Rotary Bulletin Editor Cheat-Sheet

1) Login at the Club Website: www.barringtonrotaryclub.com

ClubRunner™ connect. Collaborate. Communicate.

Rotary Club of Barrington (Noon)

Enter your login information below.

Login Name

Password

Keep me logged in

Login »

New and existing users: ratrieve login andior reset

password

i

2) From the Admin page, scroll down and choose “Edit Bulletin”

My Billing Account Balance

Website Designer 3.0
Edit Home Page Links
Edit Stories

Edit Events 2.0

Edit Speakers

Edit Download Files
Edit Site Pages

Edit Photo Albums
Edit Club Documents

MyE

& club eBulletin

Edit Bulletins new:

Runner Registration (new window)

Email Bulletin to Members

Archived Bullefins New!

3) Click on Create New Bulletin in the upper right

ClubRunner ™ connect. Collaborate. Communicate.

tary Club of Barrington (Noon)

Admin My ClubRunner Communication Bulletin Membership Qrganization

Bulletin Subscribers

Manage Bulletins

RI Integration

Gender Distribution (Summary,
Download Member Data newt

Custom Reports (Optional)
Member Designations

Meeting Services
Input Attendance (Current Year)

Input At (Previous Year)

Report Make-ups

Print Member List/Attendance Sheet

Print Member List (Simple Version)
Aftendance Report {Current Year]

Attendance Report (Previous Year)

Monthly Club Report

Customized Attendance Report

Edit Duty Roster - Who Does What | [Version 1
Member Leaves of Absence

Member Attendance Exemption

me, Burke Groom | Logout #

English Smallv Home

Attendance 3.0 (Beta) ~ Website Reports Events Help

Filter records: (3

Edit Bulletins.

Group Date Name Last Sent

Active Bulletins

Bulletin Groups

Banners

eBulletin 3.0 (o el
A % = 1 | BulletinlList

Getting Edit Send Archived ’

Started  Bulletins  Bulletins  Bulletins Click on Bulletin Name or Edit to access the bulletin designer.

reate New Bull

Actions

Published On Visible on website

No Data To Display



http://www.barringtonrotaryclub.com/
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4) Type in a Name: “2015-07-14 bulletin” and type your name for “Editor Name”. NO other boxes
need to be checked or filled in. When done, click the orange box “NEXT” at the bottom right.

A B = & | Create New Bulletin
Getting Edit Send Archived
Started  Bulletins  Bulletins  Bulletins Bulletin Settings
Getting Started Name: ||
Welcome Date: |Jul 17,2015 *
Create New Bulletin
Copy Bulletin From:  Select a previous bulletin if requlred,E
Help
Bulletin Group: GsneralE or create new:
Help
Visible on Website:
Quick Start Video
PDF Guide Accesslevell @ public @ Requires Login
Help Articles Editor Name:
Editor Email:

Content Template

5) You will then be at the following screen. From here, Drag the “Club Information”, Birthdays and

“Bulletin Stories” to the spots on the right as shown.

m

‘You can change this iater by clicking the change template butfon in the Bulletin Designer.
Cancel m

Website Designer 3.0

4= Goback  Publish Bulletin

Select from the oategories below to add new widgets o your
bulletin. Be sure to click the Fublish Bulletin bution fo save
your changes.

20150707 saved sty

Bulletin Designer: 2015-07-07

£ Properties | A TextVersion = ¢ ChangeTheme g Change Template

Choose Bulletin Banner

Top Left

Top Right

‘Custom Widgets (Bulletin Specific)
Meeting Information o

Execufives & Directors éﬁﬁ}

\,
Bulletin Stories Q@EO

B

T

%

Bulletin News

&

Bulletin Download Files

Choose Bulletin Footer

%

@

Bulletin Pages.

&

Bulletin Site Pages

J
}
[ [ — }
| }
J

Bulletin Birthdays &
Anniversarie

&

President

&

n

m
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6) Once complete, scroll down to where it says “Main — Stories”. Hold your cursor over the
“Stories” and options appear. Then, click on the pencil icon so you can add a story (bulletin
information from the day).

