How to be a Rotary Club Secretary

Tracie Murray
Rotary Club of Los Altos



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 Rl

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

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

https://www.rotary.orq/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



Administration

It All Starts Here!

New to ClubRunner or need a refresher? Register for free ClubRunner webinars hers,
Read up on our latest updates! Releass Notes are available on our Service Updates page.

+ My ClubRunner

Edit My Profile
Change My Password
Upload My Photo

My Commitments

My New Member Adtivities rew
My Friends

View Club Directory

View Club Photo Directory

eDirectory Reparts 2.0

Vie Printzble Mailing Lahels news

Email Message Centra rew

View Club Documents
Attendance

My Committees

My Billing Account Balance

Website Designer 3.0
Edit Home Page Links
Edit St

Edit Events 2.0

Edit Spaakers

Edit Download Files
Edit Sit= D

Edit Photo Albums
Edit Club Documents

MyEventRunner Registration (new window)

Send Bulletin
Archived Bulletins rew

Membership Manager
Club Dashboard

ctive M Li

Other Users List

Inactive Members List

Friends of the Club

Bulstin 5 §

New Member Program

Dues & Eilling

RI Integration

Request Member Updates

Edit Executives and Directors
‘Committee Management
Birthday & Anniversary Report
5 Distribtion (5 )
Download Member Data mew

Member Designations

Input Attendance (Current Year)
Input Attendance (Previous Year)
Report Make-ups

Print Member List/Attendance Sheet
Print Member List {Simple Version)
Attendance Report (Current Year)
Attendance Report (Previous Year)
Monthly Club Report

‘Customized Attendance Report

Edit Duty Roster - Who Does What | [Version 1]
Member Leaves of Absence

Member A | ion

Edit Club Info & Settings
Edit Meta Tags
Upload/Remove Mesting Venue Map
Edit Club Logo rew
Edit Custom Fields
e .
Upload Sponsorship Guide
Google Analytics e




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

Administration

New to ClubRunner or need a refresher? Register for free ClubRunner webinars hers,
Read up on our latest updates! Releass Notes are available on our Service Updates page.

+ My ClubRunner Membership Manager

Edit My Profila Club Dashboard

Change My Password Agtive Member List

Upload My Photo Other Users List

My Commitments Inactive Members List

My New Member Adtivities rew Friends of the Club

My i Bulstin 5 §

View Club Directory New Member Program

View Club Photo Directory Dues & Eilling

eDirectory Reparts 2.0 RI Integration

Vigwy Prinkable Mailing Labels rews Request Member Updates

Email Message Centra rew Edit Executives and Directors

View Club Documents Committee Management
Attendance Birthday & Anniversary Report

My Camm 5 Distribtion (5 )

My Billing Account Balance Download Member Data mew

Member Designations

Website Designer 3.0

Edit Home Page Links Input Attendance {Current Year])

Edit St Input A ) (Previous Year)

Edit Events 2.0 Report Make-ups

Edit Spaakers Print Member List/Attendance Sheet

Edit Download Files Print Member List {Simple Version)

Edit Site Pages Attendance Report (Current Year)

Edit Photo Albums Attendance Report (Previous Year)

Edit Club Documents Monthly Club Report

MyEventRunner Registration (new window) Customized Attendance Report

e e | aman
Member Leaves of Absence

Edit Bulleting mewn Member A s ion

Send Bulletin

T
Edit Club Info & Settings
Edit Meta Tags
Upload/Remove Mesting Venue Map
Edit Club Logo rew
Edit Custom Fields
e .
Upload Sponsorship Guide
Google Analytics e



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

Rotary Club of Los Altos

My ClubRunner ~ Communication  Bulletin
| Club Info & Settings (Beta) | ClubRunner Mobile |

New Bulletin (Beta) | Contacts (Beta) =~ Membership = Orgar

Meetings Tracie Murray

New Version Now Available! Try aut the lnwfy revamged Mlendmce modul: available under the Attendance 3.0 (Beta) tab on the

Lop menu. New features include banked and aut: recording guests, custom rufes, and more! Click here for
more information.

Add New Meeting

Jul 7 2016 25 B6/ 145 76.55% Show

Jul 14 2016 26 76/ 145 70.34% Show
Jul 21 2016 27 81/ 149 72.48% Show
Jul 28 2016 24 74/ 144 65.06% Show
Aug 4 2016 28 75/ 142 72.54% Show
Aug 11 2016 22 B6/ 146 73.97% Show
Aug 18 2016 17 77/ 141 66.67% Show
Aug 25 2016 24 79/ 342 72.54% Show
Sep 1 2016 23 76/ 139 75.54% Show
Sep 8 2016 21 87/ 141 76.60% Show
Sep 15 2016 24 78/ 137 74.45% Show
Sep 22 2016 28 74/ 138 73.91% Show
Sep 29 2016 22 79/ 143 70.63% Show
Oct 6 2016 17 83/ 139 71.94% Show
Oct 13 2016 25 78/ 143 72.03% Show
Oct 20 2016 8 76/ 145 71.72% Show
01 27 2016 18 92/ 144 76.39% Show
MNov 3 2016 B 70/ 141 69.50% Show
Nov 10 2016 25 83/ 140 77.14% Show
Nov 17 2016 31 78/ 142 76.76% Show
Dec 1 2016 10 100/ 143 76.92% Show

