Handout for the Secretaries Session

Club Development Seminar in Young May 15™ — Broulee May 22"
Presenters: Paul Murray and Kylie-Anne Rich

There is free WIFI for this session:
Network: 9705WIFI Key: PAULHARRIS

The ClubRunner portion of the Secretaries Session includes
performing the basic duties involved in maintaining an accurate
database of club members. Below is the schedule.

ACTION LOCATION IN MEMBERS AREA TOP MENU
Add a member For Clubs>Member Lists>Add Member

Add a Photo For Clubs>Member Lists>Member

Edit member For Clubs>Member Lists>Member

Add a Date For Clubs>Member Lists>Member>Settings
Add Signature For Clubs>Member Lists>Member>

Add Designation For Clubs>Member Lists>Member

Edit Club data For Clubs>Edit Club Information

Make Executive For Clubs>Define Club Executives

Synchronization For Clubs>RI Member Synchronization

Member Search Membership>Member Search

Update Archives Membership>Member Update Archives

Delete Member For Clubs>Member Lists>Member>Change Status

Club website  Public Area Menu>For Members>Sample clubsite

in district website
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To Download photo files from the Image Library:
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" ey | Website>Website Content>Libraries>Image Library>000_CDSTest Pics
If 000_CDSTest Pics isn’t visible...Hit the plus (+) in front of “My Images” =]

Mote that you can't make changes to any folders marked as locked. The "My Images” folder is your website's shared library and can be modified. To upload a new image, click on this folder then select the Upload link at the top. Maximum file size for upload is 15.00 MB
WARNING: Deleting, moving or renaming a age from your library will break any referenci adle toit! To restore a deleted image, click on the Deleted Images Archive button abov
Folders
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Right cllck on photo>DownI0ad>Save on Desktop>Upload it to Profile -

To Download a Photo: Right click on it and hit download. Save it
on the Desktop. Then go to the profile of CDSTest and upload it.






