A-Bay Rotary
How to send eMail Message Center - The Basics

1. Once logged in. Click on Member Area on the top right.

Member Area | Logout

2. You are now on the Administration page. Above the Administration heading you will see a number
of tabs. Click on the Communication tab on the blue menu bar.

Ihdmin My ClubRunner Communication Bullet

Admin  Club Info & Settings  ClubRunner Mobile

3. Click on the Email Service tab on the menu bar.

Admin My ClubRunner =dulgliis=ULLEE Bulletin

Email Services

4. To create a new email, click the Compose new message button near the right.

S NIl © Compose new message

5. This will take you the Create Email page. From here you can select who you want to send the
email to and enter the content of the email.

SteQ 1.' Select the recipients of this message by expanding each category
Please note: you will not be able to select recipients that have not supplied an email address.



Select the recipients of this message by expanding each
category, then clicking the "Expand List” link. Please note: you
will not be able to select recipients that have not supplied an
email address.

[ Active and Honorary Members (0/33)

Other Users (0/0)

To Email all members click Checkbox left of Active and Honorary Members

Salect the recipiemts of this message by expanding each category, then clicking the
“Expand List” link. Please note: you will not be able 1o select recipients that have not
supplied an email address.

l# Active and Honorary Members {32/33)
Other Users (0/C)

Inactive Members {0/8)
Proceed to step 2

To Email selected members click on Expand Active and/or Honorary Member

Click on Active and Honorary Members

& [ Active and Honorary Members (0/33)

] Active Expand (0/31)
[| Honorary Expand (0/2)

Click on Check Box to left of members whom you want to include in Email

Member Name -
Berry, Bill
#  Bosco, Frank
#  Bradley, Tom
Condino, Heather

@  Daily, Ken

Donegan, James

Once selections are made, click on X in upper right corner

Active and Honorary Members - Active. Please sel... 3



SteQ 2: Enter the subject of your email and enter the body of your message.
Step 2:

Enter your email subject and message.

Select Template: | — Select Group - v
Subject: | ? o
Insert Mail Merge Fields

Recipient: | Recipient Tile v

Sender: Sender First Mame v

Account: | Account Full Mame v

The Nick Name merge field will be replaced by First Name if it iz empty

Message:
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Step 3: Skip
Step 4: Skip

Send If
Step 5: ciick on Send lower right hand corner m