Dec 8 2016 18 B4/ 136 75.00% Show



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

My ClubRunner = Communication  Bulletin =~ Mew Bulletin (Beta)  Contacts {Beta) =~ Membership = Organization = RI Integration =~ Attendance  Website  Reports  Events | Volunteers = Help




Select “Attendance” for that date

Rotary Cub of Los Altos

P50 My ClubRunner  Comnwnication  Bulletin | New Bulletin (Beta) | Contacts (Beta)
Admin | Club Info & Seftings (Beta) | ClubRunner Mobile |

Sep 8 2016 21 B7/ 141 76.50% Show
Sep 15 2016 24 78/ 137 74.45% Show
Sep 22 2016 8 74/ 138 73.91% Show
Sep 29 2016 22 79/ 143 70.63% Show
Oct 6 2016 17 B3/ 139 71.94% Show
Oct 13 2016 25 78/ 143 72.03% Show
Oct 20 2016 25 76/ 145 71.72% Show
Oct 27 2016 18 92/ 144 76.35% Show
Nov 3 2016 28 70/ 141 69.50% Show
Nov 10 2016 25 B3/ 140 77.14% Show
Nov 17 2016 31 78/ 142 76.76% Show
Dec 1 2016 10 100/ 143 76.92% Show
Dec § 2016 18 B4/ 136 75.00% Show
Dec 15 2016 3 B0/ 140 73.57% Show
Jan 52017 17 o3/ 144 80.56% Show
Jan 12 2017 22 95/ 148 79.05% Show
Jan 19 2017 22 B4/ 139 76.26% Show
Jan 26 2017 23 BB/ 146 76.03% Show
Feb 2 2017 3 20/ 146 77.40% Show
Feb S 2017 21 B8/ 144 75.69% Show
Feb 16 2017 19 92/ 148 75.00% Show
Feb 23 2017 29 77} 145 73.10% Show
Mar 2 2017 17 S0/ 145 73.79% | Edit | Delete | Attendance
Mar 9 2017 16 84/ 144 69.44% | Edit | Dedete | Attendance
Mar 16 2017 ] B6/ 142 60.56% | Edit | Defete | Attendance
Mar 23 2017 a B3/ 143 5B.04% | Edit | Dedete | Attendance
Mar 30 2017 0 86/ 41 60.99% | Edit | Dedete | Attandance
Apt 6 2017 a 0/ 130 0.00% | Edit | Desete | Attendance

~) Report Mar 2017 Attendance

Notes: Oosed rmeetings are highlighted in green and yellow.

You can have two calendar months of open mestings at a time. For example, May and June couk! be open, However, to add July, you must
Pt s i B erircnbbe A Rlines Rabe Thics traek’® Ao 1o 2 Pvn A b sonn Bres eninis e . A




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

mmunication  Bullebin = New Bulletin (Beta)  Contacts (Beta) = Membership  Organizati RIIntegration =~ Attendance  Website Reports |
ta) | GubRunner Mobile |

Meeting Attendance Tracie Murray

[Z] Adams, Bob
Ahml>, Abby
B Anen, wyat «

[JAandersan, Steve

[ Arjani, Anne

] Armistead, Mona
[ Bai, Jie

E] Baier, Jeffray

[ Berner, Karen
Berry, Kathy

[ Bianchi, Steve
D Blanding, Dick *
[ Bogard O'Gaeman, Cindy
[[]Bogart, John

[ Bonke, Neil

[ 5ore), Louts +
[ 8rown, Gary

[ Broydo, Lina

D:)l..’<

Mnuabie cunaw

Go Back



III

r... check all” and then de-select
people who were absent

[Ed ClubRunner: X  +

} ClubRunner (infotech Business Centre Inc.) [CA] crsadmin.com/Gen/ClubRunnerPage.aspx?aid=4000

inication  Bullebin  New Bulletin (Bets) | Contacts (Beta) bership ~ Organi RI Integrats Attendance bsit=  Reports  Even

[Z] smith, Davia
Snow, Dave

[F] Sorensen, Ted
Stafford, George
Stefani, Ron
Stevenson, Carla
Sylvester, John
& Temanek, dery
Traficantl, Al *
[Zvami, Allan

[F] vertot, Frank
[Z]vemna, Donna
Waldeck, Gary
2] watieigh, Wendy
[]Warg; Brian *
Wemyss, Cynthia
[ Whippte, Sandie «
E2 varbrough, Staven *
[Z] Young, Dennis

Zlmmeln\an, Renee

* Denotes 2 member who is m ttendance

e



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

Report Make-Ups

New to ClubRunner or need a refresher? Register for free ClubRunner webinars hers,
Read up on our latest updates! Releass Notes are available on our Service Updates page.

