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GWENN RAMAGE-WON'S

District Governor 2013-14

Instructions:

District 7255 Web Site Interaction including Attendance Reporting

For Rotary clubs using and not using ClubRunner/Doxess Technologies services for their club’s
homepage.

Part I: Club’s not using Club Runner/Doxess Technologies for their club’s homepage

Access rights are limited to club presidents, presidents-elect, secretaries, treasurers, attendance
chairpersons and so forth.

You are provided with a tremendous resource tool and it does not take a lot of effort to maintain
your entire club’s vital information and all that in one place. Updated Rotary Information is thus
simplified and tasks like preparing directories are enhanced.

Following steps are necessary to login to the system:

1). — Start your favorite Internet browser such as Internet Explorer, or other browsers, however
Mozilla Firefox is preferred.

2). — When your browser is loaded, enter District7255.0rg as shown below:
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3). — You will be rewarded with the Home Page of the District 7255 website:
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4). — A “Login” pop-up window appears as shown below:

Enter your login information below:

Enter your “Login _Name” —
Usually your e-mail address ccjrfrank@optonline.net

Password

e |

Enter your “Password”

password
- - - emam me
Click here to retrieve or set a / !LO: =

Password - it will be emailed

After you entered you
password depress “Login”

Point on
“Login” and
depress the
left mouse
button

New and existing users: retrieve login andicr reset




5). — The District 7255 Homepage appears as follows:
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6). — The District 7255 “Admin” screen will appear:
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You will work with options listed in the highlighted “For Club Executives” (meaning Rotary
Club Officers) section. You can always return here by clicking on “Back To” on the bottom of
most screens or by logging in as just delineated. Remember to depress “Save” after updated data.



Add member(s) - it is important to add member(s) as soon a new member is inducted into
your Rotary club so that not only you have an accurate record but so that District 7255 has an
accurate count in the district:

2). — In the “Active Members List” click on “Add New Member”

Active Members List
Select Club: | E<Club District 7255 vl

Members per Page: |25 [w|

Al A B BB B E@® H X FK L BN & B © R & B ¥
Add New Member
Email [] By First Name Name A Type Access  Action
Frank, Cornell Active 30 Designation | Mark Ex | Reset Password
Labiento, Anthony Active 70 Designation | Mark Ex | Reset Password
MNiedermeyer, Nancy Active 70 Designation | Mark Ex | Reset Password
Olmstead, Arthur Active 70 Designation | Mark Ex | Reset Password



3). — In the “New Member” panel fill in the new member’s information

New Member

Rotary Club of E-Club District 7255
New York, NY, United States
District 7260

Title |
First Name
Middle Name
Last Name
Suffix [v]
Gender O pale O Female
Membership Type [Active  |v|

Sponsor

Date of Admission auq 302013

[

Member Mailing Address
& Home © work

Address Line 1

Address Line 2

City

Country |United States [
State |New York vl
Zip/Postal Code 7

Including the login name (typically the member’s e-mail address) and a password —
If new member transfers from another club it is very important to enter the transferring
member’s previous membership number (typically found on the mailing label of the Rotarian
Magazine). Thus, all Foundation contributions will be credited to the transferring new

member account.

Transferring Member?
@ No © Yes
Rotary Member No.
Former Rotary Club
District

ClubRunner Account
E-mail

Login Name

Temporary Password 8611 <

Send email notification to this member? System || | New Member Welcome [w]
[ check here if you do NOT wish to notify Rotary International of this new member enroliment

Add Member

Do not forget to click on “Add Member” When you are done click on “Go Back”



Delete former member(s) - it is important to delete former member(s) as soon as they are
terminated, or leave(s) your club, so that you have an accurate record and District 7255 has an
accurate count of members. Please make sure you indicate the reason for termination:

1). - in the “For Club Executives” section

Click on

i 4 “Active Members List”

Other Users List

Inactive Member List

Club Information Page

Define Club Executives

Club Aftendance Report

Define Club Aftendance Manager

Switch on Dats Integration with RI [Automatic) New:

Report Dats Changss to RI (Manual Emails)
Missing RI Mamber 1D Report

R1 Updates Archive

RI Member Synchronizstion

2). — In the “Active Members List” click on “Mark Ex” for the desire member line:

