ClubRunner Essentials

Learn to use some of the fundamental sections of ClubRunner

ClubRunner 1-877-469-2582




What i1s ClubRunner?

ClubRunner is a cloud based software service that manages organization and membership
Information, as well as facilitates easier communication between the various levels of an

organization.

ClubRunner:

A Is a private software company that has been serving thousands of service clubs worldwide
for almost 15 years.

A Is a collaborative, webased tool designed to allow members to collectively share and
maintain their data.

A Can handle small clubs with just a few members, all the way uputb-level organizations
with thousands of members.
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How do | login?
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Home AboutUs~ Getinvolved ~ News & Updates~  Calendar ~ Contact Us Donate

Input your preassigned login name and 2y Along the top click Member Login to login to the
password: Administration page:

- Mickey D Member Area Logout
Service Club of Purple Metro

Home  AboutUs~  Getlnvolved ~
ClubRunner

Service Club of Purple Metro w fickey [Logout] Admin Home Page I 11 Y
Enter your login information below:

m My ClubRunner ~ Communication  Bulletin  New Bulletin (Bets) ~Contacts Membership  Organization  Rilntegration  Attendance Website New Website (Beta)  Reports
Login Name Forgot login name?

Events Volunteers  Help

Admin  Clubinfo & Settings  Edit Privacy Policy  ClubRunner Mobile  Help Guides ~ Webinars ~ Conlact Support  Community

Download the Mobile App
Access your member directory on the Administration

go!

Help

Password Forgot password?

New to ClubRunner or need a refresher? Register for free ClubRunner webinars here.
Suppart Center

: Read up on our latest updates! Release Notes are available on our Service Updates page.
Keep me logged in New user? On Demand Videos

Webinars o e )
Login e, My ClubRunner Membership Manager

ClubRunner Add-ons Edit My Profile Club Dashboard
Change My Password Active Member List
Enhanced Committees Module
Upload My Phot: Qther L: List
©2002-2019 ClubRunner All rights reserved MyEventRunner pload My Fhoto erisers
Privacy Statement | Online Help | System Reguirements Online Payment & eCommerce My Commitments Inactive Members List
Module - US My New Member Activities newr Friends of the Club
Ooline Pavment & My Erignd Bullotin § iherringr:
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How do I retrieve my login?

LT 22dz R2y Qi 1y263 2N R2yQi YNEWARPEL yur Iastnamg and emal agdregs. An automated
password then click the blu@rgot? Buttons. login retrleval emalil W|I_I be sent to you. If you still are unable
to login, for further assistance please send an email to:

logins@clubrunner.ca

& Home Retrieve Login Information

Enter your login information below:
Please enter your last name and email address to retrieve your login

Login Name Forgot login name? name and/or reset your password.
mickey * Denotes a required field.
Last Name:
Password Forgot password? ]
Email Address: *

\ \

ClubRunner Help article: 1-877-469-2582



https://www.clubrunnersupport.com/article/1331-i-cannot-login-to-clubrunner

How do edit my profile?

Along the top tabs click Inside your profile, below your photo, there are several tabs such as:
Personal | Rotary | Biography | etc. Select any of these tabs. These

MyClubRunner - My Profile:

Service Club of Purple Metro

(LA LI Communication  Bulletin - New Bulletin (B

My Profile My Commitments My Attendance My Committees  Di

Y

Help article:

ClubRunner

tabs contain all the different sections of your profile you can edit.
Click the Edit button to edit your information.

Member Profile
Mickey D
m Printable Version

Personal Rotary Biography Commitments Settings Privacy ‘

Member Details

Edit

Title Gender Male
First Name  Mickey Date of Birth
Middle Name Anniversary
LastName D Spouse/Partner First Name
Nickname Spouse/Partner Last Name
Suffix Spouse/Partner Nick Name

1-877-469-2582
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How do | send email?

