MASON COUNTY
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REALTORS"

Est. 1964

how to
ClubRunner

A step-by-step guide to help MCAR members
navigate ClubRunner, stay connected, and
make the most of your membership.
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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.

You can also log in directly from the ClubRunner login page:
https://portal.clubrunner.ca/101102/User/Login?

QOriginalUrl=heVecMBG6bAKYwWGIVO8VD32/BOQXCL5VH5ERLENaH40OUO0EBLH
LHMEtCy8BkFOIRhw

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.

ClubRunner

ClubRunner

# Home

. ) Retrieve Login Information
Enter your login information below:

Please enter your email address to retrieve your
Username Forgot username? username and reset your password.

tphillips = First Name
&

Password Forgot password?

Last Name *

ol i 7
I Keep me logged in New user? EI

Login
) * Denotes a required field.
OR

© 2002-2025 ClubRunner. All rights reserved. Send me a Magic Link #
Privacy Statement | Cookie Palicy | Online Help | System Requirements

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.

A7
MASON COUNTY =

RELTTES [
Welcome Edward! My Attendance Bulletins [

Access all the tools and resources you need to stay
connected with your club.

O 0

=

Club Documents

My Email History

a My ClubRunner Events & Volunteering

Keep in touch with your club members. Stay current on all your club’s events and activities,

NS O | D

Email Services + Compose Email My Friends List Upcoming Events My Volunteer Hours
Club Information My Mew Member Activities Volunteer Signups

Club Documents Club Directories O, Search

Club Committees eDirectory Reports

Club Executives & Directors

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

iation of Realtors

r
Admin @UEETLHMUTEY Communication  Bulletin Contacts  Membership  Organization  Attendance  Website Reports Events Volunteers  Donations

My Profile My Commitments My Attendance My Committees  Directories  Email Message Centre My Account Balance My Email History My Friends
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On your member profile page, you will see “Settings” under your photo.

Member Profile

Erin Aaronson
™ Printable Version

Personal Rotary Biography Commitments | Settings | Privacy

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

Personal Rotary Biography Commitments Settings Privacy

|

Fields marked in red are required.

System Login

Club Access Level 70 - Member |~ Login Mame [Erin.Aaronson. 13684

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

Fersonal Rotary Biography Commitments Settings Privacy

Fields marked in red are required.

System Login

Club Access Level 70 - Member |- Login Name NewLoginNamel

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.”

Vlason County Association of Realtors

7
Admin @ Communication Bulletin  Contacts Membership  Organization Attendance Website Reports Events Volunteers Donations

My Profile My Commitments My Attendance My Committees  Directories  Email Message Centre My Account Balance My Email History My Friends

Click on the “Settings.”

Personal Rotary Biography Commitments | Settings | Privacy

Member Details

Title Gender Male

Eiret Marms Aarnn Date ~Ff Bieth L 29 9090

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

Personal Rotary Biography Commitments Settings Privacy

System Login

Club Access Level 30 - Site Administration Username  Aaronson.Aaren

I Password Change Password I

hMombar Brlac

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!

Old Password
Enter New Password Begin Typing

Confirm New Password

Password should contain at least 8 characters and 1 number
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Get to Know CR

Once you’ve logged in to ClubRunner, it will take you to your Dashboard.

A7
MASON COUNTY =

REALTORS' [A]] ~
Welcome Edward!

Access all the tools and resources you need to stay
connected with your club.

=Y
@ Help 9 6;‘"

My Account Balance My Email History View Directories

My Commitments My Attendance Bulletins [

L

Club Documents

a My ClubRunner Events & Volunteering

Keep in touch with your club members. Stay current on all your club’s events and activities.

Email Services + compose Email My Friends List Upcoming Events My Volunteer Hours
Club Information My New Member Activities Volunteer Signups

Club Documents Club Directories Q, Search

Club Committees eDirectory Reports

Club Executives & Directors

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”

a My ClubRunner

Keep in touch with your club members.
\./ ‘ Email Services <» E’] Help

( Email services + compose Email) My Friends List
Club Information My New Member Activities
Club Documents Club Directories Q, Search
Club Committees eDirectory Reports

Club Executives & Directors

You can also access Email Services on the top toolbar by clicking
“Communication,” then click “Email Services.”

Mason County Association of Realtors

Admin My ClubRunner EeJyluliile=10L 8 Bulletin  Contacts Membership  Organizatig

Email Services  Mobile Notifications ~ Email Traffic Report  Manage Blocked Emails

\

Page 9 of 26



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.

Create Email

Last saved on Apr. 15 2025 at 3:53 p.m.

