
Rotary Bulletin Editor Cheat-Sheet 

 

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

 
 

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

 
 

3) Click on Create New Bulletin in the upper right 
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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. 

 
 

 

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. 
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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).  

 
 

 

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

 
 

 

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

 
 

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. 

 
 

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”.  
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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. 

 
 

 

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

 
 

 

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

 
 

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

Look for your bulletin name - “2015-07-07”.  Then, type in the subject line a subject – perhaps 

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

 
 

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 bulletin to each of these three (3) groups. 
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18) Skip #3 (leave it as “Send right now”) 

 
 

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

 
 

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. 

 
 

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.   

 
 

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! 

 