Along the top tabs click: Step 1 = select your recipients Step 3

Communication T Email Services , then Step 2 = compose the subject and body of email  Step 4
Compose new message . Step 5

add attachment
send a list of recipients; cc yourself
send now, or schedule emalil for later

Mickey D [ Home English + Step 1: Step 2: .
Select the reciy i y expandir category, Emeryour email subject and message. Step 3 (Optlonal).
— F—— i G ! - then clicking the "Expand List" link. Please note: you will not be able to ) :
Admin My ClubRunner w Bulletin ~ New Bulletin (Beta)  Contacts Membership  Organization Rl integration  Attendance ~ Website e T T o o Subject Upload attachments to your email.
. . ) ) This is my subject -
Mew Website (Beta)  Reports  Evenls  Volunteers  Help [ Active and Honorary Members (0/76)
. Maximum 5.00 MB per file
1l Servi Select Files For Upload
MR Emak raffc feport | Manage Blocked Emalls L+ [ CATRCTEEAR B3 Templates and Merge Flelds Total attachment size: 0 B/6.00 MB
- ook : O Inactive Mermbers (0/24) ( Select Template - Select Group |j| o .
riices (3 Custom Distribution Lists (0/0) ep 4:
Manage Emails P Recipient  Recipient Ttke H Add p 4
o Club Communication E3 [ Contact Groups (0/58) P
Edit Custom Distribution Lists Sender  Sender First Name [l [ add | Choose your email options and send.
Email Templates To madify or resend a message to the same recipients, click the Resend option. Use the Copy option to } H m . o
New Member Templates copy the email without recipients. B ool Nern N |_l Send a list of recipients as an attachment.
Tha Nick Name merge fsld will ba oplaced by First Name i t s e
Custom Signature ‘ P Show My Emails Only [REYRN NIl © Compose new message N [ R R e Copy me on this email
Help =
Filter records (20 @@ &G « + 4 @i s M- M(Q ot R
Help Articles e )
Video: Sendi I |Eimape B empie: = @ Q (ol 2 Step 5:
e o e ED Lo A Actons [wmsr. <[[rex -/ w - B1usxer[flasas B a - ' ’ :
[¥ideczCreating Temmaten - You can send the email right now, or click on schedule to choose when you would like to send it.
O  Draft Mickey D - 2 E 1 || B Source '
O SentonDec11,2018at5:49PM  Custom page link test #2 Mickey D [-] This is my email body (® Send right now

Schedule
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How do | access reports?

Along the top tabs click thReports tab to reveal the reports we have:

Admin My ClubRunner Communication Bulletin  New Bulletin (Beta) Contacts Membership Organization Rl Integration Attendance Website New Website (Beta) Q{Z:igt38 Events Volunteers Help

eDirectory Reports 2.0  eDirectory Builder 2.0  Club Dashboard  Years of Service  Age Distribution  Gender Distribution  Rule of 85  Birthdays and Anniversaries  Login Activity ~ Download Member Data  Member Activity — Club Activity

Available reports include:

edirectory Reports 2.0 - a collection of printable member reports in PDF and MS Word format
edirectory Builder 2.0 - create your own printable member reports

Club Dashboard - various membership reports that automatically update monthly

Years of Service - how many years of service each member has contributed to Rotary

Age Distribution - age demographic breakdown of your club

Gender Distribution - gender demographic breakdown of your club

Rule of 85 - members in your club who qualify &ule of 85sometimes calle@enior Active
Birthdays & Anniversaries - member and spouse birthdays and anniversaries

Login Activity - which members have logged into the website Member Area, and when
Download Member Data - create custom MS Excel files using all member data that we store
Member Activity-I 0 NBF { R26y 2F YSYOSNRAE | OUAGAGASE YR LI NILAOALIGA2Y Ay (K

Club Activity - Overall member participation, including events and club activities at a glance
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How do | add a new member?

Along the top tabs clicklembership ¢ Member Lists:

Admin My ClubRunner Communication Bulletin New Bulletin (Beta) Contacts IEWLEGIM Organization Rl Integration  Aftendance  Website  New Website (Beta) Reports Events Volunteers Help

Member Lists  Dashboard Member Designations  Friends  Bulletin Subscribers  Request Member Update  New Member Program  Download Member Data

In the Active Members List click the 2p Fillin all appropriate information. Fields
orangeAdd New Member button marked inred are required.
Active Members List New Member

Rotary Club of Purple Metro
Oakville, ON, Canada
Members per Page: 25 v

AIIABCDEFGHIJKLMNGPQRSTUVWXYZ‘ T't||
Itle

Add New Member First Name

» Middle Name
Email |/ By First Name Name 4 Type Access Action
Last Name
[ ] Aaronson, Aaron Active 70 Change Status | Reset Password
Aaronson, Erin Active 70 Change Status | Reset Password Suffix v
Gender © Male ' Female

Membership Type Active v
Sponsor
Date Joined Rotary  Mar 22 2019 =

Date Joined Club  Mar 22 2019 i

Rl requires that Date Joined Club must be within the past 30 days.