+ My ClubRunner

Edit My Profile

Change My Password

Upload My Photo

My Commitments

My New Member Adtivities rew

My Friends

View Club Directory

View Club Photo Directory

eDirectory Reparts 2.0

View Printable Mailing Labels e

Email Message Centra rew

View Club Documents
Attendance

My Committees

My Billing Account Balance

Website Designer 3.0
Edit Home Page Links
Edit St

Edit Events 2.0

Edit Spaakers

Edit Download Files
Edit Sit= D

Edit Photo Albums
Edit Club Documents

MyEventRunner Registration (new window)

Edit Bulleting mewn
Send Bulletin
Archived Bulletins rew

Membership Manager
Club Dashboard

ctive M Li

Other Users List

Inactive Members List

Friends of the Club

Bulstin 5 §

New Member Program

Dues & Eilling

RI Integration

Request Member Updates
Edit Executives and Directors
‘Committee Management
Birthday & Anniversary Report
5 Distribtion (5 )

Download Member Data mew

Member Designations

Input Attendance (Current Year)
Input Attendance (Previous Year)
Report Make-ups

Print Member List/Attendance Sheet
Print Member List {Simple Version)
Attendance Report (Current Year)
Attendance Report (Previous Year)
Monthly Club Report

‘Customized Attendance Report

Edit Duty Roster - Who Does What | [Version 1]
Member Leaves of Absence

Member A | ion

Edit Club Info & Settings
Edit Meta Tags
Upload/Remove Mesting Venue Map
Edit Club Logo rew
Edit Custom Fields
e .
Upload Sponsorship Guide
Google Analytics e




In the Make-Up window scroll down
and click the member who you want to
give a make-up and click next

M Inbox - Yahoo Mail [E3 ClubRunner: X+
&~ = 0O ’ @ ClubRunner (infotech Business Centre Inc) [CA]  crsadmin.com/Gen/ClubRunnerPage aspx?aid=4000 3

ClubRunner ™ connect. Collaborate. Communicate

Rotary Club of Los Altos

jcation  Bullein  New Bulletin (Bsta)  Contacts (Beta) = Membership O
Admin | Club Info & Settings (Beta) | ClubRunner Mobile |

Add Make-ups Tracie Murray

To add/delete make-ups, select the member, then dick "Next".
UL e [ Vitirray, Tracie v @

* Denotes a mermber wha is no longer an active member,




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.

Communication  Bulletin =~ New Bulletin (Beta) ~ Contacts (Beta) =~ Membership =~ Organization  RI Integration  Attendance @ Website  Repo

{Betz) | CubRunner Mobile |

Sep 22 2016 X Make-up done on Sep 22 2016 [Delete] attendance input
Sep 25 2016 [X]

Oct 6 2016 ]

Oct 13 2016 x]

Oct 20 2016 x]

Oct 27 2016 x]

Nov 3 2016 ]

Nov 10 2016 x)

Nov 17 2016 X Make-up done on Nov 17 2016 [Delets] president’s meeting
Dec 1 2016 x]

Dec 8 2016 X Make-up done on Dec 8 2016 [Delets] BOD LARC

Dec 15 2016 [

Jan 52017

Jan 12 2017
Jan 19 2017
Jan 26 2017 X Make-up done on Jan 26 2017 [De
Feb 22017 x]
Feb S 2017 x]

Feb 162017 X Make-up done on Feb 16 2017 [Delete] dopping

vets meeling

Mar 16 2017
Mar 23 2017
Mar 30 2017
Apr 6 2017 {1 Repaort Makeup

* Denotes a medting from which this member is exermpled.

Note: Makeups repoeted for members on feave of absence will net count in club statistics,




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

ary Club of Los Altos

My ClubRunner = Communication  Bulletin =~ New Bulletin (Bata) = Contacts (Beta) = Membership = Organization =~ RI Integraion  Attendance = Website  Reports Events  Volunb
| Club Info & Settings (Beta) | ClubRunner Mobile |

New Make-up Tracie Murray

Member: Tracie Murray
Mecting Date: Apr 6 2017

Note: Make-up date should be between Mar 23 2017 and Apr 20 2017.

Mzke-up Date  |Apr 13 2017 ]c.g, Nov 25 2004
A Gave District Presentation for How to be a Club [Facretz - |
Description 5 ¢ Name of dub or District/Oub adtivity




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

mmunication  Bullein | New Bulletin (Beta)  Contacts (Beta) =~ Membershi Organizati RI I bon dance = Web Reports |

P L o o

Sep22 2016 x] Make-up dohe on Sep 22 2016 [Delata] attendance input
Sep 25 2016 ]

Cct 6 2016 x]

Oct 13 2016 ]

Oct 20 2016 [84]

Oct 27 2016 x]

Nov 3 2016 2.9

Now 10 2016 x]

Nov 17 2016 23] Make-up done on Nov 17 2016 [Delete] president’s meeting
Dec 12016 x)

Dec 8 2016 > Make-up done on Dec 8 2016 [Dulets] BOD LARC
Dec 15 2016 >

Jan 52017 x]

Jan 12 2017 x]

Jan 19 2017 1xj

Jan 26 2017 {x) Make-up done on Jan 26 2017 [Delete] vets meeting
Feb 2 2017 x]

Feb 92017 x)

Feb 16 2017 x1 Make-up done on Feb 16 2017 [Delate] dopping

Feb 23 2017 x]

Mar 2 2017 x]

Mar S 2017 x]

Mar 16 2017 x]

Mar 23 2017 x]

Mar 30 2017 ix]

Gave District Presentation for How to be a Club

Apr 6 2017 Make-up done on Apr 13 2017 [Delete] Secretary

* Denotes a meeting from which this member is exerrgted.

