Committee Module Tutorial

To manage your committee, log into the club website at www.soonerrotary.org

When you log in, you will be taken to the admin page.
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On the right, under Membership Manager, click on the Committee Management link.
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Conni Edkstein
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Bob Dill
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On the left side of the page, click on the link with your committee name.

Example: Community Service


http://www.soonerrotary.org/

Home > Community Service

= Current: 2011 -12

UL L2l Subcommittees T Documents | Email ]

[7] ot using first name

Name + Club % Position % Access Level % Home Phone Work Phone
Boehrer, Temy Norman Sooner Member 2880128 2397881 xt 720
Edistein, Conni MNorman Soconer Chair Chair 405-701-0808 405-810-2188
Hildebrand, Judy Norman Sooner Member 217-2084 380-7899

Kent, Evan Norman Soconer Member 405-328-T8600
Mitchell, Newt Norman Sooner Member 280-4811 380-2515
Roberts, Barry MNorman Sooner Member 3847021 2291874

Usry Bob Norman Sooner Member 329-2782 364-1001

Usry, Ellen Norman Soconer Member 329-2782 366-5407

Total: 8 member(s)
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On this page, you can add or remove committee members.

To remove a member, click the RED X to the right of the line with their name.
To add a member, click the Add Member link in the upper right corner.
Across the top of the section, you will see tabs that are named

Members/Subcommittees/Documents/Email.

You can create sub committees, folders for documents and e-mail your committee.

On the documents tab, you can double-click on the Main Folder.
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Here, you can store committee documents. You can also create sub-folders for groups of documents.
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On the E-Mail tab, you can create messages and send them to your committee.

Home > Community Sernice
= Current: 2011 -12
[ Members | Subcommittees T Documents =0t

Please note that this saeen only displays emails that were arested in the past 2 menths. Drafts will alse remain in the system for 2 menths.
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When you click on Compose New Message to the right, you will see a list of your committee members.

Step 1: Select the recipients of this
message by didking on the group name to
expand. then select from the list of people.
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Step 2: Enter your email subject and message.

Subject

Messsge: If you sre copying and pasting from Ward, please use the Paste from Word izon { 3 )

Rich Text Editor Plain Text Editor
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C.E. Jones Jr.
Sooner Rotary

Design M Preview

Step 3 (Optional): Upload attachments to your email.

Aftachment - Click Here to Expand 2]

Step 4: Choose your email options and send.
Send a list of recipients as an attachment.
Copy me on this email.

Send Ssve as Draft Send Test Email To Myself Only

Enter a subject, compose your message. To the left, click the top box in the distribution list to send the
message to everyone on your committee. You can also select individual committee members.

Once you have finished your message, click the Send button at the bottom of the page.