Active Members List
Select Club: | E-Club District 7255 vl
Members per Page: |25 [wv]

Al A B €D B E @ H I

(]
I=
s
&
o
(k=]

¥ 2

Add New Member

Email [ By First Name Name A Type Access  Action

wd Frank, Cornell Active 30 Designation | Mark Ex | Reset Password
Labiento, Anthony Active 70 Designation | Mark Ex | Reset Password
MNiedermeyer, Nancy Active 70 Designation | Mark Ex | Reset Password
Olmstead, Arthur Active 70 Designation | Mark Ex | Reset Password



3). — In the “Termination” page:

A

Ex-Mamber 35 0f1 Sep 012013

-

Enter the Termination Date

e

Please ndcate reason for termnaton:
). Chssficaton Ex-Member Confirmation
O Busness Transfer

Noved AT

O Antsndance
rtendance The member's 3ccess rghts wil be do
Busriess Pressare ogn

Denterest
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Heath -

Daceaseo Sergeant at Amrs (2013)

Nong Given

L

Use the calendar box

WNGRoad and this membar w
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STated

4 no longer be ablke to

n the Exeastives/Directors
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Select a termination reason

If other is selected, please specify

Chack here ¥ you do NOT wish 1o notfy Sotary Intemational of ths mambar tenmeation

Press “Terminate”

| eave unchecked

Go Back

4). — Press “Go Back”

To totally remove a terminated member(s) from the District 7255 web site
However, do not be too hasty to do this in case a member might return!

1). - in the “For Club Executives” section

For Club Executives

Active Members List
Other Users List

Click on

Inactive Member List 4
Club Information Page
Define Club Executives

Club Aftendance Report
Define Club Aftendance Manager

Switch on Dats Integration with RI [Automatic) New:

Report Data Changes to RI {Manual Emails)
Missing RI Member ID Report
RI Updates Archive

RI Member Synchronization

“Inactive Members List”




2). - In the “Inactive Members List™:

Inactive Members List On the line for the inactive member to be
Select Club: | E-Club Disrict 7255 [v] permanently deleted, press “Delete”

Members per Page: |25 V

Al A B C D EE G H I J KL MMNDODEPQ R S5 I U V¥ W ¥ Z
Add Mew Member
»
Email [] By First Name Name ¥ Type Access  Action
Canning, Ceylon Ex Member 70 Designation | Delete | Reset Password
Casper, Kathleen Ex Member 70 Designation | Delete | Reset Password

Editing Member(s) Information is of paramount importance by the Rotarian who is responsible
(usually the Club Secretary) in order to keep the club’s member information up-to-date on the
District 7255 web site. If a club has its own web site, with ClubRunner, then the club web page
shall be kept up-to-date. The ClubRunner “club web page” is then automatically synchronized
with the “District 7255 web site.” Thus, as soon member information changes it is easier to
change the one member’s data right away as opposed to having to do massive updates by a later
deadline. Such an example is when District 7255 is in the process of producing a District 7255
Directory. Being diligent about all this data entry/correction/update not only assures respective
clubs that their records are accurate but insures that District 7255 has accurate and up-to-date
district records. These are a tremendously valuable resource and please take advantage of it.

1). - in the “For Club Executives” section

Click on

Adve bl U “Active Members List”

Other Users List

Inactive Member List
Club Information Page
Define Club Executives
Club Attendance Report

Define Club Aftendance Manager

Switch on Dats Integration with RI [Automatic) New:

Report Data Changss to RI {Manual Emails)

Missing RI Mamber ID Report

RiI Updates Archive

RI Member Synchronizstion




2). — In the “Active Members List” click on the following:

Active Members List

Click on the Rotarians name to get into the

Select (it [ E-0lob Diswier 7255 [¥] respective membership profile
Members per Page: |25 [v]
Al A B €& D E E @ H K L O MoN 0 B 9 R S CE U N W X X Z

Add New Member

Email [] By First Name A Type Access  Action
(2 Frank, Cornell Active 30 Designation | Mark Ex | Reset Password
Labiento, Anthony Active 70 Designation | Mark Ex | Reset Password
@ Niedermeyer, Nancy Active 70 Designation | Mark Ex | Reset Password
Olmstead, Arthur Active 70 Designation | Mark Ex | Reset Password
3). — The “Member Profile” Page appears
Member Profile
Cornell Frank - " N
Printable Version Click on Update to
post a photo (process
can be repeated)
Follow instructions
L0 E M Rotary | Biegraphy | Commitments | Settings | Privacy | ) )
Click on “Edit”

Edit —

Member Details

to enter/change any
data element.

