Sending Messages On District Club Runner

Here’s a tutorial on how to send e-mail messages to district and club officers using the new District Club
Runner

Logging onto the Website

o First, go to www.rotary5770.org and log in.

e |f you do not know your user name and password, click on the link under the Login Button that says
new user? Click here. Follow the directions to have your user name and password e-mailed to you.

e If you need help logging in, contact C.E. Jones and he’ll help you.

e Once you are logged in, you are taken to the admin page.
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C.E. Jones Jr.

District Administration

Home Page Editing District, Clubs & Membership S
Home Page Stories Stories Management Clubs & Membership Detail
External URL Links Member Detail
Download Files Member Access Rights
News Management Clubs Attendance Management
Events Management Define Next Year's Executives
Pages Managsment Download Member Data NEW!
Journals Management Member Data Changes NEw!

Decuments Download
Website Sponsoring Area NEW!
Website Sponsoring Guide NEW!

For Members
Edit My Profile
Change My Password

Cemmunication Services
Email Message Services
Send News Bulletin
District Organization Chart
Next Year's Organization Chart
District Directory NEW!
Members Email Status Report
Email Traffic Report

For Club Executives
Membership Details
Other Users Details
Club Information Page
Define Club Exscutives
Define Next Year's Executives
Club Attendance Report
Define Club Attendance Manager

For Event Registration, Flease go to Event Fage.
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e On the left, you’ll see the Communication Services area.
e Under that you’ll see a link that says Email Message Services.
e Click on that link to go to the E-mail Message Services.
If you cannot click on the link, contact C.E. Jones at cejones@cox.net to change your permissions so

you can use the E-Mail message services.
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Email Services

Show All Emails  Distribution List  Add New Email
Date Last Sent Subject Owner Actions
13 Jul 2007 15:45  New District Website C.E. Jones Jr. Email | Attach | Edit | Delete
26 Jul 2007 10:48  July Attendance Reports C.E. Jones Jr. Email | Attach | Edit | Delete
02 Aug 2007 0S:4¢  July Attendance Reports C.E. Jones Jr. Email | Attach | Edit | Delete
20 Aug 2007 12:52  July Attendance Report C.E. Jones Jr. Email | Attach | Edit | Delete
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Compose New Message

e Once you are in the Email Services Center, you’ll see a link in the upper right that says Add New E-
mail.

e Click on the link to compose your new message.
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e When you are finished with your message, click the save button.
e This takes you back to the Email Services page.
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Click here to Skip Attach file instructions and go to Send Message Instructions

Attach File

¢ If you have an attachment you wish to send with the message, click on the Attach link.
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e Click the Browse button.
e Browse to the file located on your computer
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e Click on the file and click Open
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e This takes you back to the Message Attachments page.
e Click the Upload button.
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e Once the message is uploaded, click the Return button
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e This returns you to the Email Services page.

Sending the message: Select Recipients




e Once you have composed the message and added any attachments, you can now select the recipients of
the message

e To the right of the message, click on the email link.
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e This takes you to the Email Distribution List
e Click on the buttons that contain the contacts who you wish to receive the message.

Sending the message:

e Click the Send button
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Email Send Confirmation

Your email has been sent successfully. please click

Return button to continue
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e Click OK.
e This takes you back to the Email Services page
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e Click Return to return to the Admin page.



	Word Bookmarks
	ComposeMessage
	AttachFile
	SelectRecipients
	SendMessage


