
ClubRunner
how to

A step-by-step guide to help MCAR members
navigate ClubRunner, stay connected, and

make the most of your membership.

Prepared by Tara Phillips, April 2025
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You can also log in directly from the ClubRunner login page:
https://portal.clubrunner.ca/101102/User/Login?
OriginalUrl=heVecMB6bAKYwGIvO8VD32/BQXCL5VH5ERLENaH4OU0oEBLH
LHMEtCy8BkF0IRhw 

Logging In

You can log in to ClubRunner from the Mason County Association of
REALTORS® website:
www.masoncountyrealtors.com 
In the top right, you will see “Member Login.”  You can click that to take you
to the login page.

Pro Tip:
Bookmark one of these pages to
your Bookmarks bar so you don’t

have to try to remember!
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Forgot Username or Password
If you forgot your username or password, it is easy to reset.  Simply click “Forgot
username” or “Forgot Password.”

It will take you to “Retrieve Login Information,” and you can put in your
information there.  You will receive an automated  email from our Association
Executive with the reset information.

If you don’t want to deal with that, click “Send me a Magic Link,” and it will
email you a password-free login link.  You will want to change your
password once logged in.
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Change Your Username or
Password

You can change both your Username and Password to log in to ClubRunner.

Log in and you’ll see your Dashboard.

On the top left of that page, you will see a menu bar.  Click the “My
ClubRunner” button, then click “My Profile.”
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On your member profile page, you will see “Settings” under your photo. 

The first section will be “System Login.”  Type in your new Username (note
that it can’t be someone that’s already used it).

Once you’ve typed in your User Name, click “Save.”

That’s it!  Next time you log in, you can use the new username!
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Change Your Password
On the top left of that page, you will see a menu bar.  Click the “My
ClubRunner” button, then click “My Profile.”

Click on the “Settings.”

Under your Username, You can click “Change Password.”

It will want your old password, then you can enter your new password and
then type it in again.  Hit “Save,” and you are done!
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Get to Know CR
Once you’ve logged in to ClubRunner, it will take you to your Dashboard.

You will be able to do everything from here--see the Club Documents
(meeting minutes, position description forms, meeting documents from
guest speakers, etc.), View the Events Calendar, and Send Emails.

There are a few things you’ll see that we don’t necessarily use (such as My
Attendance, My Account Balance), so don’t worry about those.
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Sending Emails
From your Dashboard, you’ll see “My ClubRunner.”  Click on the “Email
Services,” or “Compose Email.”

You can also access Email Services on the top toolbar by clicking
“Communication,” then click “Email Services.” 
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It will open up the “Create Email” Page.  

In the left, you will see “Step 1.”  Start here.  This is who you want to send
your email to.  There are a few different options.
If you click the      by any list, it will expand to show you Active or Honorary
Members.  If you click the word “Expand” next to it, it will show you everyone
who is a part of that group.
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You can also create Custom Distribution Lists if you frequently send emails
to one certain group.  On the left side, you can click “Edit Custom
Distribution Lists,” and then you can “Create New Distribution List.”
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Let’s Send an Email!

For this example, we are going to send an email to the Association as a whole.
We will check the box that says “Active and Honorary Members.:

Next is Step 2--the body and message.
Put in your Subject Line.

In the “Select Template” drop down box, we have a few templates for common
ClubRunner emails.  For this one, we are going to say we have a Brokers Open.

Click the Drop-Down Box next to “Select Template,” then click “Custom.”
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When you click “Custom,” a secondary drop-down box will have you
“Select Template.”  If you click the down arrow, the templates will show.  

We are going to choose the “You’re Invited--Broker’s Open!” custom
template.  Once you click on that option, click “Insert.”

The template will pop up in your email Body field.  You can then go put in
the details with the address and customize further if you would like.
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If you would like to attach a file to your email (such as a flyer or
document), that is where Step 3 comes in.  

Simple click “Select Files for Upload.”  It will pull up the Documents from
your computer.  Double click the file you want and it will upload it.
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If you have an image that you would like to add in the body of your email,
instead of an attachment (you can also do both), you can add it directly
into the body.
First, make sure that you save your image to an easy place to find (such
as your desktop).
Above the email text, you will see “Image” as an option.  Click that and a
box will pop up.

Embedding an Image in Your Email

Page 15 of 26



Click the “Browse Server.”

Another box will pop up, which will show you all the images in your
ClubRunner (Depending on your access, you may only see one or two).
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Click on the Folder that’s called “My Images,” then click “Upload.”

Click Desktop, then find your picture.  (This may be in a different folder
also, wherever you saved it)
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Once it downloads, it takes you back to this box:

Double click on the picture you want, and then it takes you back to the
“Image Properties” box.
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You will want to adjust the size of the photo so that it isn’t too huge for
people to see (especially on a cell phone).  Make sure the Lock Button is
locked (circled in red on previous page) so that it changes the sizes
equally.  

Typically, having the width at 400 is good for emails.
Hit “OK” once you have your desired size (you can always adjust this
afterwards).

Your picture will be in the body of your email now!
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If you need to adjust the sizing, just double-click the image and it will
bring the box back up.



Step 4 and 5 let you get ready to send your email.  

If you want to include a link of list of recipients, this will be included in
the footer of the email.  Generally, you don’t need this, and everyone will
get a copy of the list which can be distracting and isn’t really necessary.

You can also send a copy to yourself if you like.

You can send right now, or you can schedule.

If you want to make sure your links and everything looks good before
sending it, you can click “Send to Myself.”  It will email you what the email
looks like, and then you can come back and Send.
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Update Your Profile

Your Profile can be customized and updated to reflect all of your current
information.  This information is used for the website and for other
members to see who you are and what you do, so make sure this is
updated with at least your business information.

From your Dashboard, Click on “My ClubRunner,” then “My Profile.”
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Click on the “Edit” button on the top right.
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Make sure that you complete your “Work” information.   This is the
information that will help customers and other members see your
business and contact information.  

Once you have made your changes, hit “Save” in the bottom right hand
corner to make sure it saves all of the updates.



ClubRunner App
You can also download the ClubRunner App (it’s free), which will help you
stay connected with everyone and keep you updated on upcoming
meetings and events.

App Store/
iPhone

Play Store/
Android

Home Page

See the list of current
members (affiliates and

REALTORS®)

See the current Board
of Directors

See the upcoming
events including

Meetings and Events

This takes you to the
“MyClubRunner” menu,
which is where you can

edit your Profile and
read the club Stories.Page 23 of 26



Mobile App Notifications

The ClubRunner mobile app lets you send a Notification to all members
(such as a reminder of an open house or committee meeting), that will
send to their phones if they have the ClubRunner app and notifications
enabled.  This is a great tool to quickly remind everyone of an event or
meeting, too!
Once you log in, click on the top 3 lines on the left.

Once you get into the next screen, click “Compose.”
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It will ask you who you want to send the notification to (in most cases, it’ll
be All Active & Honorary Members).  Check that box.

Type in the Title (similar to a subject line), and your message.  Then hit
send!
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