Welcome to www.easthartfordrotary.org
This guide is intended to help you get started with our enhanced website.  If you need additional support, call or email Sheryl O’Connor or Doug Willett. 

Getting Started 

1. How do I get to the site? Go to your Internet Browser and type www.easthartfordrotary.org. This will take you to our new homepage. 
2. How do I create a short cut (desktop icon) to the site?  Once on homepage, right click your mouse. Click on “create shortcut.” This will create an icon on your desktop that will allow you to get to our web page with just a click of your mouse.
3. How do I log in?  ClubRunner assigns a temporary password for each member. You will be receiving this at this meeting or in an email in the next couple of days. Once you have the temporary password, follow these steps: 

i. Step 1. On the upper right side of home page, there is a “Welcome” box. Click on the “login” prompt. 
ii. Step 2. On the next screen, your email address will appear. (If it is incorrect, do not correct it here. You will be able to do so when you get to the “Edit Profile” step.)  If your email address doesn’t appear automatically, type in your email address or assigned user name. 
iii. Step 3. Enter your ClubRunner assigned password, or click on the “Forgot Password” box. This will generate an email to you from ClubRunner with your assigned password. Once you have this, return to Login and enter the password.
iv. Step 4. Click on the “login” button.
4. What is my username?  Your username is your email address as entered in your My Profile page. If you have a change in email address, you must update your My Profile page to ensure you stay current. (See “How to Update Member Profile” below.) If you do not have an email address, or wish to not use your email address, we can customize your login for you.  Speak to Sheryl or Doug about this.  
5. How do I get my get initial password?  Sheryl and Doug will have a master list of assigned temporary passwords. They will be notifying you directly or by email in the next couple of days. If you want to get it directly from ClubRunner, go to the “login” box and click on “Forgot Password” box. This will generate an email to you from ClubRunner with your assigned password. 
6. How do I change my password?    Step 1. Once logged in, look for the “Admin” button on the home page. Click on this button. Step 2. On the left hand side of the page that appears, look for the “My ClubRunner” section. Click on “Change My Password.” Step 3. In the boxes provided, enter the assigned password once and the new password twice. Then, click on “Change Password.”
7. How do I update my Member Profile?  Step 1. In the “My ClubRunner” section, click on “Edit My Profile.” Step 2. Fill in as much information as you like. Please be sure that your email address is correct and up to date. This is a key to ClubRunner communication.  There is room at the bottom of the profile for a second home address and for expanded comment on your occupation, hobbies and activities. Step 3. When you have entered as much as you like, be sure to hit the “Save” button on the bottom of the page. 
8. How do I upload a picture?      Step 1. Decide on the photo you want to upload and note its location address on your computer.     Step 2. In the “My ClubRunner” section, click on “Upload My Photo.”  Step 3. Click on the “browse” button and locate the photo address or type in the photo address. Step 3. Be sure to click “Save.” The photo will automatically resize and appear in your profile. 
9. What is the “My Commitments” section all about?  Once we have ClubRunner fully up and running, you will be able to quickly make and/or see any commitments you have made to attend events, to work on a project or event, to perform a responsibility at a meeting, etc. It is in effect, a reminder which will also appear in your personalized weekly e-bulletin when High Gear is emailed to you. 
10. What is the “My Friends” section for?  This section can be used for any nonmember who you would like to keep informed about club activities. Anyone entered here will receive High Gear and other club news. They will not have access to member-only information. 
11. What if I have other questions?   Once you login, you can go the HELP feature on the homepage. This will bring you to several chapters of information designed to answer ClubRunner questions. Feel free to explore as much of these help pages as you’d like. Also don’t hesitate to call or email Sheryl O’Connor or Doug Willett for assistance. 
Future Plans for easthartfordrotary.com


Once we become more familiar with the new Website, we plan to initiate the following: 

1. Distribute the e-bulletin containing High Gear each week by email. 
2. Maintain an up to date Events Calendar, including notice of committee meetings.

3. Provide a complete and up to date Club Directory including photos, e-mail addresses and phone numbers. 

4. Set up a Committee page for each committee available for use for minutes, discussions, messages, schedules, etc. 

5. Use of Email Message Center to create distribution lists for Committees and to quickly communicate messages to members.

6. Manage our membership lists, including lists of potential and former members.

7. Manage attendance reports and makeups – provide individual attendance report for each member.

8. Eventually, use ClubRunner to replace (or supplement) all those signup sheets that currently circulate during meetings. We will be able to announce an event, have member’s signup for both attending and volunteering to work, and even have members pay on-line if you wish. We can create a duty roster and have each person’s commitments appear on your ClubRunner and E-Bulletin site each week. 

9. Manage our Treasurer Reports. 

10. Provide the District our attendance and membership monthly reports. 

Important Note 
While we are excited about the possibilities of our new website, we recognize that several members do not use computers and will not be participating in these changes.  We want to assure these members that we will keep your needs firmly in mind as we proceed.  We are committed to ensuring that your experience of Rotary continues to be as rich and fulfilling as it has been in the past.  You will continue to receive printed copies of High Gear, continue to have paper signup sheets available for functions and continue to pretty much do business as usual.  And we will not be forgetting the spouses of deceased Rotarians and other friends of the Club as well. We look at this renovated website as an additional enrichment of Club procedures that have served us all well over the years. 

The ClubRunner Committee  – President George Schoen, President Elect Ceil Collins, Sue Klock, Peter Klock,  Sheryl O’Connor, Doug Willett.