Title Dr.
First Name  Comel I_3Iease enter all contact
Middle Name C. an| Information
Last Name Frank Spouse/Partner Fi
Nickname Spouse/Partner Last Name
Suffix Spouse/Partner Nick Name
Preferred Address Home Spouse/Partner Birthday
Preferred Phone Cel

E-mail

cgrfrank@optonline.net

Al emais wil only be sent to the prmary emall address

Alternate E-mail

Birthday and anniversary years can only be viewed by Gub Executive
level ar higher,

Home
Address Line 1 P.0. Box 8086 Home Phone
Address Line 2 Cell 1 516-256-5610
City Hicksvile Home Fax
Country United States
State/Province NY
Zip/Postal Code 11802-8086



More “Member Profile” data entry/update fields:

Work
Company Name
Address Line 1
Address Line 2
City
Country
State/Province
Zip/Postal Code

Custom Felds
Past President
Club Vice-President
Club Treasurer
Paul Harris Fellow
Assistant Governor
Dist. Newsletter Ed.
Dist Chair/Club Serv
D7230 Sectrary
Awards
Membership Dev.
Other
Skype Name

Position/Title
Business Phone
Business Fax
Website URL

1984-1985 & Nov. 2011-2014

V] Club Secretary @
@ Club Segeant-At-Arms @
plus 5

District 7230 1989-1990; District 7250 2006-2007, District 7230 1985-1986 & 1989-1990,

@ Dist. Directory Ed. @

District 7255 2013-2014, District 7250 2005-2006

District 7230 1983-1984, 1982-1983, 1981-1982

RI Presidential Award 2013, 1985 D7250 Crystal Award 2006, D7230 Dedicated Rotary Service
District 7230 Highest Percentage Membership Increase Award

Director and chair of every Rotary club Area of Service and chair/member of all sub-committees

dr.cornell.c.frank
Edit ¢

Press “Edit” to add/chanee data

Member Profile

Cornell Frank
Printable Version

Notice the six tabs — press one at a time for more
data entry/update possibilities

LEZ LT Rotary | Biography | Commitments | Settings | privacy |

Fields marked in red are required.
Member Details

Save Cancel

Title
First Name

Middle Name |

Last Name

Dr.

Gender & male O Female

|Cornell

lc ¢ |

|Frank

Notice each data element appears in
a box to be updated

Nickname |

Suffix |

Preferred Address
Preferred Phone

E-mail

[»]

_  Spouse/Partnerlast |
Date fields have pull-down calendars

® Home © work

Spouse/Partner BirﬂN | mE

Cell

O Businew
|cciffrank@optonline.n;

*Al emails will only be sent to the primary email addrd

Choices are handled by radio-buttons

T ovoroTTIgTTeT
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The “Rotary” Tab:

Member Profile

’ Cornell Frank
Printable Version

EZZE5EN Rotary

Please assure that all data elements are up-to date

‘Biography | Commitments | Settings

Rotary Membership Details
Club E-Club District 7255 (ID# Membership Type Active
84139)
Rotary Member No. 0647532 Classification Higher Ed-Business Mgt
Membership Original Date Joined Jun 01 1979
Office Charter President
Sponsor Dean James LG FitzPatrick

|Rotary Member Designations ‘

Edit Member Designations

D7230 RCSI Club President 1984-85 & Club Director of every
Service Committee and Sub-Committees
Plus 5

@ Past President

® Paul Harris Fellow

Club Attendance
' Current YTD Attendance 100.00 %
Last Year's YTD Attendance 100.00 %
YTD Attendance Report

The “Biography” Tabs — please enter your story so we can get to know each other better
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Changing your Club’s Meeting Information:

1). - in the “For Club Executives” section

For Club Executives

Active Members List

Other Users List
Inactive Member List 4 Clle on
jub I 3 .
Club Information Page “Club Information Page”
Define Club Executives

