Website Tip #4 - Clubrunner Email System
Clubrunner, the host for our website, has an email system that can be used to email a single Member, multiple Members, a
predefined group of Members or all of our Clubs’ Members. A primary feature of the Clubrunner email system is that the
email address of our Member is automatically added when they join or deleted if they leave. Maintenance is therefore
minimal and always current.
1. To use the Clubrunner email system, Login to our website and the following Administration screen will be displayed.

2. Click on the Email Message Center option, and the following message will be displayed.

3. To open and view a sent email, click on the “Open” Actions option.
To “Delete” a sent email, click on the “Delete” Actions option.
To “Cancel” an email that has been scheduled to be sent at a future date, click on the Actions Cancel option.
To send a new email, click on the “Compose new message” option.
If you click on the “Compose new message” option, the following screen will be displayed.

4. In the Left Panel of the screen, the various groups of Members are displayed. To email to all Active & Honorary
Members, you would check the box to the left of the group.
To select the Member you wish to send an email, click on the group where your Member would be. All of the
Members are in this group, so you could select any Active or Honorary Member from it. Click on that group and all
Members are displayed. Simply check the box to the left of their names and they will receive your email.
Enter a Subject in the Subject box and then your message in the body of the email form. Note the usual document
options in the two menu bars above the email body.

5. After the email has been completed, scroll down to the bottom section to get the options provided there, shown by the
following screen.

If you wish to attach documents or photos to your email, click on the “Here” button to display the following screen.

Click on the “Choose File” button and your Windows browser will be opened. You can then browse the Directories
and Files of your PC and find the objects you wish to attach. When you click on the selected object, it will be
uploaded and attached to your email
In Step 4: above, if the box to the left of the option “Send a list of recipients as an attachment” is checked, all the
Members receiving the email will be attached as a text document to your email This would let the Members receiving
your email know who else was sent the email.
Also, in Step 4: above, if the box to the left of the option “Copy me on this email” is checked, you will also receive the
email to make sure of its contents.
In Step 5 above, you can choose a future date and time and schedule the email to be sent then.
Click on the “Send” button to send the email. Click on “Save as Draft” to save for completion at a later time. Click on
“Send Test Email To Myself Only” to check the content of your email.
Please contact me if you have questions or problems – Phone: 830-755-4975 – email: jimctom@gmail.com