Nole: Makeups repoeted for mermbers on leave of absence will not count in club stat

Go Back



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

Administration

New to ClubRunner or need a refresher? Register for free ClubRunner webinars here.
Read up on our latest updates! Releasz Notes are avallable on our Service Updates page.

1% My Clul
Edit My Profile

Upload My Photo

My Commitments

My New Member Activities wewr
My Friends

View Club Directory

View Club Photo Directory
eDirectory Reports 2.0

View Printable Mailing Labels wews
Ermail Message Centre rewi
View Club Documents

My Atendance

My Committees

My Billing Account Bslsnce.

Website Designer 3.0
Edit Home Page Links.

Edit Events 2.0
Edit Speskers

Edit Download Files
Edit Site B

Edit Phaoto Albums

Edit Club Documents

Eit Bullsting vt
Send Bulletin

Archived Bullsting newt

Membership Manager
Oub Dashboard

Achive Member List

Other Users List

Inactive Members List
Friends of the Club

Bulltin Subscribers

New Member Program
Dues & Eilling

RI Inteqration

Eequest Member Updates

Edit Executives and Directors
Committes Management
Birthday & Anniversary Report
- ietribution {

Download Member Dats ne

Member Designations

Input Attendsnce (Current Year)
Input Attendance (Previous Year])

Report Make-ups

Print Member List/Attendance Shest

Print Member List (Simple Version)
Aftendance Beport (Current Year)
Attendance Report (Previous Year)
Monthly Club Report

‘Customized Attendance Report

Edit Duty Roster - Who Does What | [Version 1]
Member Leaves of Absence

Member Attendance Exemption

Edit Club Info & Seltings

Edit Mata Tags

Upload/Remove Meeting Venue Map
Edit Club Logo rewn

Edit Custom Felds

Upload Sponsorship Guide

Gooale Anslytics e



Report to District
B e 2.« =B

mication  Bulletin | New Bulletin (Bets)  Contacts (Bets) ~ Membership  Organizati RI Integrath Attend: jebsite  Reports  Ever
ClubRunner Mobile |

Sep 22 2016 28 74/ 138 73.51% Show
Sep 29 2016 22 79/ 143 70.63% Show
Oct 6 2016 17 83/ 139 71.51% Show
Oct 13 2016 25 78/ 143 72.03% Show
Oct 20 2016 28 76/ 145 71.72% Show
Oct 27 2016 18 82/ 144 76.39% Show
Nov 3 2016 28 70/ 141 69.50% Show
Noy 10 2016 25 83/ 140 77.14% Show
Nov 17 2016 3t 78/ 142 76.76% Show
Dec 1 2016 10 100/ 143 76.92% Show
Dec 8 2016 18 84/ 136 75.00% Show
Dec 15 2016 23 80/ t40 73.57% Show
Jan 52017 17 93/ 144 80.56% Show
Jan 12 2017 22 85/ 148 79.05% Show
Jan 19 2017 22 B4/ 139 76.26% Show
Jan 26 2017 23 88/ 146 76.03% Show
Feb 2 2017 23 90/ 146 77.40% Show
Feb 9 2017 22 88/ 144 76.39% Show
Feb 16 2017 0 82/ 148 75.68% Show
Feb 23 2017 29 77/ 145 73.10% Show
Mar 2 2017 19 90/ 145 75.17% | Edit | Dedete | Attendance
Mar 9 2017 22 B4/ 144 73.61% | Edit | Delete | Attendance
Mar 16 2017 22 86/ 142 76.06% | Edit | Dedete | Attendance
Mar 23 2017 25 83/ 143 75.52% | Edit | Deete | Attendance
Mar 30 2017 16 86/ 41 72.34% | Edit | Dedete | Attendance

Apr 6 2017 1 100.00% | Edit | Dedete | Attendance

) Report Mar 2017 Attendance

Notes: Oosed meetings are highlighted in green and

You can have two calendar months of open meetings at a time. For example, May and June could be open. However, to add July, you must
first diose out the month of May, Note: This won't affect your ability to add makeups for previous months.,




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

immunication Bulletin MNew Bulletin (Beta) Contacts (Beta) Membership Organization RI Integration Attendance )

ta) | ClubRunner Mobile |

Month End Report (March 2017) Tracie Murray

The following month-end attendance statistics have been calculated according to
meetings entered and members' join and termination dates.

Werify these figures, then click "Close Month & Update District™.