€ Hide Recipients

Step 1:

Select the recipients of this message by expanding each category, then clicking the "Expand
List” link. Please note: you will not be able to select recipients that have not supplied an email

address.

E3 | | Active and Honorary Members (0/136)
Other Users (0/0)
Inactive Members (0/302)

Custom Distribution Lists (0/52)

Contact Groups (0/11)

Volunteers Expand (0/7)
No Group Expand (0/4)

Step 1:

Select the recipients of this message by expanding each category, then clicking the "Expand
List” link. Please note: you will not be able to select recipients that have not supplied an email

address.
& || Active and Honorary Members (0/136)

Active Expand (0/134)
Honorary Expand (0/2)
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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.”

Seoces Club Communication
Manage Emails
Edit Custorn Distribution Lists I To modify or resend a message to the same recipients, click the Resend option. Use the Copy option to copy the email with the selected recipients,

Email Templates Show All Emails Rz el | Active Emails v

New Member Templates

Cust Signatur
ustom Signature Status « Subject + OWner « Actions

Help

Email Distribution Lists

Create New Distribution List

Mo Distribution Records.

Edit List
Distribution List Name: Add members to distribution list;
Charity Committee Aaron, Johnathon
Distribution List Members: Aaronson, Abe
; Aaronson, Erin
m Adams, Shawn
Arnold, Kathy
| N 1 i P
Edit List
Distribution List Name: Add members to distribution list:
Charity Committee Aaron, Johnathon
Distribution List Members: Aaronson, Abe

. Aaronson, Erin
m Adams, Shawn
Arnold, Kathy

Bartlet, Josiah

(< <]

Bennett, Norma
Black, Johnny
Bowman, Angela
Bowman, Peter
Bowman, Phillip
Boyd, Nicole
Burke, Martin
Burns, Judy

o A o o Y

Members with disabled checkboxes do
not have an email address and cannot
be added to the distribution list.

<< Add To 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.:

Step 1:

Select the recipients of this message by expanding eaq
List” link. Please note: you will not be able to select reg
address.

E3 B4 Active and Honorary Members (123/136)

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.”

Step 2:
band Enter your email subject and message.
email

Subject

Broker's Open Tomorrow!

B Templates and Merge Fields

(:";-.'-'li-fti'. lemplate | — Select Group — w
= Select Group —

Recipient ~ Add

System
Sender Add |
Account Account Full Name i ‘ Add

The Nick Name merge field will be replaced by First Name if it is empty
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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.”

Step 2:
e "Expand Enter your email subject and message.
ed an email blagt
Subject

Broker's Open Tomorrow!

B Templates and Merge Fields

Select Template | Custom v

- Select Template -- minsert

- Select Template -

Recipient
Join Us - Committes Meeting!

Sender

Account Account Full Name v Add

The Nick Name merge field will be replaced by First Name fit is empty.

The template will |50|-o L]p in your email Body field. You can then go putin
the details with the address and customize further if you would like.

B Templates and Merge Fields

Custom w
You're Invited - Brokers 0 ~ Insert
Recipient Reciplent Title ~ Add
Sender Sender First Name w Add
count  Account Full Name ~ | | Add

@ @ B « = 2= & Link ™R Q by | Eimage [ Templates = @ ) o=

e ormat - ont - iza - u X, ® E X 2 B = A-1133 | U
B0 52|l F 5 B I U S L, 22 == B A 191

B Source
Hey $FIRST_MAMES |

I'm hosting a Broker’s Open and would love to see some friendly faces drop by! Come tour this great listing, chat with fellow
agents, and grab a bite while you're at it.

© Where:
T When:
@ Hosted by:
£ MLS #:

w Perks: Tasty lunch + good company + a gorgeous home = win-win-win

Page 13 of 26 Feel free to share with your network or include it in the association’s member updates—thanks so much!




If you would like to attach a file to your email (such as a flyer or
document), that is where Step 3 comes in.

Total characlers including HTML: 1625/100000 . Text version .
Step 3 (Optional):

Upload attachments to your email.

‘ Select Files For Upload ‘ , Maximum 5.00 ME per file
| Total attachment size: 0 B/6.00 MB
A

(w3

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.

Step 3 (Optional):

Upload attachments to your email.

Main Street Townhome Neighborhood.pdf 3.99 MB

Maximum 5.00 MB per file

Select Files For Upload I . e il
otal attachment size: 3.99 MB/6.00 MB
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Embedding an Image in Your Email

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.

= Templates and Merge Fields

Select Template - Select Group -
Recipient Recipient Title
Sender Sender First Name

Account Account Full Name

@ @ @ = iz
&l | 32 MNorma
[3 Source
Dear SNICK_NAMES $L
Image Properties b4
URL
E g8 Sefve
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Click the “Browse Server.”

