Introduction to Clubrunner

A. Logging in to Clubrunner

1. Open the Clubrunner website at: https:/portal.clubrunner.ca/9726/ in your web browser.

2. At the top right of the screen, Click on Member Login.
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3. Next you will be taken to the Login screen.

Either: Enter your login information below:
Login Name Forgot login name?
a. If you have an existing District Clubrunner login, and you can
remember it, then enter the details here as they are the same.
Password Forgot password?

Then go to part 4 below.
If you are:

= anew user of Clubrunner, or

= you cannot remember your details
then follow these instructions.

i. Click on “Forgot login name?”

Retrieve Login Information

Please enter your last name and email address to retrieve your login name and/or reset your password.

* Denotes a required field.

Last Name: | |

Email Address: | | =

Submit Cancel
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Member Login

¥l Keep me logged in

# Home

# Home

login information below

Login Name Forgot login name?

Password Forgot password?

¥ Keep me logged in

NS

ii.  You will be taken to
the adjacent screen.

Fill out the requested
information. Note, this
information needs to be
exactly the same as what
is in the Clubrunner
database. This is the
information that you gave
to me on the Update
sheets. The same email
address as this email
arrived in.

Now press Submit.
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https://portal.clubrunner.ca/9726/

iii. Now either:
I.  If your name and email are found, a message will display with this
information.

Your member profile was successfully located. An email has been sent to your address above with
instructions on retrieving your login name and resetting your password.

As it states, an email will be sent to you containing instructions on
resetting your login name and password.

It usually arrives within a few minutes.

Follow the instructions then go to part 4 below.

Or:
II.  If your name and/or email were not found then contact me.

You have now been returned to your club homepage.

At the top right hand side of the screen, you will see your name, a link to the Member Area, and

an option to Logout.
v
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To access ClubRunner and manage your information and web content,
click on “‘Member Area”.

You will now see your member area home page, similar to the image below, where you can
access all the functions of ClubRunner.

ClubRunner ™ connect. Collabarate. Communicate.

Rotary Club of Waikerie

Please note that Version 2 servers will restart at 04:00 AM EST to maintain performance. User
sessions will be timed out at that time within Admin modules. Version 3 modules and public
websites will be unaffected.

m My ClubRunner | Communication = Bulletin =~ New Bulletin (Beta) = Contacts =~ Membership = Organizati

Events  Volunteers  Help

Admin | Club Info & Settings | ClubRunner Mobile | Help Guides | Webinars | Contact Support | Community |

Download the mobile |~ Administration

App
Access your member New to ClubRunner or need a refresher? Register for free ClubRunner webinars here
directory on the go! Read up on our latest updates! Release Notes are available on our Service Updates |

Help £ My ClubRunner m

Support Center Edit My Profile Club Dashboarn
On Demand Videos Change My Password Active Member
Webinars Upload My Photo Other Users Lis
My Commitments Inactive Memb
Submit a Ticket
My Mew Member Activities Mewn Friends of the 1
ClubRunner Add-ons My Friends Bulletin Subscr

As you can see the admin page contains a lot of links and functions and is quite daunting in the
beginning. You will not be able to access all of the sections as it depends on your your access
level and most people are currently level 70. As members become more familiar with the systems
and take on executive roles | will alter the access levels.
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B. Accessing and Changing Your Personal Information

1. The best place to start exploring is in the

ClubRunner” connect. Collaborate. Communicate.

section "My Clubrunner’—— — Rotary Clut or Waikerie

as thIS IS related to yOUI’ prOfIIe and aCtIVIty Please note that Ve rsion 2 servers will restart ax =400 AM EST to maintain performance. User
. . sessions will be timr 2d out at that time within Admin i pdules. Version 3 modules and public

Wlthln the CIUb websites will be un iffected.

Qommunication Bulletin New Bulletin (Beta) =~ Contacts | Member

Note, there are two pathways to the same

Events = Volunteers  Help

pages. This is a common theme in Admin | Club Info & Settings | ClubRunner Mobil ; | Help Guides | Webinars | Contact Support | Com
Clubrunner. The lists on the Admin page
contain most, but not all, of links. The menu Download the Mobile | Administratior
system contains all of them. App
Access your member New to ClubRunner or need a refresher? Register for free ClubRur

Read up qn our latest updates! Release Motes are available on ou

Edit My Profile

directory on the go!

Choose “Edit My Profile”

Support Center

0On Demand Videos Change My Password
Upload My Photo

Webinars

My Commitments
Submit a Ticket
My New Member Activities Mewn

ClubRunner Add-ons My Friends

View Club Dirsctory;
Enhanced Committees i

Module View Club Photo Directory

eDirectory Reports 2.0

MyEventRunner
View Printable Mailing Labels newt

Online Payment &

Email Message Centre MEw!
eCommerce Module - US g

View Club Documents
Online Payment &

eCommerce Module - Wy Attendance
CAN My Committees
Barcode Scanner Module My Billing Account Balance

You can now see the information stored about you in the Clubrunner database.
Look inside all the different tabs of information by clicking on each one.

LOENE Rotary | Biography * =" Settings | Privacy |

If you wish to alter any of the information that is contained in one of the tabs then click on the
Edit button

Personal | (TIEL

Member Details
Title ™r

Firct Mama Rnhart

You can now add or alter the information that is contained in this tab. (Note, you cannot move
from one tab to another without first saving the changes in this one.)
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4. When you have finished making changes then click on either the Save button or the Cancel
button depending upon your choice.
There is also a set of Save and Cancel buttons at the
bottom of the page. You can use either of these.

LCELLE Rotary | Biography | - Settings | Privacy -

Save || Cancel

Titla [ha- | far

Fields marked in red are requirad.

Member Details

5. Have a play in this area. Maybe place a photo of yourself in the database or change the one
that is already there. Just remember to make sure the information is accurate as this is used
by both our club and the district.

If you have any difficulty then don’t hesitate to contact me.
C. Finishing

When you have finished looking around and possibly changing some of the information then
you need to log out of the website.

The log out area is in the top right hand side of the screen. Click on this.

ClubRunner "™ connect. Collaborate. Communicate.

ROtary CIUb Of Waikerie \Welcome, Rob *rt [Logout] | Admin | Home Page | LA

Admin @UIVEe TN Communication | Bullein =~ Mew Bulletin {Beta) =~ Contacts =~ Membership =~ Organization = RI Integration = Attendance  Website
Reports ~ Events ~ Volunteers  Help

My Profile | My Commitments | My Attendance | My Committees | Directories | Email Message Centre | My Account Balance | Documents | My Email History |

My Mew Member Activities |
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