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1. Login to our website at www.jeffersonkiwanis.org using your username and password. 
2. Once logged in you will see several options under “MyClubrunner” that are available to general 
members of the club. 
3. Choose the Email Message Center item. 

4. Click “Add New Email” to create your message. 

5.  A new blank message form will appear. Type the “Subject” and “Message” content into the form. 
When done adding your content to the message form, click Save. 



6.  Once you save your message it will appear on the list of saved messages that have been created under 
your account. Once the message is saved you have the ability to edit the message or add an attachment to the 
message. 

7. To send this message to members of the club, click on Email. 
8. The Select Recipients window will open. This is where you can choose who you want to send the mes-

sage to. If you want to send it to all club members choose “Check All”.  You also have the ability to 
expand the Club Member group and choose certain individuals vs. the whole membership. 

9. Once you have your Recipients selected click the Send button to send your message to club members. 
10. When you are done using ClubRunner please Logout of your account. 