Image Properties x
Image Info Link | Advanced
URL
Browse Server
Alternative Text
Width Preview

Lorem ipsum dolor sit amet, consectatuer adipiscing -~
8 C |eit Mascenas feugiat consequat diam. Maecenas

Height matus. Vivamus diam purus, cursus a, commodo

non, facilisis vitae, nulla. Aenean dictum lacinia

tortor. Nunc iaculis, nibh non iaculis aliquam, orci

felis euismod neque, sed omare massa mauns sed

velt. Nulla pretium mi et risus. Fusce mi pede

Border tempaor id, cursus ac, ullamcorper nec, enim. Sed
0 tortor. Curabitur molestie. Duis velit augue, |
condimentum at, ultrices a, luctus ul, orci. Donec I
HSpace pellentesque egestas eros. Integer cursus, augue in
cursus faucibus, eros pede bibendum sem, in
tempus teBus justo quis ligula. Etiam egel tortor -
VSpace 14 b
Alignment
<not set> *

Ky conce

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).

Folders Upload “Ce Refresh Settings '_:JF‘-’:\ mize 4 Search
# (] CubRunner Images (locked)
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(] Organization Images (locked) s e
= Admin Tustaflation .
] Oysterfest 2019 urr{m‘ VOTE
1 Summer 2019 ke oy
] Fall 2019 .
(] Spring 2019 o "l'n'
] Association Pix and Logo m “‘
- —J HIB 2019 image(5) png image(4) png installation-Dinner-fiyer-fina
8 ] Mylmages 1MHY2019 758 PM 11/5/2019 4:56 PM 112019 627 PM
# (] Photo Albums (locked) 334MB 64 KB 265 KB
e el — - — 8
Duslaflation Pustaflation =
DINNER DINNER :
ALAYRT L] 1Y LS LY ¥
= e @il i
e ot e T iy e
fiol afd  Mmbefd A

Instalabion-Dinner-fyer-final
1172019 6:07 PM
265 KB

Installation.Dinner. fiyer.final
1MM2019 553 PM
266 KB

McComb.Open-House pg
10/232019 5:52 PM
26T KB




Click on the Folder that’s called “My Images,” then click “Upload.”

Fﬂ'ldEI'E e 2 Fefrest Settrigs 1';} Maximiz
i ] ClubRunner Images (locked)
_‘j Organzation Images (locked) i e Em--amr_q-,
phar ™y Dustaflats
. AL .
d Oyslerfest 2019 DINMER \
(] Summer 2019 i iy
(] Fall 2019 :
._"ISpnn_ﬂ?u-'g | ...a_,m.
] Association Pix and Logo M o '
_ e image(3) png image(4) pi
— ¢ TIH“—m'Hﬂ 11132019 7:58 PM 11/5/2019 454
[ STV r X e st s i Tn ) 7

Click Desktop, then find your picture. (This may be in a different folder
also, wherever you saved it)

€ Open
€« « 4 I > ThisPC » Desktop
Organize » MNew folder

e Name Date modified Type

v 3 Qg 5
& Screenshot_20191107-091907_Google Pla...  11/7/2019%:20 AM  JPG File
& Screenshot_20191107-091640_Title ToolBox  11/7/2019 %18 AM  JPG File
SRS W Screenshot_20191107-091643_Title ToolBox  11/7/2019%:18AM  JPG File
; 1
1

| Documents 12AM  JPG File

i Seeeaachat 20191107-091648_Title ToolBox  11/7/2019 &:18
Us] AF # 1936541 11/4/20

W W W N

&= Pictures 911:33 AM Adobe Acrobat D...
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Once it downloads, it takes you back to this box:

b e

Folders
+ ] ClubRunner lmages (locked)
"] Ceganizaion images (kcked)
- :]_-'-'ﬂ'l'l'l
= ' My images
) Affilkabe | ogos
=
- :]_Mu-'llllmgm:

o Upload <= Redrash

To select an image from any library. double click on the thumbnail

* Samnas (il Maimize

—

Teslaflalica

E [!IPIIQIIER :
—p

-—r-'r\.'-.l L.

' ]

il o §
mage: 5) pog

A28 TSEPM

I3aME

Mote that the first two folders are shared Ewaries and images cannot be uploaded to them. The third folder (My Images) is you
owm website's ibrary and can be customized. To upload a new image, click on this folder then select the Upload link at the top

4, Semrch

Mage £ pg
1/SZ019 455 PM
&4 KB

Double click on the picture you want, and then it takes you back to the

“Image Properties” box.