' Club Attendance Report
Define Club Attendance Manager

Switch on Dats Integration with RI (Automatic) newt
Report Dats Changess to RI {Manual Emails)

Missing RI Mamber ID Report

RI Updates Archive

RI Member Synchronization

2). _The “Club Information” page will appear:

E-Club District 7255

Meeting Information: %
Sk
:':: r;g/ i:czz-zitr:EcmbLong!sbndOne.org T e
New York NY 00000 5 =
United States . . View List
Click here to enter/edit your Club
e
Area Governor: Joseph Caruans Rotary E-Club of District 7255 Meeting
#94,Sep 1, 2013
Leadership Meeting for District 7255 ,
oo P Sep7,2013
\I .\ LI o, Rotary Zone 3 i 13,2013
T o 08 Click here to enter edit your Club visw st 4
Officers and Directors b— i Ecccutives & Directors

Drecident
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Update Club Information page:

Many Rotarians find it beneficial to
call the meeting place (restaurant)
Update Club Information : : when they plan a make-up meeting
Chub Information Soecifv vour club web site to make sure the Rotary club is

s s iy Ecbb e ofl meeting at the restaurant that day.

Short Name | E_.Club District .

; We would like to suggest to record

the restaurant’s phone number in the
“Unit/Suite* box since no restaurant

phone number box exists

slar| URL must starts vith hitp://

The link will not work w/o http://

Meeting Information

Club Meeting (E} Every | Sun

@ AM O PM e.g hhimm

Verify the meeting
day and time; if not
correct then kindly
T FRSTTIE make changes
Country | United States

- Make sure your meeting address is an actual street
_— address, not just a location. This data will be used
i to display your meeting place on a map

Hide member photos for public (7) voo (8 po

Note: If you change your meeting address and do not update the lattuds/longitude it will be left blank.

This club s a current ClubRunner subscriber, therefore District may not edit the information on this page. Changes can only be made through the club sits,

When finished making all the correct data entries, click on the Save Changes button

Define Club Officers i.e., Club President, Secretary, etc (ClubRunner calls them Executives)
Your club’s listing of officers and directors appear in several places:

* The District 7255 Organization Chart

* The District 7255’s auto-generated group mailing lists

* Your club’s website (if you are a ClubRunner club web site user)

Note: Although your club officers’ names appear on a web site, their e-mail addresses do not.
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It is of paramount importance to state who your current club officer’s are in order that any one of
them will be granted access when they try to login to the District 7255 web site.

To specify your club officers and directors (called Executives by ClubRunner):

1). - in the “For Club Executives” section

For Club Executives

Active Members List
Other Users List
Inactive Member List

Club Information Page Click on
Define Club Executives gpmmn “Define Club Executives”

e

Club Attendance Report
Define Club Aftendance Manager

Switch on Data Integration with RI [Automatic) news

Report Dats Changss to RI (Manual Emails)
Missing RI Member ID Report

R Updates Archive

RI Member Synchronization

The presented page has many different positions listed. You do not need to fill in each one!
Whatever is not specified will simply not be listed on the web site. Presidents and Secretaries
are required to be included

To assign a Rotarian to an
existing position click on

previous veor | CUFFENt Year: 2013-14 | Edit” on the respective line

Club Executives and Directors

E-Club District 7255 fi 2 Y e | Add New Position

Sequence Title Position Name Action
10 Charter President President Erank, Cornsil it | Clear | Delete
0 Treasurer Treasurer Frank, Cornell it | Clear | Delete
40 Secretary Secratary Lzbiento, Tony it | Clear | Delete
160 Website Administrator Club Administration Erank, Corneil it | Clear | Delste
2720 Charter Sergeant at Arms Sergeant at Arms Niedermeyer, Nancy Edit | Clear | Delete

Carny over Executive and Director Posttions to the Next Year

Go Badk
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The following page appears:

Club Executives and Directors
previcus veer | CUFFENt Year: 2013-14 | pecvesr

E-Club District 7255 Pubiish Changes to Home Page | Add New Position

Sequence Title Position Name Action

10 Charter President President (]  Select Member | Frank, Cornell ! Save | Cancel
30 Treasurer Treasurer \ Edit | Clear | Delete
40 Secretary Secretary -

o e DA Point to arrow and select

2720 Charter Sergeant 2t Arms Sergeant at Arms Rotarian from drop down ||St
Carry over Executive and Director Positions to the Next Year

Go Back

Then choose the name from the drop down list and press “Save”

Repeat the process of clicking on “Edit” for other officers and directors lines and selecting the
respective Rotarian from the drop down list until all desired officers are recorded.

