
HOW	TO	USE	THE	EMAIL	CENTER	IN	CLUBRUNNER	
	
A.		Go	to	the	club	website	in	your	browser:		www.rotaryclubofavon-canton.org	
	

	
	
B.		Click	on	Member	Login		
	
C.		Enter	Login	and	Password	
	

	
	
D.		Click	on	Member	Area	
	

	
	
	 	



E.		Locate	‘Email	Message	Center’	in	the	My	ClubRunner	Menu,	and	Click	on	it.	
	

	
	
F.		Click	on	the	orange	“Compose	new	message”	button	
	

	
	
	
	 	



G.		Follow	steps	1	to	5	on	the	next	few	pages:	
	

	
	
Step	1:		Check	on	“Active	and	Honorary	Members”	
	
Step	2:		-	Enter	the	“Subject	Line”	
	 		-		Leave	the	Mail	Merge	Fields	alone	unless	you	need	them	
	
	



Step	2	Continued:
	

	
	
Step	2:			-					If	you	are	not	using	the	Mail	Merge	Fields,	remove	them	from	the	first	line	in	the	message.	

- Enter	your	text	in	the	body	of	the	message.			
- Do	not	copy	text	in	directly	from	a	Word	document.			Use	the	clipboard	icon	with	the	W	on	it	

to	convert	from	Word	to	plain	text.	
- If	you	haven’t	created	a	signature	block,	don’t	forget	to	enter	your	name	as	the	sender.	
- The	editing	tools	allow	for	many	formatting	options	–	be	very	spare	with	mixing	style	
- 	
- Proceed	to	Step	3	

	
	 	



Step	3:		Attach	any	files	from	your	computer	that	you	wish	to	send	with	the	email	
	

	
Step	4:		Click	the	“Copy	me	on	this	email”		-	Otherwise	your	won’t	get	a	copy	in	your	inbox	
	
Step	5:		Click	“Send	right	now”	and	then	“Send”	
	
Note:		If	you	want	to	send	to	yourself	as	a	test	use	the	“Send	to	Myself”	button.			If	the	message	looks	good	
in	your	own	mailbox,	then	use	the	“Send”	button	to	send	to	all	your	selected	recipients.	
	
	
	


