ClubRunner 101

District Assembly
April 6, 2019
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TODAY’S OBJECTIVES

" Create familiarity with ClubRunner navigation and functionality

" Review ClubRunner access levels and permissions
" ldentify ClubRunner resources

® Familiarize attendees with the following core ClubRunner functions based
on role/need:

* Updating personal information ¢ Adding an event * Sending e-mail
*  Membership management * Recording attendance * Updating executives & directors

* Integration with
Rotary.org
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1. Click Member Login
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. 2. Enter User Name & Password




Once you've
logged in, you
will have access
to the Member
Area.
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Meuntioer Late  Dashboerd

Most Tasks can be
started from the
Administration
Menu
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Tasks can also be started from the Navigation Bar
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ClubRunner Access

Functions that all members can access:

* Viewing and updating member information
« Sending e-mail through ClubRunner

« Setting up an event

Functions for Officers & Directors:

 Membership management (add, terminate, or change
status of members)

« Updating club executives and officers

« Recording attendance

* Adding speakers
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ClubRunner Access Levels

30 Site Administrator - This is for the member or members who changes
the website and administrates the club. This access gives them the access to do
everything in ClubRunner

40 Club President - This is reserved for the current year president. This
gives access to everything except for changing the website.

50 Club Executive - This is for Club Executives and Directors. This gives
access to everything except for changing the website.

60 Editor - This is for members who would like to write stories, create the
bulletin, and events.

70 Member - This is the default access. This lets members edit their own

profiles, send email, pay invoices, and view the club directory.
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http://www.clubrunner.ca/data/9999/8602/Journal/61444/story871193/tn_Level30.png
http://www.clubrunner.ca/data/9999/8602/Journal/61444/story871194/tn_Level40.png
http://www.clubrunner.ca/data/9999/8602/Journal/61444/story871195/tn_Level50.png
http://www.clubrunner.ca/data/9999/8602/Journal/61444/story871196/tn_Level60.png
http://www.clubrunner.ca/data/9999/8602/Journal/61444/story871197/tn_Level70.png

This is how different levels of access look

Access Level $C Club Executlve

s Lavel 70 Member

Tasks with
access have
clickable links

Tasks without
access are
grayed out
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How to update your profile information

Service Club of Purple Metro Member Profile
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How do | access & change my profile information? 13



https://www.clubrunnersupport.com/article/998-how-do-i-access-and-change-my-profile-information

How to Send an E-mail

How do | send email? 14



https://www.clubrunnersupport.com/article/1004-how-do-i-send-email

How to Update Executives and Directors

1. Click on Update Executives 2. Select the Rotary Year
and Directors
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Executives & :
Directors ) - Area to Edit
Clear or —
Delete
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Updating Executives and Directors cont’d

You can add a new
position or edit an
existing position

Rotary 3 ﬁ ,):
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How to Add an Event

1. Click on Events in Navigation bar, 2. Enter Event Name and details
then click on create a new event.
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Adding an Event cont'd

3. If you want participants to register, 6. Determine where you want the event
then click yes to enable registration to be displayed
4. Select Event chair 7. When everything is completed click
5. Add details on location Save
Would you like to asable rmﬁlulw: Yes'® No Show Event in home 0300? o Yes No
Image Browse Show Event in Calendar? @ Yes No
Event Chair: |Jones ’f’"“' a4 Show In Events List? ® Yes No
Email: | mickey@example com
Phooe Show Event in Bulletin? ® Yes No
Locution Display Social Media Share Bar? ® Yes' ' No
Address
M‘,,m; Show Event in District Calendar? Yes'® No
CRy: Show Map? @ Yes() No
Jip/ Postal Code
Country Unted Staten N s“e canc.‘

State | Wisconsin v

After you have created your event, you will be directed to the Event
Services screen. Here you can edit the details of the event, setup your

Rotary A b registration, payment settings and configure invitation emails.
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Integration with Rotary.org
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Resources




ClubRunner Resources

Function specific help on left menu bar

Admin My Gubilonner JOCTUTUTUIETLHN fldletin New Dubletin (Beta)  Conacts

Emall Sarvices  Emall Tratfe Roapoct

Seqvicen

I Manage Emails
Ed Cuutom Distrwution Lasts
Emall Tempistes

N Mpnbee Templatss

Cumtam Signutre

Holp

Halp Articizs

Video: Servding an wmall

Yideo Creating Templates

Manage Slocked Emalla

Club Communication

Membernhip  Organization Rletegrfion Altendonce  Website  New Webane (leta)

To modify or resend a message to the same reciplents, chek the Resend option, Use the Copy oglion 10 copy the emall without reci

Filter records

Status «
Sent on Mar 22, 2019 at 10.02 AM

thow Al Emalis EEQEEUNISHEETEY

Subject «
Rotary- Important Upcoming Events
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ClubRunner Resources

B gt @ Sanniti B Veleed bd 88 b | b L O S 1he puns ) T » e M o . - [
ClubRunner s

Communication

If you click “Help
Articles” you will get a
list of articles related to

the function you are
working on.

Rotary
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ClubRunner Resources

Clicking on Help & Support Center will take
e you to the Support Center landing page

Rotary /-
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Help Center Support Page

e Club Member’s Guide

i
* Club Administration Guide -
D »
Both guides contain
“‘on demand” How To’s

e

Rotary /<
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ClubRunner Resources

ClubRunner Members Guide:

ClubRunner e B 0r

Club - Members' Guide

My ClubRuniver Cvents & Yolunteery
Cemmunic Mian Commitines
ClubRunner rAQ

Rotary {5

25



ClubRunner Resources

ClubRunner Administration Guide:

ClubRunner e EEEEESOr

Club - Administration Guide

Marnba g Maragument Everns & Colandar
Ty W o agement Vohurteeri & Signuat
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Additional ClubRunner Support ==
0 ()

Bulletin Manual
My EventRunner
Website Manual

Weblnars
ClubRunner 101
eBulletin 3.0
Attendence 3.0
Dues and Billing
Website Designer
 Membership Management & RI
Integration
« Event and volunteer management

Rotary ) O
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