Image Properties

Image Info

URL

Width

813
Border

0
HSpace

VSpace

Alignment

747
Height

Link Advanced

https://clubrunner blob.core windows.net/(

Alternative Text

Preview

Browse Server

<not set> v
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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!

@ @ @ - . -lex o | 8.

[
o,

Drear SNICK_NAMES SLAST_NAMES

If you need to adjust the sizing, just double-click the image and it will
bring the box back up.
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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.

Step 3 (Optional):

Upload attachments to your email.

Main Street Townhome Neighborhood. pdf 399 MB

Select Files For Upload Maximum .00 MB per file
1t size: .99 MB/6.00 ME

Step 4:

Choose your email options and send.

Include link to list of recipients

Send me a copy of this email

Step 5:

You can send the email right now, or click on schedule to choose when you would like to send it.

(®) Send right now
Schedule

Save as Draft ISmdeyaelf

¢ Go back

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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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

Update Your Profile

updated with at least your business information.

From your Dashboard, Click on “My ClubRunner,” then “My Profile.”

Mason County Association of Realtors

Admin [ET=ILETLLTEIE Communication

My Profile My Commitments My Attendance

Bulletin Contacts Membership

My Committees  Directories

Organization  Aftendance Website Reports

Email Message Centre My Account Balance

Click on the “Edit” button on the top right.

Member Details

Title

First Name
Middle Name
Last Name
Nickname

Suffix

Preferred Address
Preferred Phone

Email

Kathy

Arnold

Home

Home

kamold@example.com

Gender

Date of Birth

Anniversary

Spouse/Partner First Name
Spouse/Partner Last Name
Spouse/Partner Nick Name
Spouse/Partner Date of Birth
Dues & Billing Preferred Email

Alternate Email

Female
Aug 11 1981
Feb 05 2009

James

Jim
Jan 11 1982

Primary Email

Page 21 of 26
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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.

Work
B . Aegis Land Title Group Position/Title Account Executive
dress Line 1 124 N 2nd Street Business Phone 9 350-522-3622
Business Fax 1 IB0AZTTITE

Sheltan Website URL wnwaglg com

untry United States of Amenca e

* Washinglon -

ode QBSR4

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

See the list of current
members (affiliates and
REALTORS®)

App Store/
iPhone

Home Page

Mason County Association
of REALTORS (5584)

REALTOR® PO Box 908, Shelton, WA 98584

Fridays at 12:00 p.m.

General Membership meetings are held on the
third Thursday every other month. (January,
March, May, July, September, November).

Check your emails for location @
Shelton, WA
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Play Store/
Android

See the current Board
of Directors

See the upcoming
events including
Meetings and Events

This takes you to the
“MyClubRunner” menu,
———p Which is where you can

edit your Profile and

read the club Stories.




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.

9:44

o ¥ . Purple Matro
Mason County Association

of REALTORS (5584) My Clubrunner

Edit Profile

PO Box 908, Shelton, WA 98584

REALTOR’

% All Events

&}  Preferences

Fridays at 12:00 p.m. Sign Out

General Membership meetings are held on the
third Thursday every other month. (January,
March, May, July, September, November).

Club Members

Check your emails for location ¢ S ot BN
L

Shelton, WA Club Stories
B
G e
§ Z & A MyClub
= 7 E
z .
W Birch g : , Club Donations
Walg, Iapanves restaurant Q @ The City Center
f & er 5t Wikl Best Rates Motel
3 § gL =%
=z 3 5
- =, , o i
Builders FirfiSource. 3 Q
r_l-‘ Member Search
i & B oistrict Notifications
£l Sarape Shelton (D) W Frankiin g =z E ey
Wilde Irish Pub = = Club Listing
B CJ's Corner Restaurant
W Railrdad 4,4 e District Executives
Shelton Civic Center =
%g T @ — W District Stories
aen I
) ‘.f District Donations
Members Executives Events Menu

I (=) <

Once you get into the next screen, click “Compose.”

2:45 © R N=F . 95%N

=  Club Notifications 3
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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.

2:45 © M oRNT . 95%N

< Send Notification > |

Recipient Groups

All Active & Honorary Member9

All Current Year Executives & Directors

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

2145 @ M

<« Send Notification

Recipient Groups

All Active & Honorary Members
|:| All Current Year Executives & Directors

Title
14 / 40 Characters

Broker's Open!

Message
17 / 600 Characters

Join me tomorrow!

C— )

. —_

Page 25 of 26






	Logging In
	Logging In
	Forgot Username or Password
	Change Username or Password
	Change Password

	Change Password
	Dashboard Overview
	Sending Emails
	Let's Send an Email
	Embedding an Image in Your Email
	Update Your Profile
	Download QRs
	Mobile App Notifications
	Untitled