Mote: If your District is not online with ClubRunner, this will only close your month
and not update your District. You will need to send this information to your District

manually.
Total Members at start of March 2017 168
Mew Members joined this month + 4]
Members that left this month - 3
Total members at end of March 2017 165
Exempted members at end of March 2017 33
Make-ups done this month 104
Make-ups done in earlier closed months 2
Total number of meetings in this month 5
Club Attendance Percentage March 2017 F4.83% *
| Close Month & Update District | | Return |
* Percentage is calculated wing formula:
(Total Attendance + (425 + 106)
= = 74.83%
(Total Members - Exempti ) For Month 715

Go Back



Leaves of Absence

Administration

New to ClubRunner or need 3 refresher? Register for frae ClubRunner webinars hers.
Read up on our latest updates! Releass Notes are available on our Sarvice Updates page.

Edit My Profile

Changa My Password

Upload My Photo

My Commitments

My New Member Adtivities reEw

My Frisnds

View Club Directory

View Club Photo Directory

elirectory Reports 2.0

‘igw Printable Mailing Labels rew

Email Message Centre rew

View Club Documents
Attendance

by Committeas

My Billing Account Balance

Website Designer 3.0
Edit Home Page Links
Edit Stories

Edit Events 2.0

Edit Speakars

Edit Downlboad Files
Edit Site Pages

Edit Photo Albums
Edit Club Documents

MyEventRunner Registration (new window)

Edit Bullating vew
Send Bulletin
Archived Bulletins new

& Membership Manager
Club Dashboard
Other Users List

Inactive Members List
Friends of the Club

Bulletin Subscribers

New Member Program
Dues & Billing

RI Integration

Beguest Member Updates

Edit Executives and Diractors
‘Committee Management
Birthday & Anniversary Report
5 o jon (5
Download Member Data wewt

Member Designations

Input Attendance {Current Year’
Input J; ] i Year)

Report Make-ups
Print Member List/ Attendance Sheat

Print Member List (Simple Version)
attendance Report (Current Year)

Attendance Report (Previous Year

Monthly Club Report

Customized Attendance Report

Edit Duty Roster - Who Does What | [Version 1]
Member Leaves of Absence
Member Attendance Exemption

Edit Club Info & Settings
Edit Meta Tags
Upload/Remove Meeting Yenue Map
Edit Club Ls e
Edit Custom Fields
e 5 R
Upload Sponsorship Guide
Google Analytics rew



Choose Member for LOA and click
“Next”

wwnication  Bulletin | Mew Bulletin (Beta) = Contacts (Beta) @ Membership =~ Organization  RI Integration

| ClubRunner Mobile |

Manage Leaves of Absence Tracie |

Here you can define leaves of absence for members so that their absence does not affect their YTD
attendance report or the club monthly report. Select the member, then click "Next".

Select member: Gjerseth, Kendra “ MNext

* Denotes a member who is ne longer an active member.



Click “Add New Leave”

Communication = Bulletin ~ New Bulletin (Beta) = Contacts (Beta) = Membership = Organization  RI Integration = Attendance = Wi

s (Beta) | ClubRunner Mobile |

Member Leaves of Absence Tracie Murray

Add New Leave

Member Name: Gjerseth, Kendra
Action

On Leave From To
There is no record of leave of absence for this user.




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

Communication  Bulletin =~ Mew Bulletin (Beta)  Contacts (Beta) = Membership = Organization ~ RI Integration  Attendance  Webs

Beta) | ClubRunner Mobile |

New Leave of Absence Tracie Murray

Define the start and end date of this member's Leave of Absence. All dates are inclusive, so if a
meeting occurs on the end date, the member will still be considered on leave.

Mote: End Date is optional. If an end date is unknown, the member will be considered on leave for
all meetings from the Start Date until further notice. You will be able to come back and input an
End Date at a later time.

Member Name Gjerseth, Kendra

Start Date |Mar 30 2017 | e.g. Apr 9 2017

End Date [Jun 30 2017 |e.g. Apr 16 2017




Then click “Return”

mmunication = Bulletin =~ Mew Bulletin (Beta)  Contacts (Beta) = Membership = Organization  RI Integration = Attendance @ W,

a) | ClubRunner Mobile |

Member Leaves of Absence Tracie Murray

Add New Leave

Member Name: Gjerseth, Kendra
On Leave From To Action

Mar 30 2017 Jun 30 2017 Edit | Delete




Member Attendance Exemption:

Administration

New to ClubRunner or need a refresher? Register for free ClubRunner webinars here,
Read up on our latest updates! Release Notes are availsble on cur Service Updates page.

