Option to edit the subject line of the reminder email.  Defaults to “Sign-up Reminder” 
4. Option to edit the address of whom is sending the email.  If blank, defaults to the WordPress email on 
file under Settings>General. 
5. Option to BCC multiple email address when a reminder email is sent. 
6. Option to customize the message that is sent. Below is a list of available Dynamic Variables that can 
be used. 

• {site_name} 
• {site_url} 
• {from_email} 
• {removal_link} 
• {signup_details} 
• {signup_firstname} 
• {signup_lastname} 
• {signup_email} 



Status E-mail  
Status E-mail tab allows customization of the status email that is sent when a user is added or removed 
from a sign-up from the frontend.   
Note: If a user is removed from a sign-up via admin, status e-mail will not be sent. 

 
 



 
 
1. Option to enable/disable Status emails. 
2. Option to customize the subject line of the email.  Defaults to “Sign-up Status Report” 
3. Option to change the “From E-mail Address”.  Defaults to the WordPress email on file under 
Settings>General 
4. Option to send status email to the WordPress email on file under Settings>General 
5. Option to send status emails to the “Sheet Specific BCC” recipients.  These addresses will be added as 
a recipient only for sheets on which they are assigned.  To add email addresses for sheet specific status 
emails, find the sheet within admin, click edit and click on “Additional Settings” tab. 
 

 
 
 
 
 



Advanced Tab 

• Allows customization of the Sheet URL Slug 
• Option to grant other types of user roles the ability to manage sheets 
• Ability to re-run the 2.1 data migration – for sign-up sheet users that have Upgraded to version 

2.1 (previously on 2.0.23 or less) but are missing sign-up sheet data after installing the new 
version.  

 

 



Text Overrides tab 
Text Overrides Tab allows customization of the Task Title Label.  Task Title Label defaults to “What” 

 
 

 
 
 
 



Below is a screen shot of the task title label as “Things to do”  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Licensing tab 
License key is required and needs to be renewed annually for ongoing support and updates. Enter the 
License Key which can be found on the purchase receipt and the my-account page of our site.  
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