Note that these are the minimum required fields,
you can input more information later.
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How do | edit an existing member?

Along the top tabs clicklembership ¢ Member Lists:

Admin My ClubRunner Communication Bulletin  New Bulletin (Beta) Contacts JIEGLEGHIM Organization Rl Integration  Aftendance  Website  New Website (Beta) Reports Events Volunteers Help

Member Lists  Dashboard Member Designations  Friends  Bulletin Subscribers  Request Member Update  New Member Program  Download Member Data

In the Active Members List click on any Ny ¢KAa GF1Sa @2dz 2 GKS YSYoSNXa LI
YSYOSNR& yIYS Ay of dsSo information by clicking th&dit button.

Member Profile

Aaron Aaronson
Printable Version
Members per Page: 25 v \\/«-‘

Al A B C D EF 6 HI J KL MNOZPQIRSTWUV W X Y Z -
Add New Member

Active Members List

»
Email () ByFirstName Name ¥ Type Access Action Personal Rotary Biography Commitments Settings Privacy
=] Aaronson, Aaron Active 70 Change Status | Reset Password
Aaronson, Erin Active 70 Change Status | Reset Password
[=] Arnold, Kathy Active 70 Change Status | Reset Password
=] Bennett, Norma Active 70 Change Status | Reset Password Member Details

Title Gender  Male

Note: on the club website only members with access
levels of50, 40 and 3@an edit other member profiles.
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How do | terminate a member?

Along the top tabs clicklembership ¢ Member Lists:

Admin My ClubRunner Communication Bulletin New Bulletin (Beta) Contacts JLEWLEEM Organization Rl Integration  Aftendance  Website  New Website (Beta) Reports Events Volunteers Help

Member Lists  Dashboard Member Designations  Friends  Bulletin Subscribers  Request Member Update  New Member Program  Download Member Data

In the Active Members List click 6hange i On the Change Status screen click
Status0 SaARS |yeé YSYOSNXRa VyIY Terminate Membership

Active Members List Change Status for Aaron Aaronson
Members per Page: | 25 v Please choose one of the f.olluwmg options to cont_lnua making :ha‘nges to this person’s status.
To change status from Active to Other, please terminate membership first.
Al AB C D EF G H I JKLMNWOPA QR STUV WX Y Z
Terminate Membership Change this member to a former member; e.g. Ex Member, Duplicate, etc.
t OR
Email [ By First Name Name ¥V Type Access Action - . .
: Change Membership Status Change this member from Active to Honorary

@ Aaronson, Aaron Active 70 Change Status | Reset Password

Aaronson, Erin Active 70 Change Status | Reset Password OR
@ Amold, Kathy Active 70 Change Status | Reset Password ] ] . ) . . . .

Edit Active Member Type Edit this member’s Active member type; e.g. Active - Satellite, Active - Corporate, etc.

@ Bennett, Norma Active 70 Change Status | Reset Password

Aaron Aaronson
Ex-Memiber as of: - War 22 2019 m

Please indicate reason for termination:
© Classification Ex-Member Confirmation

© Business Transfer
Please nate that ance you confirm this member to be marked as an ex-member,

You must choose a reason for termination to s R
activate the bluelferminate Member button. = R R

Deceased

None Given Thi mermber's name will be cleared from the following pasition(s) in the

e e Executives/Directars list:
lained Other Clu Vice President (2018)
© Family Obligations

Except in special cases, always chdeeport this S caseadm bR et e ol otn )

© Non-payment of club dues Test
© By club for cause

termination to Rotary International * it s

If other, please specify:

® Report this termination to Rotary International
Do NOT report this termination to Rotary Intematiorial

Terminate Member
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Help Resources

www.ClubRunnerSupport.com

support@clubrunner.ca
1-877-469-2582
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