Edit My Profile
Changs My Password

Upload My Photo

My Commitments

My New Member Actvities rewn
My Friends

View Club Directory

View Club Photo Directory
eDirectory Reports 2.0

fievw Printable Maifing | abels, News
Email Messags Centre ewn
View Club Documents

My Billing Account Balance

Websits Designer 3.0
Edit Home Page Links
Edit Stories

Edit Events 2.0

Edit Speakers

Edit Download Files
Edit Site Pages

Edit Photo Albums
Edit Club Douments

MyEventRunner R

tration (new windaw)

Edit Bulleting v
Send Bullstin
Archived Bulletins rewn

Membership Manager

Club Dashboard
Ative Member List
Other Users List
Inactive Members List

Eriends of the Club

Bulletin Subscribers

New Member Program
Dues & Billing

RI Integration

Bequest Member Lipdates

Edit Executives and Directors
Committes Management
Birthday & Anniversary Report
5 Distyibestion (5 N
Download Member Diata rewn

Member Designations

Input Attendance (Current Yaar)

Input Attendance (Previous Year)

Raport Make-ups

Print Member List/Attendance Sheet

Print Member List (Simple Version)
Aftendance Report (Current Year)

Attendance Report (Previous Year)

Monthly Club Report

Customized Attendance Report

Edit Duty Roster - Who Does What | [Version 1]
Member Leaves of Absence
Member Attendance Exemption

Edit Club Tnfo & Settings
Edit Meta Tags
Upload/Remove Mesting Venue Map
Edit Club Logo wew

Edit Custom Fields

isbsite = )

Upload Sponsorship Guide

Google Analytics rewn



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”

Communication  Bulletin =~ New Bulletin (Beta) = Contacts (Beta) = Membership  Organization = RI Integration  Attendance

Beta) | ClubRunner Mobile |

Member Attendance Exemption Tracie Murray

Motes: Changing a member's exemption date will not affect closed mestings.
Exempted members do not count in meeting statistics, however, individual attendance can still be recorded for member statistics.

Mark new exempted member

Exempted members Exempted Date Action
Allen, Wyatt Jul 1 2010 Unexempt
Anderson, Steve Jul 1 2007 Unexempt
Blanding, Dick Jul 1 2007 Unexempt
Borel, Louis Jan 11 2012 Unexempt
Bruno, Marge Jul 1 2007 Unexempt
Cardoza, John Dec 14 2011 Unexempt
Chu, Lawrence Jul 1 2007 Unexempt
Duhring, Dick Dec 1 2016 Unexempt
Fox, Karen Aug 1 2013 Unexempt
Harding, Sam Jul 1 2007 Unexempt
Heidmiller, Jack Jul 1 2007 Unexempt
Kahn, Mel Aug 1 2009 Unexempt
Lambert, &lan Jul 1 2007 Unexempt
Lave, Roy Aug 25 2016 Unexempt
Liston, Tom Jul 1 2007 Unexempt
Luedtke, Cynthia Oct 27 2016 Unexempt
Newton Fraguglia, Jean Jan 5 2016 Unexempt
Noel, Clyde Apr 1 2015 Unexempt
Nyberg, Paul Jul 1 2007 Unexempt
O'Donnell, Dan Aug 1 2013 Unexempt
Oliver, Bud Jul 1 2007 Unexempt
Owen, Karen Aug 1 2013 Unexempt
Payne, Roland Jan 2 2016 Unexempt
Prochnow, Mary Aug 26 2016 Unexempt
Rayl, Bob Mov 21 2011 Unexempt
Reed, Jane Aug 1 2009 Unexempt
Mmemmd Tme Taal 4 BN 1 lm e s e

Go Back



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

Communication = Bulletin Mew Bulletin {(Beta)  Contacts (Beta) @ Membership  Organization RI Integration = Attendance @ W

gs (Beta) | ClubRunner Mobile |

Mark Exempted Member Tracie Murray
Member |-—select a member— ]
Exempted Date  |Apr 9 2017 | e.q. Nov 25 2004
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Adding a Club Member
Click “Active Member List”

Administration

New to ClubRunner or need a refresher? Register for free ClubRunner webinars here,
Read up on our latest updates! Release Notes are availsble on cur Service Updates page.

% My Clu
Edit My Profile

Uplaad My Phots
My Commitments

My New Member Activities Hewt
My Frisnds

View Club Directory

View Club Photo Directory
eDiractory Reports 2.0

Vi Printable Majling | abels vew
Email Message Centre newn

View Club Documents

My Attendance

My Committees

My Billing Account Balance

Website Designer 3.0
Edit Home Page Links

Edit Events 2.0

Edit Speakers

Edit Download Files

Edit Club Documents

MyEventRunner Registration (new window)
) Club eBulletin

Eddit Bulleting v

Send Bulletin

Archived Bulletins rews

Club Dashboard
Ative Member List
Other Users List

Inactive Members List

Eriends of the Club

Bulletin Subscribers

New Member Program
Dues & Billing

RI Integration

Bequest Member Updates

Edit Executives and Directors
Committes Management
Birthday & Anniversary Report

Download Member Diata rewn

Member Designations

Input Attendance (Current Year)
Input Attendance (Previous Year)
Report Make-ups

Print Member List/ Attendance Sheet
Print Member List (Simple Version]
Attendance Report (Current Year)
Attendance Report (Previous Year)
Monthly Club Report

Customized Attendance Report

Edit Duty Boster - Who Does What | [Version 1]
Member Leaves of Absence

Member Attendance Exemption

Edit Club Tnfo & Settings

Edit Meta Tags

Upload/Remove Mesting Venue Map
Edit Club Logo wew

Edit Custom Fields

Nebsite S .