It is of paramount importance to indicate at least the Club President and the Club Secretary.
To define a New Position:

Click on the “Add New Position” in the top right corner above and the following appears”

Club Executives and Directors

Enter “Title” for new Evious Year | Current Year: 2013'14 | MNext Year

. *

position
E-Ci Publish Changes to Home Page | Add Nevs Position
Sequence Title ; Paosition Name Action

— Select Position Title — i_\f/! Select Member | — Select Member — V\

10 Charter President President Frank, Cornell
30 Treasurer Treasurer Erank, Cornell
40 Secretary Secratary Labient:
160 Website Administrator Club Administration Frank, Cornell
2720 Charter Sergeant at Arms Sergeant at Arms Niedermeyer, Nancy

Carrv over Executive and Director Positions to the Next Year

Go Badk

*For example if position “Other” was selected you could enter Web Administrator as the Title.
The title will be displayed on the web site.

Then select a Position from the dropdown list. Only a District Administrator can create new
positions to be added to the list.

Select an active member from the “Select Member?” list, then click “Save”

Note: If a member’s name is not listed, then that member needs to be added to the club directory.
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Assign a Club’s Attendance Recorder/Manager/Chair

Each club needs an Attendance Recorder (in ClubRunner called the Attendance Manager) who is
the person that will be reached for information regarding the club’s attendance.

By default this is the Club Secretary - you can change this to be any Rotarians in your club.
To change the Attendance Recorder for your club:

1). - in the “For Club Executives” section

For Club Executives

Active Members List

Other Users List
Inactive Member List
Club Information Page

Define Club Executives

Club Attendance Report Click on “Define Club
Define Club Attendance Manager < Attendance Manager”

Switch on Data Integration with RI [Automatic) nNews

Report Dats Changss to RI {Manual Emails)

Missing RI Member ID Report

Ri Updates Archive

RI Member Synchronization

2). - In the “Assign Attendance Manager” page:

Assign Attendance Manager

Cornell Frank is the current person responsible for attendance.
The club secretary usually is the person responsible for reporting attendance.

Should this responsibility have been delegated to a different person - Please select the person so that all correspondance vl be forwarded to him/her.

Club Name Rotary E-Club of District 7265 If the current listed Rotarian needs to be
Select From T v] @ Changed or the position is blank, choose the
A R G ] new person from the drop down list
T “Check” to
1 change back to
Club Secretary
Press “Select” GoBaa
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Reporting Attendance for your Club

Note: You must be a club “Club Officer” (Executive) to be able to report attendance for your

club.

Clubs that use ClubRunner’s Club Web Site and report their attendance through their

club web site can skip this section!

1). - in the “For Club Executives” section

Active Members List
Other Users List
Inactive Member List
Club Information Page

Define Club Executives

For Club Executives

Club Attendance Report 4
Define Club Attendance Manager

Report Dats Changss to RI (Manual Emails)
Missing RI Mamber 1D Report

Ri Updates Archive

RI Member Synchronizstion

Switch on Data Integration with RI [Automatic) nNews

Click on “Club
Attendance Report”

2). — In the Monthly Attendance Page:

Monthly Attendance of E-Club District 7255

Humber of Members  New M
July 2013 {4

August 2013 |4 ]

Repeat the process for

Enter the membersh

ip data Enter the # of mtas/mo

every open month

Press “Save”

Enter

your club’s
monthly
attendance

Go Back
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Switch on (Automatic) Data Integration with RI:

1).- Before a club can turn on the RI integration for your Club from the District 7255 web site,
the Club President, Club Secretary or Club Executive to log onto “MY PRIVATE ROTARY
INTERNATIONAL” web site at http://rotary.org/myrotary/en/home to link and specify
ClubRunner as the vendor of choice.

