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TITLECommunicating with ClubRunner
Presenter: Meredith Green

greencpa@earthlink.net 
206-979-3700

Presentation and other Templates

Get this PowerPoint and other templates at  

https://brandcenter.rotary.org/

Note – you’ll need an RI logon
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Goals of Presentation

• Show how to establish website and send 
eBulletin using ClubRunner

• Assume knowledge of basics of ClubRunner

• Provide Resources

• Answer questions

• Presentation link at www.Rotary5020.org

• Note slides are a combination of ClubRunner 
V2 and V3 – your options may look slightly 
different.  I will speak mostly to V3

ClubRunner Version 2 vs 3

• V3 is web-based so it is faster

• V3 is more flexible for eBulletins and Website 
– uses more current technology

• V3 doesn’t have the Duty Roster.  Will be 
replaced by Volunteer Manager, which is 
currently under construction

• V3 email functionality & speed better

• Basics are the same
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Rotary Central vs District vs Club’s ClubRunner 

• Rotary International (www.rotary.org) 
– Some clubs integrated so designated membership 

information is updated automatically

– Rotary Club Central where goals are set

– Rotary Brand Central

• District (www.rotary5020.org)
– District website and information

– District Member Search

– Shared district documents

• Your club’s site – where you’ll be most  

5 Clubs Not Integrated

• Tacoma Sunset

• Tacoma 8

• Port Townsend

• Parksville

• Hoquiam
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17 Clubs Not on Club Runner

• ‐ Aberdeen

• Campbell River

• Hoquiam

• Ladysmith

• Nanaimo Daybreak

• Nanaimo Oceanside

• ‐ N Mason County

• ‐ Parksville

• Port Alberni

• Port Angeles

• Port Townsend

• ‐ Pt Townsend Sunrise

• Qualicum Bch Sunrise

• Shelton

• ‐ Tacoma 8

• Tacoma Sunset

The District Directory (Printed and online PDF)
District Governor’s Message
District Goals
Rotary International President 2014-2015
District Governor 2014-2015
District Governor 2015-2016
District Governor 2016-2017
Assistant Governors
District 5020 & Rotary International
Organization & Administration
District Governor’s Official Visit
District Governor’s Visit Schedule
National Anthems & Flag Etiquette
Calendar of Events 2014-2015
The Object of Rotary
Dues & Insurance
Liability Insurance
Budget for 2014-2015
Rotary International Information
District Council 2014-2015
Committees & Representatives (Update)
Club Presidents, Presidents-Elect and 
Secretaries
District 5020 Rotaract Clubs
District 5020 Interact Clubs 

Each club 
will receive 
12 copies
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Login
Click here to access 

member area

Club Site
Can also 

navigate by 
clicking tabs

ClubRunner Help

Blue = user has 
permission

Gray = no access
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Access Levels

30 Site Administrator

40 Club President

50 Club Executive

60 Editor

70 Member

80 Restricted Member

90 No Access

•
More at: 
http://clubrunner.helpserve.com/Knowledgebase/Articl
e/View/333/0/what-access-levels-are-there-in-
clubrunner

Access controlled 
by club

eBulletins are EASY
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The Building Blocks

The Building Blocks

ClubRunner 
Help
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Designer

Designer Tab

Themes – 25 to choose from

ClubRunner 
Help
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Website Designer Settings

Settings 
Tab

Website Content
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Website Designer Content Section

Tabs for Essentials, 
links, events, custom 

widgets, etc.

“Essential Widgets

Poulsbo’s Content Change 
Template 
Here
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Creating a Custom Widget

Move to 
where you 
want on 
template

Creating a Custom Widget

Hover over item for 
instructions

Will insert a link to 
highlighted item
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Creating a Custom Widget

Select Link 
Type

Select 
Item From 

List

Save

Creating a Custom Widget

Publish

Success!



13

Adding/Editing a Story

Adding/Editing a Story
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Adding/Editing a Story

Adding/Editing a Story

Right click on 
image to change 

properties

Control size, 
borders, etc. 

here

Important! 
Locks aspect 

ratio so 
image isn’t 
wonky
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Adding/Editing a Story

Can save as 
draft

Click more to add to 
home page or eBulletin

Adding/Editing a Story

• Select where to display story and save
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Adding/Editing a Story

Preview, Edit, Settings, Delete

Move

Managing Stories
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Finishing Home Page

Publish

Creating the Bulletin
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Creating the Bulletin
Click here 
to close 
tour

Creating the Bulletin

Select bulletin

Select users (note that “friends” 
and others are added in 

membership area

Send to just 
myself

Automatically 
archive
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My Friends

My Friends

• Add friends to enable them to receive 
eBulletins, etc.

Add friends 
here
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Mailing Labels

Mailing Labels

Step 1 ‐ Generate to update list

Step 2 – View PDF

Standard Avery Labels #5160
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Emailing

Version 2 (shown 
in next slide)

Option for 
Version 3

Emailing
Custom 

Distribution 
Lists

Write an 
email
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Emailing

Club leaders can email other 
club leaders in district

Once selected, if desired, click 
+ to expand list

Customize in 
profile

Club Leadership can email 
other leaders in district

Attachments and Sending

Can send test 
email to just 
yourself
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Documents

• Click “View Club Documents”

Club Documents

• From here, add a folder, document, edit, delete, move up, move 
down, copy link

Expand or 
collapse 
folders

Search

Click on document to 
view – will provide 
option to open or 

save
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ClubRunner iPhone Ap

ClubRunner iPhone Ap
Call or map from contact, 

or Add Contact to your phone



25

ClubRunner iPhone Ap

Find club meetings based 
on your current location
(and map from here)

About 5020
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The Website – Areas of Service

District Resources

Click here for 
printed district 

directory

Online org 
charts



27

District ClubRunner Navigation

Click for 
Administration 

page

Click icon to 
access data

Click tab

www.Rotary5020.org
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District Member Search

• Click on Search Member e-Directory

Type in at least one 
piece of info and 
select search

District Member Search

Click here 
to email

Click on plus to 
see detail
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District Document Download

• Click “Document Download” from Admin page

Document Download – Shared Documents
Initial view is 

collapsed. Click on 
folder to expand
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Resources

– ClubRunner Ap for iPhone 
(http://itunes.apple.com/us/app/clubrunner/id4
34696377?mt=8)

– ClubRunner  Help
http://clubrunner.helpserve.com/Core/Default/I
ndex
1-877-469-2582

– Meredith Green
greencpa@earthlink.net
206-979-3700