Upload Sponsorship Guide

Google Analytics rewn



Click “Add New Member”
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Fill in all areas designated in red, the
click “Add Member”
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Once they are added, click on their
name from the Active Member List

Members
Active Member List
Orther Uiser List

Inactive Members List

Download the Mobile App

Access your member directony on the gol

Help

Support Center

Cn Demand Videos
Downloads
Webinars

Submit & Ticket

Help Articles

How to add a new member

How to st up 2 member's access rights
How to delete 2 member

How to uplad member photos

Change an inactive member to an active
member?

Active Members List

Members per Page: 25
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Click the “Edit” button to add
information about the Member

Rotary Club of Los Atos
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Member Profile
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Add information and click “Save”
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Terminate Member
Click “Active Member List”

Administration

New to ClubRunner or need a refresher? Register for free ClubRunner webinars here,
Read up on our latest updates! Release Notes are availsble on cur Service Updates page.

4 My Clu
Edit My Profile
Changs My Password

Upload My Photo

My Commitments

My New Member Activities rewt
My Friends

View Club Directory

View Club Photo Directory
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fievw Printable Maifing | abels, News
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View Club Documents

My Billing Account Balance
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Edit Home Page Links
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Edit Events 2.0

Edit Speakers

Edit Download Files
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Club Dashboard
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Print Member List (Simple Version)
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Attendance Report (Previous Year)
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Customized Attendance Report

Edit Duty Roster - Who Does What | [Version 1]
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Member Attendance Exemption

Edit Club Tnfo & Settings

Edit Meta Tags

Upload/Remove Mesting Venue Map
Edit Club Logo wew

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

Mombers
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Click “Terminate Membership”

Member Designations | Friends | Bulletin Subscribers | Request Member Update | New Member Program | Download Member Data (New!) | Search Member eDirectory |

Change Status for Tracie Murray

Please choose one of the following options to continue making changes to this person’s status.
To change status from Active to Other, please terminate membership first.

Terminate Membership to a former member; e.g. Ex Member, Duplicate, etc.
OR
Change Membership Status Change this member from Active to Honorary
OR
Edit Active Member Type Edit this member's Active member type; e.g. Active - Satellite, Active - Corporate, etc.

Go Back



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

My QR e Comrenuncaton &, B Bletn (Bery)

Contans (Beta)

Orgugiton B Foegranoe

Allehiance Websts Reooms Teents Volsteens  Mep

Lats | Dashbinrd | Memper Desgnators | foends | Sulety Subeoben | keguust Merber UDSXty | Mow Mertier Pogiam | Downtad Mertor [ats [Mew ) | Sexrh Mestw sOpntory

Tracie Murray

Ex-Meanber 2 ot Apt 11 2017

Cesfration

Susnem Ton

Moves

Atmndance

Busnes Presaure

Aot

Jomed Other
Family QDiganora

e rsoaed

I other, plagse Wecry

The merDer's accem nghes vl be

Thes nwemhar & rame wil Be 0=
ac et

»y

Ths memter wil D¢ emaves o

Board of Deecnans

Ths b wil 52 1emaves

57, e

LARC 8OO

® P2z Presdents

ptfy Ratary Itemamonyl of the menber Tarmn st

changed tu accem wval 70 (Merrbar) 3ng the member wil no Binge! de 20k ta o

o the fploang postoniy) ¢

the fukearg commattas(s

g SEUDUtON &




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

Administration

New to ClubRunner or need a refresher? Register for free ClubRunner webinars here,
Read up on our latest updates! Release Notes are availsble on cur Service Updates page.

% My Clu
Edit My Profile

Uplaad My Phots
My Commitments

My New Member Activities Hewt
My Frisnds

View Club Directory

View Club Photo Directory
eDiractory Reports 2.0

Vi Printable Majling | abels vew
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View Club Documents

My Attendance

My Committees

My Billing Account Balance

Website Designer 3.0
Edit Home Page Links

Edit Events 2.0

Edit Speakers

Edit Download Files

Edit Club Documents

MyEventRunner Registration (ne

Edit Bulleting v
Send Bullstin
Archived Bulletins rewn
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Club Dashboard

Ative Member List

Other Users List
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New Member Program
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Committes Management
Birthday & Anniversary Report
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Input Attendance (Current Year)
Input Attendance (Previous Year)
Report Make-ups

Print Member List/ Attendance Sheet
Print Member List (Simple Version]
Attendance Report (Current Year)
Attendance Report (Previous Year)
Monthly Club Report

Customized Attendance Report

Edit Duty Boster - Who Does What | [Version 1]
Member Leaves of Absence

Member Attendance Exemption

Edit Club Tnfo & Settings

Edit Meta Tags

Upload/Remove Mesting Venue Map
Edit Club Logo wew

Edit Custom Fields
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To add a new distribution email list:
click “Edit Custom Distribution Lists”
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Click “Create New Distribution List”