2). - in the “For Club Executives” section

For Club Executives

Active Members List
Other Users List
Inactive Member List
Club Information Page
Define Club Executives
Club Attendance Report
Define Club Attendance Manager Click on “’Swith On’ Data
Svitch on Dats Integration vith RI [Automatic) New: <—— Integration with RI”

Report Dats Changss to RI {Manual Emails)

Missing RI Mamber 1D Report
RI Updates Archive
RI Member Synchronizstion

3). — On the RI Database Integration page:

RI Database Integrahan

N ww Pasad @ Y o far § aorratialy wpdim meber reiords ot & o @

Sort of deny woduted wn Chtd

In odhe % bagr g B St e i Dew stigts Fat et i Se compleed by yoe oA

L Opt it Notary Intersutionel’s Musber Portal. Loge s & b ofew and 0ok o the Purtver Ovgarssston I, Seleet Oubflomr b yOu ashorant petw id Folow e thes
sl withe St 30ie 4t e D D v wnd crdtions Hivn 4 & Sruct Tk 20 et poge

e e o weostoun e val Pygen A S5 gl s pepate i

1. Opt in by welwcting the checkbox bedow, Now e M o ~5 - ebtw rhreeny dews T - oo =
made 12 o0 ectiew vartes prefles whatter he durge rebe = 8 ik custve

If integration was not previously done
AN Read everything and if your club agrees
b by Vi ket gty 458 check the box

I wpdate Bes prafurences wnder e Braacy
tab u! their pridie

RI A 8% 20348 Cnter 0ot Wit T, O

spee 15 T Tarew andt Congitions of the Ftagranos
AN orfrves oa ORI LDEGT PV 5T
Coevai Fane

Orocee Okl AT Dresgramon Privacy

o Mo ] ke o 5 < Choose Club RI Integration Privacy if
V] Atow shve Addem  [¥] At Cot hoce H
},, sl [,1 Faste not previously completed or changes

o s s are necessary

2] s%ow pomary Emes

ey e | 1T R INtegration Privacy
need to updated click here
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http://rotary.org/myrotary/en/home

For Club Rotarians who prefer not to send data updates to RI: Go to their ClubRunner member
profile referred to earlier and change the “Privacy” settings.

Part Il: Attendance Reporting Club’s using Club Runner/Doxess for their club’s homepage

Follow the steps 1 through 4; however, in step 2 sign on to your Club website address. Naturally
your Club Website will appear instead of the District 7255 website.

5). — The Club website Admin Page will appear:

Aoty v of Dot 128 T Opbre sm—— x| O by Ownet I + [*]
« ——r—— s s "

S oy

Point and click on
“Input Attendance
(Current Year)”

N
— wr A - !
Bl ) e e VY —— m @ Vv et DB aw wom
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6) — On the Club Attendance Input screen do the following:

R | @assureer Oy e B -20

& o Tamten com e DR T e s e i el 8= v PR
ClubRunner ~ «

Rosyy £<C0ub of Dasty

TS ngretcsl  Wimte  Rgpomm (MWl B id e

Meetings Corndt iy Point and click on “Add
R S—— i e New Meeting” to create
e L NN i
5 o o a new weekly meeting
PERTE L EH ] o . 2500%
Jel3L 202 o 3. 300
382013 ] 4 10 D%
Aupd 2082 o 34 7500 | Bdr | ODwle
Az il 2013 o 34 7503\ b l'\dn Answdeecs
Asg 1B 2002 o 1le I900% * | Onle feven
IOl S YN i by \ Then complete each
Rovonos o s o0 o P P 8 O s T e D 8 S P e e o e . .
o 1 S o4 et PP S P Sk Vot G T Soar® 4 o S line with the requested
Al ne A e 4 Sy b e a e D ares o apmales sweges ov o o SIl0 data element

Gc Qsa

W!]M;—uu;uk "mnﬂv}m o (R —— 7.&.-1—1;“ ﬂ_.. T

7). — Then depress “Go Back” on as many screens as necessary to get back to the home page,
then point and click on “Logout.”

P.S. You may need to contact your Club Web Administrator or Club Secretary to obtain
“Attendance Update” privileges.

Questions and comments can be addressed to:
Cornell C. Frank (last name is really Frank)

District 7255 Director of Club Service
ccjrfrank@optonline.net
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