WebsieDesigner 3.0 =
ptein 52 sue o sk e ok sotempaton o oove. | IR 20130707 seved successiuy
your changes.
R L [ Events | Bulletin Designer: 2015-07-07 Klabieericoy) daslexiecing (WG Chmochopey) (bl Clonos Tompiots
R Choose Bulletin Banner
Meeting Information 0@0} =
| orsg 8 g 0 e s flop Lo Top Right
Exeeuives & Directors Q}J [ Club Information @} { . S
\
Bulletin Stories ojEO}
Drag & Drog 1o Design Area +
Bulletin News & >
Main
\
Bulletin Downlosd Files £ x:* x &
L o to Rearrange Widgets J
Add or modify the cantent of this widget |
Bulletin Photo Albums G}’}
. _

7) Click the orange button labeled “Create New Story”

ClubRunner ™ connect

Communicate. Welcome. Burke Groom | Logout % [kl

Rotary Club of Barrington (Noon}

Admin | My ClubRunner | Communicstion | Bulletin || Membership = Orgsnization | Rilntegration = Attandsnce 30 (Bets) | Website | Reports | Events | Help

Website 3.0 ¢ Ga bacic

w Piease note thet this widget hes only been added to the Draft version of 2015-07-07.
Ta go live, click here to pubiish 2015-07-07.

m

Stories for 2015-07-07

Click on the Story Library Link below to scoess il of your stories, er click on one of the other links to aceess the stories for a specific section of your website or bulletin.

Gote: | Story Library | Stories Wigget ‘ Stories List Page | Custom Paga Stories | Bullstin Stories |

Drag and drop stary fitles fo change their sequence. @ Creete NewStory J| @ Add Stories from the Story Library.

Title Authar Date Status Actions

N stories added,
4 | CheckAl | Remove Selecied

8) Add a title such as “Meeting Notes 2015-07-07" then type your name in the “Author” area.

Add a New Story

Copy from an Existing Story

Story Settings
Title: || Format Options @ Thumbnzil Image:

Permalink:
Author. ame [ Display author Load from Image Librsry

Date: £ Display date

[ Display Social Media Share Bar

Story Brief

Click on the Templstes button for commanly used lsyout options, including centered images.

‘ B E @ = = Link ?mh\b

%3
\Fm -HFum -||saze-|||;;u5x,;e_r. =z = =

E S EIES

L (

,'==.||E|maga @ © % HEmbedMedia §) [ Templaes
=@ A F k| 0T

Bs.mme|
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9) Scroll down to type your story in the “Story Content” area at the bottom of the page. Once you
are done typing your notes from the meeting, be sure to click the orange button at the bottom

labeled “SAVE".

Story Content

Click on the Tempistes button for commenly used layout options, including centerad images.

| B R @ > |3z 2= =k = B m|(Qts 5|[Emse: B 6 © Aemeivess 8 B Temees

-
o [ = |8iUsnrisszmB Al &narans

Total characters: 0/20000

n

4= Goback
10) Once you click the orange “SAVE” button, a screen appears as shown below. Leave the boxes as
they are. No need to click any additional boxes. Only the last 2 boxes should be checked. Then
click on the orange “CONFIRM” button at the bottom.
‘ﬂmge [ @ | Publish Story x \EI i
E Ej%'a‘s;:&lenlwhereynuwamm\sslurymapps-amnce = =@ A- /.'\i—ﬂmlm
We will continue to do 3
™ Display on Home Page Stories widget
Wie had Joy from FitMs [Z] Display on Story List Page FitMS is a newer organization and does a great deal to help people with Multiple Sclerosis
learn about freatments
= Display in Bullstins: )
MNext week, we will receive their checks we are donating.
[— mamé 2015-07-07 (Jul 10, 2015) L
Have a great wesk ang
bedy div 4
Total characters: 3098
Cancel m
4= Goback §i=
ClubRunner ™ ©2002-2015 Anrights reserved. Privacy Statement | Oniine|
Cancel m
11) Now you have the bulletin complete. You must now work on publishing it and emailing it out to
the members. At this screen, simply click “Go Back”.
Website 3.0 4= Goback

[EEZE3)  story "Mesting Notes 2015-07-07" added and published successfully

m Please note that this widget has only been added to the Draft version of 2015-07-07.
To go live, click here fo publish 2015-07-07.