Communication  Bulletin =~ Mew Bulletin (Beta)  Contacts (Beta) = Membership =~ Organization  RI Integration = Attendance = Website — Reports  Ewvents  Volunteers  Help

Email Distribution Lists

Create Mew Distribution List

1
List Name Owner Date Created Action
2016-17 LARC BOD Tracie Murray  Change Qwner Jul 05 2016 Edit | Copy List | Delete
Active Past Presidents Maona Armistead Change Owner Jul 05 2016 Edit | Copy List | Delete
Test to me Arley Marley  Change Qwner Apr 01 2017 Edit | Copy List | Delete

5o Back



Name the “Email Distribution List,”
click the boxes next to the Members
that you want on the list, press “save”

Edit Ust




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

mmunication  Bulletin =~ Mew Bulletin (Beta) = Contacts (Beta) @ Membership = Organization = RI Integration = Attendance  Website  Reports  Events  Volunteers  Help

Email Distribution Lists

Create Mew Distribution List

1
List Name Owner Date Created Action
2016-17 Dir plus new Directars Tracie Murray  Change Qwner Apri11 2017 Edit | Copy List | Delete
2016-17 LARC BOD Tracie Murray  Change Owner Jul 05 2016 Edit | Copy List | Delete
Active Past Presidents Mona Armistead  Change Owner Jul 05 2016 Edit | Copy List | Delete
Test to me Arley Marley  Change Owner Apr 012017 Edit | Copy List | Delete

Go Back




Click “Compose new message”
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To choose the distribution list, click the
+ sign to the left of the “Custom
Distribution List”
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Click the box to the left of the
Distribution List that you want
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Fill in the “Subject,” type your message,
attach any attachments, click if you want
options (step 4) & click “Send”
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Club Reports: Click “Reports” on the
top menu bar
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Click on a Pre-formulated report.....or

Rotary (b of Los Akos

Admin = My ClubRunner  Communication | Bulletin | New Bufietin (Bets) = Contacts (Bets)  Membarship  Organization  RI Integration  Attendance | Websie IET TS
eDirectory Reports 2.0 | eDirectory Builder 2.0 | Club Dashboard | Years of Service | Age Distribution | Gender Distribution | Rule of 85 | Birthdays and Anniversaries | Login Activity | Download Member Data |

Dow the Mobile App Administration
Access your member directory on the go!

Important: Pleass note that we will be performing our bi-weskly updates to ClubRunner on Thursday, Ap
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Click “Download Member Data”
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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
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S Download Member Data
You do nof have any saved 1) Select the fields you would like to extract: Select All | Unselect All
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D Membership Type D Preferred State D Business Phons D Spouse/Partner Date of Birth I:‘ Lzst Madified On
Help D Title D Preferred Zip Code D Business Fax D Anniversary I:‘ Access Level
le=mrmes e e e First Name I:l Preferred Country I:l Company Name I:l Member No I:l Lzst Legin
your member dats [T middle Hame [T] addiress Lins 1 [T] postion/Tte [C] Membership [T privacy options
Last Name [ address Line 2 Classfication O office [0 piace of Birth
D Nickname D City D Business Addressi D Sponsor I:‘ Children
D Suffie D State/Province D Business Address? Date Joined Rotary I:‘ Member Giving
D Gender D ZipfPostal Code D Business City D Date Joined Club I:‘ Partner Giving
D Club Position D Country D Business Stste D Years of Service [Rotary) I:‘ Current Activities
Emil D Preferred Phone Typs D Business Zip Code D Years of Service (Club) I:‘ Previous Activities
D Alternate Email D Preferred Fhane D Business Country D Personal URL D Other Interests
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2) Customize the filters you would like to apply: Reset All
Member Type:
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[T other Users:
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D Staff D Prospective Member D Past Honorary {Ex Member)
D Other D Visiting Member D Past Honorary (Decessed)

[E] Leave of Absence [ Interact

I:l Inactive (Former) 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
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You can elect what information you
want for your report and use Excel for
any searches you need

Insert Formulas Data

Home Page Layout Review View
= {scm Calibri Yn clA | == 9 5 Wrap Text
Paste o vy i By Av| = = = | <= 5= | Fad Merae &
- - J Format Painter B I 0 i T = E = | F 5 EMergeac
Clipboard Font Alignment
_aw - &
| A | B | C D | E | F
157 Frank fverlot@h¢ Aerospace Engineer - Retired 13-Sep-07
158/ Donna  dj@vernas Private Professional Fiduciary 17-May-12
159 Gary gewaldeck:Retired Aerospace 6-May-10
160 Wendy  wwalleigh: Marketing (Ret) 14-Apr-16
161|Brian bwardrdc@ Ophthalmology - Retinal Surgery 5-Oct-00
162 Cynthia cynthia.weFinancial Advisor - CFP® 13-Mar-03
163 Sandie  sandie@w Accountant 6-Dec-01
164 Steven steve@yar Senior Law 1-Jun-00
165 Dennis  dennis@yc Certified Public Accountant 6-0ct-83
166 Renee  renee.zimt Non Profit 2-Jun-16

167|

1co



If you need help ClubRunner can help!
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