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You are the link to District 

• You may have many Club specific duties, but your 
most important role is that you link your Club to 
your District and RI 

• When you update ClubRunner, RI will 
automatically be updated, but their can be a 
delay 

• There is a Secretary’s Manual you may download 
at:  

• https://www.rotary.org/en/document/lead-your-
club-secretary  
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Club Specific Duties may include: 

• Picking up the Club’s mail 

• Distributing Club mail to appropriate members 

• Taking Minutes for Board Meetings 

• Collecting email Board Votes 

• Sending out notices of meetings 

• Consolidating Board Reports 

• Ordering Member badges 

• Ordering Club Supplies 



Duties to District 

• Attendance Reporting 

• Reporting Make-Ups 

• Recording of Leaves of Absence 

• Adding Members for “Exempt Status” 

• Adding and Terminating Club Members 



It All Starts Here! 



If you get lost, to get back to this 
screen, just click “Admin” 



Input Attendance 



After clicking “Input Attendance” you 
will be here.  Click “Add New Meeting” 



Enter the date or “Save” the date that 
automatically appears 

  



Select “Attendance” for that date 



Either click next to all the members 
that were present….or 



Or…”check all” and then de-select the 
people who were absent 



When you are done, click “save” and it 
will go back to the attendance window. 

Then click “Go Back” 



Report Make-Ups 

  



In the Make-Up window scroll down 
and click the member who you want to 

give a make-up and click next 



Click “Report Make-Up” next to the 
date that they have earned a make-up 

– it should be within 2 weeks of the 
absence or CR won’t accept it. 



Change the date to the date of the 
make-up that they did and enter the 
make-up that was done, click “save” 



Then click “Return” to add more Make-
ups for other people 



AFTER you have added ALL the make-
ups for the month – go back to enter 

attendance 



Report to District 



Report looks like this.  Click “Close 
Reports & Update District” 



Leaves of Absence 



Choose Member for LOA and click 
“Next” 



Click “Add New Leave” 



Add “Start Date” and “End Date” and 
click “Save” 



Then click “Return” 



Member Attendance Exemption: 



Rule of 85 

To be eligible for the "Rule of 85,"  the Member 
must have their age and their years of service 
in Rotary are equal to or greater than 85. 

 

• Example:  George is 60 years old and has been 
in Rotary for 25 years, his age and years of 
Rotary service equals 85 so he is eligible for 
exemption from the attendance rule 



Click “Mark new exempted member” 



Select a Member and select their 
“Exempted Date” – press save 



Adding a Club Member 
Click “Active Member List” 



Click “Add New Member” 



Fill in all areas designated in red, the 
click “Add Member” 



Once they are added, click on their 
name from the Active Member List 



Click the “Edit” button to add 
information about the Member 



Add information and click “Save” 



Terminate Member 
Click “Active Member List” 



Click “Change Status” next to the 
Member you want to terminate 



Click “Terminate Membership” 



Click the reason you are terminating 
and then click “Terminate Member” 



Email Center:  From Admin Page 
Click “Email Message Centre” 



To add a new distribution email list: 
click “Edit Custom Distribution Lists” 



Click “Create New Distribution List” 

  



Name the “Email Distribution List,” 
click the boxes next to the Members 

that you want on the list, press “save” 



Click “Go Back” to get to the Email 
Message Centre 



Click “Compose new message” 



To choose the distribution list, click the 
+ sign to the left of the “Custom 

Distribution List” 



Click the box to the left of the 
Distribution List that you want 



Fill in the “Subject,” type your message, 
attach any attachments, click if you want 

options (step 4) & click “Send” 



Club Reports:  Click “Reports” on the 
top menu bar 



Click on a Pre-formulated report…..or 



Click “Download Member Data” 



Customize your report by clicking the 
data that you want for each Member 

and the Member type 



This report has: name, email, 
classification, and date joined Rotary 

for all active Members 



After all the selections are made, click 
“Generate” at the bottom 



Click “Download” at bottom of page 



Click “OK” when the window pops up 
and your report will appear in Excel 



You can elect what information you 
want for your report and use Excel for 

any searches you need 



If you need help ClubRunner can help! 