Stories for 2015-07-07

Goto: | Story Library | Stories Widget ‘ Stories List Page | Custom Page Stories | Bulletin Stories |

[ Meeting Notes 2015-07-07 Burke Groom Jul 10, 2015

[N Check All Remove Selected

Click on the Siory Library Link below fo access all of your stories, or click on one of the other links to access the stories for a specific section of your website or bulletin.

Drag and drop story tes to change ther sequence. @ Create New Story [l @ Add Stories from the Story Library

Title Author Date Status

Actions

Edit | Links | Files | Remove

I
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12) You are then left with the screen showing the new bulletin you created. Click on the orange
“Publish Bulletin” button in the top right corner.

Aftendance 3.0 (Beta) =~ Website Reports Events = Help

Website Designer 30 - covax
Select from the categories below io add new z : S = E
widgets o your bullein. e sure to ciok the Putvisn | BUIlELN Designer: 2015-07-07 Shoneresy (asledemiony) (WQaCimoe Tane GrCes

Bulletin button to save your changes.

Essentials Links @ Choose Bulletin Banner

Top Left Top Right |
Meeting Information °§°
{ Club Information Q%}} { Birthdays & Anniversaries @
{ Executives & Directors ‘4%?]
{ Bulletin Stories %]
Main
{ Bulletin News q%e] [ ) =

13) Click the “OK” button when this screen comes up.

English~  Small~ Home

@ Start Tour

Admin | My ClubRunner | Communication || Bulletin Organi RI Aftendance 3.0 (Beta) | Website | Repors | Events | Help
Website Designer 3.0 Published on Fri Jul 17 09:03:24 CDT 2015 4m Goback (GG (RCAR ST =T
Sslect from the categories below to add new = o - TextVe Change T ch T =
widgets to your butetin. Be sure tocick me Puonn | BUIlEtIN Designer: 201 5[ Publish Bulletin -E] © Properties || % fsion |, Clenoe Theme, || i) Crenge Tempie
Bulietin button to save your changes.
EESC links [l Events | Publishing completed successfully. nner
Bulletin & PR || Custom Widgets (Global)
Custom Widgets (Bullefin Specific)

Top Left Top Right i

Meeting Information °§° <‘€E">
Club Information m Birthdays & Anniversaries

r o)

14) Click on the button at the top labeled “Go Back”.

English~ . Small~ Home

otary Club of Barrington (Noon) | |
@ Start Tour

Admin | My CI c icati Bulletin Organi RI 3.0(Beta) | Website | Reports | Events | Help
Website Designer 3.0 Published on Fri Jul 17 09:03:24 CDT 2015 4m So back (GSEEET NI (G TSI N= T E]
Select from the categones below to add new . . v L
iigets to your buletn, Be surs to cick te Pusicn | BUIIELIN Designer: 2015-07-07 Oucaticey (daaled © Change Theme | @) Change Tempiate
Bulletin button to save your changes.

essentas ([T Choose Bulletin Banner
Bullelin & PR || Cuslom Widgets (Global)
‘Custom Widgets (Bulletin Specific)

{ Meeting Information °§"]

Top Left Top Right =

{ Club Information @J { Birthdays & Anniversaries <€E{>

{ Executives & Directors “%ﬂ
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15) Finally, you will want to send your bulletin to members and honorary members. Do this by

clicking on the icon at the top left that looks like mail — labeled SEND BULLETINS

‘Website Designer 3.0

A b o=
Getting Edit Send Archived
Started  Bulletins  Bulletins  Bulletins

Select from the categories below fo add new
widgets fo your bullefin. Be sure fo click the
Publish Bullefin button to save your changes.

Essentials m Events
Bulletin & PR | Custom Widgets (Global)
Custom Widgets (Bulletin Specific)

Meeting Information @]

3
LNl =Ll “, Preview Bulletin | @ Publish Bulletin

Bulletin Designer: Temp'ate (example) £ Properies ~ Aa TextVersion & Change Theme | @/ Change Template
Choose Bulletin Banner
Top Left Top Right

Birthdays & Anniversaries

Club Information Q%)} {

Important FAQs

Look for your bulletin

16) Select the Bulletin you wish to send by clicking on the drop-down box marked “Select Bulletin”.

name - “2015-07-07”. Then, type in the subject line a subject — perhaps

like: “Rotary Bulletin for xx/xx/2015".

