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Creating your Team  
Creating a team is easy! Just go to http://trackshack.com/events-
detail.php?id=90# and click on Create Your Team. When the link 
opens, enter the information required to create your team. After 
creating your account, you’ll be able to edit and add payment 
settings for your team. 

 

Once you create your account, you can jump in and start inviting 
people to join your team and register for the event. It is important 
to remember that if you wish to participate, you (the captain) must 
register for the event as well.  
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To easily register yourself as the captain, please select Register 
Myself on your team account. By registering yourself with this 
button, we’ll automatically place you as the team captain. Using the 
information you already provided to create your team, we’ll pre-
populate this registration form to make registration a breeze!  
 

 
You’ll also be able assign a captain by going to Team and clicking 
the drop down next to the participant’s name. Then select “Make 
CEO”.  

 
Managing Your Team  

To login to your account, go to http://trackshack.com/events-
detail.php?id=90. Then select, Team Captains: Manage Your Team. 

You should also bookmark, manage.hakuapp.com. 
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Setting Up Your Payment Options  

After logging in for the first time, you will be directed to Payments. 
From Payments, you’ll be able to:  

• Enter how many participants you will pay for and/or how 
much your company will pay for each participant   

• Determine if you will accept guests (non-employees) on your 
team and if you will pay for their registration fees   

• Securely save one or many credit cards you will use to pay for 
registrations. This will make paying for registrations even 
easier! Please note: we use the same security as banks to 
ensure your data is protected.   

• Manage your invoices (if choosing to mail in a check).   
• See every transaction so you can keep track of all your 

payments   

 
Note: On the example above, the company is accepting guests and 
is paying the full price for the first 5 employees (notice guests is 
NOT selected for the first tier) and $30.00 for the next 10 people 
that register (guests and employees since guests is checked). 
Anyone that registers after these 15 members will have to pay the 
full price of registration to join the team.  
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Inviting Members 

From the Dashboard, you can copy your team’s custom registration 
link or enter any email address and send them a message from the 
system. Send this link to everyone you want to join your team. After 
they register, you will have the opportunity to approve or deny 
them before paying for their registration.  

There are two steps to share your team’s registration link:  

1. Click on Share registration Link 
 

 
 

2. Either send emails directly from our email form or copy the 
link and send it to everyone you want to join your team – even 
feel free to text our mobile-friendly registration form to 
recipients, too!  
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Approving and Denying Participants  

From the Team section, you can see the participants you’ve 
approved, denied, paid for, and those who are pending approval. 
When a participant registers, they will appear on the pending to 
approve list. From this list, you can choose to approve or deny 
them. Once approved, you will be prompted to pay for those 
registrations. You can pay for registrations all at once or as they 
come in. It is important to remember that registrations are NOT 
finalized until payment is received. Once your team is finalized, you 
can easily extract the list of your team (paid members only) to Excel. 
If you deny a participant, you can enter a reason that they will see 
on the denial email the participant will receive.  

 
 

After you pay for your team, use the  button to download a CSV 
list of your team. The list will include shirt sizes in case you are 
ordering custom company shirts for your team. You can also filter 
participants by clicking on the filters, or you can search for a 
participant using the search box. There are five filters:  

All - Shows all statuses  
To Approve - Shows only the participants awaiting approval  
To Pay - Shows participants pending payment  
Paid - Shows paid members  
Denied - Shows any participant you denied.  
Pro Tip: To “un-deny” a participant, click on the down arrow next to 
messages and click on Move To Approve.  
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Purchasing Products 

Products are offered through your account and can make your 
team’s IOA Corporate 5k experience even better! Simply go to 
Products on your team account. Click on Add on the products you 
would like to purchase.  

 

Then you’ll be able add and any additional items to your purchase.  

 



	  

	  

9	  

	  

Paying for Registrations using a Credit Card 
(Recommended) 

After approving registrations, you will be immediately prompted to 
pay for them. You will see a Pay Balance button on the top of the 
screen. You can pay for registrations, but it will not become final 
until they are fully paid for. After paying for registrations, each 
participant will receive a confirmation email.  

