
ClubRunner Updating 

Website and Bulletin 

Updating 



Content Ideas 

 Login 

New Story 

Add to Bulletin 

Agenda 



 Remember your audience – the website is not just to keep 
club members up to date, it is to showcase our club to the 
world.  

 If the story doesn’t explain itself, give a brief introduction. 

 Be professional. 

 Include photos and videos! 

 ‘Like’ stories and post on Facebook – share! 

 Remind people about the website. 

 Keep stories current. 

 

Content Ideas 



Do not use people’s full names or publish anyone’s 
telephone number or address (use email) 

Do not publish photos of people without their permission 

Do not sell any items or post personal stories, without 
permission from the club 

Do not post giant photos (see instructions below on sizing) 

 

Do Not’s 



Do contribute anything relevant to Rotary and our club 

Do feel free to write articles yourself on your Rotary 
experiences 

Do add your business as a sponsor (need a photo) 

Do have patience as the website can be slow 

Do have fun! 

Do call me (289-891-6467) if you have any trouble   

 

Do’s 



Go to http://www.rotarygeorgetown-on.ca 

Click ‘Login’ 

ClubRunner Login 

http://www.rotarygeorgetown-on.ca/
http://www.rotarygeorgetown-on.ca/
http://www.rotarygeorgetown-on.ca/
http://www.rotarygeorgetown-on.ca/


Login Screen 



Admin Screen 



Admin Sections 



Edit Stories 



Create a New Story 



Creating a Story 



Save and Publish 



Adding Photos to Stories 



Upload to Image Library 



Locate and Open Picture File (on your computer) 



 Position cursor in Story Content where photo(s) should 
appear.  Click on ‘Image’ toolbar icon. 

Add Photo to Story (not Thumbnail) 



 Follow same steps for thumbnail to add photo(s) from your 
computer, or select existing photo. 

Click Browse Server 



 Important:  Large photos are not ‘friendly’ to readers.  
Adjust photo size to no larger than 400 width. 

Adjust Size 



Review on Website 
Open a new browser window and visit 

http://www.rotarygeorgetown-on.ca to review your work and 
adjust if necessary 



Deleting Stories 



Generating the Bulletin 



Create New Bulletin 



Create New Bulletin 



Copy From Previous Bulletin 



Fill in Fields 



Main – Update Stories 



Add Story to Bulletin 



Add Selected Stories 



Publish Bulletin and Send Bulletin 



Recipients & Send Bulletin to Yourself 



 Review the bulletin you have emailed yourself for review 
(you may need to wait an hour or more to receive it) 

Alternatively, you can also find it on the website  

Review the Bulletin 



Click ‘Communication’, then ‘Dynamic Bulletin’ 

 Then click ‘Send Bulletin’ 

 

 

Send to Club Members and Others 



 Select the Bulletin to send 

 Select the recipients (Active Members and Other Users 
Exchange Students and Prospective Members) 

 You can also see who is in the lists by selecting ‘Expand 
List’ 

Send the Bulletin 

You can add new users by clicking on 

Membership, Member Lists, Other User List, 

Add New Member.  DO NOT add new 

active members, you may only add 

‘Other User’ members. 



Send the Bulletin 



 You have now successfully updated the website and sent 
out a bulletin.   

 

 
 

You are Done! 



Club Runner Videos and Support 



Questions? 


