
Handout for the Secretaries Session 
Club Development Seminar in Young May 15th – Broulee May 22nd 

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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