Pro Tip: Login 2-3 times per week to approve participants and pay 
for approved registrations.  

 
 
After clicking the Pay Balance button, you will be prompted to 
make a payment using a stored credit card or you can always enter 
a new one.  

 
 
Also, every time you pay an open balance, an invoice marked Paid 
will be created including all registrations or products paid in that 
instance.  
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Paying for Registrations by Creating an Invoice and 
Mailing a Check 

  Need to mail a check? No problem! You can create invoices for 
registrations. You can create an invoice for approved registrations. 
Once you have an open balance, click on Create Invoice and it will 
add the registrations to an invoice.  

 
 
After the invoice is created, mail a check for the exact amount 
payable to Track Shack. Once your payment is received, 
registrations will be confirmed. You can create multiple invoices if 
you need to.  

Pro Tip: You can always pay your invoices/outstanding balances 
using a credit card. Outstanding balances will include any open 
invoices and any new balance you may have.  

You can manage your invoices from the payments section and 
clicking on the Invoices tab. You can always print an invoice for your 
records or to use as a receipt of your transaction.  
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Customer Support 

Have any questions about your account? We’ll be happy to help 
you out!  

If we’re online, feel free to click on the We are online button on the 
bottom left of your screen and begin an instant message 
conversation. 

 

You can also leave a ticket for us to answer. Simply click on the  
on the top left of you account page. From here you’ll get three 
options: 
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FAQs  

1. How do I invite members to join my team?    
Adding members is easy! You can share your team’s custom 
registration link to anyone you want to join your team from 
the Dashboard.   
 

2. Can anyone join my team? 
Only people you invite will join your team. If your organization 
is covering all or some of registration fee, all captains must 
approve or deny each participant that registers for your team 
so you have full control of which participants you will 
ultimately pay for. 
   

3. Do I have to enter my credit card every time I pay?    
Nope! You can store one or many credit cards and use them 
to make payments to registrations and/or products.   
 

4. I don’t have a company credit card; can I pay using a 
check?    
Yes! All you have to do is create an invoice for your approved 
registrations. After the invoice is created, print it out and mail 
it to Track Shack. 
 

5. Can I pay the full cost of registration only for a few 
employees and after that only pay for half?    
Yes, you can! On the Payments section, you can determine 
how many participants you will pay for. You can also 
determine if you will pay for all or some of their registration 
fee.   
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6. My team allows guests to join the team, but we don’t pay 
for their registration fee. Can they still join our team?  
 Yes, they can. From the Payment section, simply choose to 
accept guests, but do not apply any of your payment tiers to 
them. Guests will be able to join your team but will have to 
pay for their registration.   
 

7. Can I extract my team list?    
From the Team tab, you can download your paid participants 
on a CSV file (Excel). The extract will even include everyone’s 
shirt size in case you need the sizes list to order your own 
company shirts.   
 

8. Someone selected the wrong shirt size! What do I do? 
Don't panic! By clicking on the paid participant, you can 
update their shirt size.  
 

9. I need to replace the captain or can I give access to 
someone else to manage my team? 
Simply contact the event organizer via annie@trackshack.com. 
and they will walk you through it. 
  

10. How do I assign someone as CEO? 
Click on Teams and click on the arrow next to messages for the 
participant you want to flag as CEO. The CEO is the senior 
most participating employee from the company. Teams are not 
required to assign a CEO. 
Note: Only one participant can be flagged CEO.  
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11. I am always on the go; can I manage my team on my 
mobile device?    
Team Captain Tools are designed to work on any smart 
phone! Go to manage.hakuapp.com from your phone’s 
browser and login like you normally would. The desktop 
version has a bit more functionality, but you can do almost 
everything from your phone. You can access your team’s 
dashboard, send the registration link, approve/deny 
participants, and make payments.  
 

12. I am completely lost, I see an error, or the app doesn’t 
work. Who can help me?    
For all event specific questions, contact the event staff at 
annie@trackshack.com. If you are having issues using the 
application, contact haku tech support from the captains tool 
by clicking on the We are Online button, email them your 
questions by clicking Open Support Ticket or by calling them 
at 844-299-2087. 
 

 

 