ClubRunner ™~

aAta,

gt

IRIA%
pip-e

Rotary Club of

Cannect. Collaborate. Communicate.

Welcome, Burke Groom | Logout %

English~ ' Small~ | Home

Barrington (Noon)

Evenis

‘Website Reports Help

Aftendance 3.0 (Beta)

4= Goback Preview Bullefin

Manage Bullelins  Bulletin Subscribers
eBulletin 3.0

A o= B
Getting Edit Send Archived
Started Bulletins  Bullefins  Bulletins
Send Bulletins.

Send a Bulletin

Send History

Help
Quick Start Video
PDF Guide
Help Articles

Send a Bulletin

1 Choose your bulletin

Select the bulletin from the drl list and create your email subject line. Please note: only published bulletins are available fo be sent.

Select Bulletin:

[~ setecta Butietin —

Email Subjegt:

e in that category. You can also click on the category name to expand and choose certain groups in the category, or click on the "Expand List” link to select
il not be able to select recipients that have not supplied an email address.

Click the check box to
individual recipients. Please note:

[0 Active and Honorary Members (0/32)

[ Inactive Members (0/56)

[ Athar 1 leare (N1

17) Scroll down and select who you want to send it to. Click on the “+” sign and then click the boxes

for “Active and Honorary”. Also click on the box marked “Friends”and “Mailing Lists”. You

want to send the bull

Started Bulletins  Bulleins  Bulletins

Send Bulletins
Send a Bulletin

Send History

Help
Quick Start Video
PDF Guide
Help Articles

etin to each of these three (3) groups.

1 Choose your bulletin
‘Select the bulletin from the dropdown list and create your email subject line. Please note: enly published bulletins are available to be sent.

Select Bulletin: x ‘ v r

| 20150707
Rotary Bulletin for 2015-07-07

Email Subject:

2 Select the recipients
ick the check box to send to everyone in that category. You can also click on the category name to expand and choose certain groups in the category, or click on the "Expand List” link to select
int lual recipients. Please note: you will not be able to select recipients that have not supplied an email address.

B Active and Honorary Members (30/32)

—a ¥ Honorary

4) Active

Expand List (25/26)

Expand List (5/5)

[0 Inactive Members (0/56)

[ Other Users (0/3)

—9 [ Mailing Lists (0/2)

B Friends (0/31)
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18) Skip #3 (leave it as “Send right now”)

3 Schedule
You can send the bulletin right now, or click on schedule to choose when you would like to send it

@ Send right now

© Schedule

19) In #4, click that box so your bulletin is automatically archived.

4 Send your bulletin

I+ Click the checkbox to automatically Archive your bulletin immediately after it is sent. Please
note, if you have scheduled your bulletin to be sent later, it will still be archived now.

Click on Send to Myself to email the bulletin to yourself and preview what it looks like in email format. Click on Send to email bulletin to the recipients you have selected

20) Check the bulletin first by clicking the orange “Send to Myself” button. The email with the
bulletin will only go to YOU and you can see what it looks like and make any changes if you
prefer.

4 Send your bulletin
Click on Send to Myself to email the bulletin to yourself and preview what it looks like in email format. Click on Send to email bullet

I+ Click the checkbox to automatically Archive your bulletin immediately after it is sent. Please
note, if you have scheduled your bulletin to be sent later, it will still be archived now.

Cancel

he recipients you have selected

21) After receiving the email to yourself and looking it over, if it all appears to be okay with the
bulletin you created, click the orange “Send” button and the bulletin will go out to everyone you
previously selected in #17.

Send your bulletin
Click on Send to Myself to email the bulletin to yourself and preview what it looks like in email format. Click on Send to email bulletin to the recipi

i+ Click the checkbox to automatically Archive your bulletin immediately after it is sent. Please
note, if you have scheduled your bulletin to be sent later, it will still be archived now.

ou have selected

22) You are done!

Don’t be afraid to just click and try stuff. No big deal. Any questions, call a previous Bulletin Editor!
Have fun with this and enjoy. If you make a mistake — WHO CARES — it’s part of learning and making
yourself better! Remember we are all volunteers and everyone appreciates what you do! Also
remember, your bulletin will be shared with our members AND THE WORLD as it will be on our
website’s home page — so please consider the appropriateness of everything you type!

I

I

I




