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TODAY’S OBJECTIVES

 Create familiarity with ClubRunner navigation and functionality

 Review ClubRunner access levels and permissions

 Identify 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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Every Club’s Homepage is different……

But the location for 

member login is 

always the same
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Logging In

1.  Click Member Login

2.  Enter User Name & Password
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Once you’ve 

logged in, you 

will have access 

to the Member 

Area.

Click here to go 

to the Admin 

Page.
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Navigation

Updating personal 
information

Sending E-mail

Adding an Event

Most Tasks can be 

started from the 

Administration 

Menu
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Navigation on the Administration Menu

Membership Management
(Add, Terminate, Change of Status)

Update Executives and officers

Input Attendence

Manage RI Integration
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Tasks can also be started from the Navigation Bar

Updating personal 
information

1. Select My ClubRunner

2. Select My Profile
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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.

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
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This is how different levels of access look

Tasks with 

access have 

clickable links

Tasks without 

access are 

grayed out

Member Club Executive
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How To’s
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From the Navigation Bar click 

MyClubRunner - My Profile:
1

Inside your profile, below your photo, there are several tabs such as:
Personal | Rotary | Biography | etc.  Select any of these tabs. These 
tabs contain all the different sections of your profile you can edit. 
Click the Edit button to edit your information.   Click the Save button 
to save your changes.

2

Help article: How do I access & change my profile information?

How to update your profile information

https://www.clubrunnersupport.com/article/998-how-do-i-access-and-change-my-profile-information
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Along the top tabs click:
Communication– Email Services, then
Compose new message.

1

Step 1 = select your recipients
Step 2 = compose the subject and body of email

2

Step 3 = add attachment
Step 4 = send a list of recipients; cc yourself
Step 5 = send now, or schedule email for later

3

Help article: How do I send email?

How to Send an E-mail 

https://www.clubrunnersupport.com/article/1004-how-do-i-send-email
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How to Update Executives and Directors

1. Click on Update Executives 

and Directors

2. Select the Rotary Year
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Updating Executives and Directors cont’d

You can add a new 

position or edit an 

existing position
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How to Add an Event

1. Click on Events in Navigation bar, 

then click on create a new event.

2. Enter Event Name and details
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Adding an Event cont’d

3. If you want participants to register, 

then click yes to enable registration

4. Select Event chair

5. Add details on location

6. Determine where you want the event 

to be displayed

7. When everything is completed click 

Save

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 

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

RI database 

integration is a 

2-step process

Step 1 is completed 

through My Rotary at 

Rotary.org

Step 2 is completed 

through ClubRunner



20

Resources
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ClubRunner Resources

Function specific help on left menu bar
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ClubRunner Resources

If you click “Help 

Articles” you will get a 

list of articles related to 

the function you are 

working on.
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ClubRunner Resources

Clicking on Help & Support Center will take 

you to the Support Center landing page
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Help Center Support Page

• Club Member’s Guide

• Club Administration Guide

Both guides contain 

“on demand” How To’s
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ClubRunner Resources

ClubRunner Members Guide:  
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ClubRunner Resources

ClubRunner Administration  Guide:  
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Additional ClubRunner Support
• Bulletin Manual

• My EventRunner

• Website Manual

• Webinars
• ClubRunner 101

• eBulletin 3.0

• Attendence 3.0

• Dues and Billing

• Website Designer

• Membership Management & RI 

Integration

• Event and volunteer management
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Questions?


