Sending a group email on Clubrunner
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· Go to https://cromwellrotary.club/
· Login in to Clubrunner – member Login– Top R) corner
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· Members Area – Top R) corner
[image: ]
· Communication
· [image: ]Email services

· Compose new message

· [image: ][image: ][image: ]Tick “active & honorary members” (Or click on blue cross to expand and select individuals)
· For “Friends of Rotary” click and expand on “Contact groups”
· Insert heading
· Start your email. The first name (Nick name) & last name are already inserted. I usually delete the last name.
· You can add an attachment
· [bookmark: _GoBack]Once you have finished your email you can “Save as a draft” or “send to myself” to check it 
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The Nick Name merge field will be replaced by First Name if it s empty.
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Dear SNICK_NAMES SLAST_NAMES,
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Create Email

Last saved on Dec 02, 2018 at 1:38 PM
4 Hide Recipients

Step 1:

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.
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Step 2:

Enter your email subject and message.

Select Template: | - Select Group —

o

Subject:

Insert Mail Merge Fields

Recipient  Recipient Title

-

Sender | Sender First Name 4

Account | Account Full Name s

‘The Nick Name merge field will be replaced by First Name if it is empty.
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Upload attachments to your email.

Maximum individual file size: 5.00 MB
Total attachment size: 0 B/6.00 MB

Select Files For Upload

Step 4:

Choose your email options and send.

O Send alist of recipients as an attachment.

0 Copy me on this email.

Step 5:

You can send the email right now, or click on schedule to choose when you would like to send it.

© Send right now
O Schedule

& Go back
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Do YOU want to Make A Difference to the Youth and our Community? Are you committed to
making positive changes in our community and the world while having a bit of fun at the same time?
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WELCOME TO THE THE ROTARY CLUB OF CROMWELL
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The Rotary Club of Cromwell Welcome, Neroli [Logout] Admin Home Page 4]
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Edit Custom Distribution Lists

To modify or resend a message to the same recipients, click the Resend option. Use the Copy option to copy the email without recipients.
Email Templates

New Member Templates PRIl © Compose new message

Custom Sianature
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