
 
ClubRunner’s Rotary Club of Ladner website 

A Primer 
 

www.rotaryladner.org or https://portal.clubrunner.ca/603 

 

 

 

 

1. click on Member Login 

2. if account 
set up, enter 
your 
information 
and click 
Login 

if no account 
set up, click 
on “New 
user?” 

3. if no 
account set 
up, enter your 
information 
and click on 
“Submit” 

4. if no 
account set 
up, after 
“Submit” 
(above in 3) 
respond to 
the email you 
will receive to 
validate 
account 

http://www.rotaryladner.org/
https://portal.clubrunner.ca/603


 

 

 

 

5. Admin page 
when you log 
in as a 
member 

for most 
members, the 
section on “My 
ClubRunner” is 
the focus 

 

6. in “Edit My 
Profile” a page with 
your contact         
information displays 

you can change the 
information and 
save 

there are six 
navigation links in 
your record which 
Rotary has entered 
or which you can 
complete (eg 
Biography can 
summarize who you 
are, of interest to 
other club members 
in getting to know 
you)                      

 



 
 

 

 

 
 

7. to navigate back 
to the main Admin 
page click on the 
back arrow 

or 

click on “Admin” 
then click on 
“Admin” which 
appears below it 

 

8. “View Club Directory” takes you to a page 
with the alphabetical list of members and 
contact information 

click on a name and it will open to the full 
record as shown above in 6. “Edit My 
Profile” 

if you want to print the member directory, 
click on “Printer Friendly Version” 



 

 
 

 

 

 

 

 

 

9. “View Club Documents” takes you to a page with all 
the club documents which have been posted for 
members’ reference 

some documents are out of date and need to be culled 

members can create a new folder and add documents in 
that or just add a file – for access of other members, copy 
the url or website page address for the document or 
folder and paste that into a message  

documents for download by non-members are usually 
posted through a link on the website home page 



 

 

 

 
 

  

10. “My Friends” allows members to add friends of Rotary 
or prospective members or sponsors to a distribution list 
for the club’s monthly Bulletin, event announcements and 
other communications when the Friends distribution list 
is selected 



 

 

 
  

11. “Email Message Center” allows members to view 
email messages which have been distributed or are 
scheduled for delivery 

also, members can send messages to some or all other 
members by clicking on “Compose new message” 



 

 

12. To send an email message to members and others, when you click on “Compose new message” 
you come to the page, “Create Email” 

Step 1: who is going to receive the message?; tick the first box for “Active and Honorary Members” for 
all club members; to send to only some members and not others, click on the blue “+” sign and then 
select those members (all other lists, and others which could be created, will usually be non-Rotarians 
or groups of Ladner Rotarians in committees) 

Step 2: enter the “Subject” (replace the subject which may default in that box); type your message in 
the message box; to add the name of each member receiving the message, at the beginning or in the 
body of the message at the position you select with your cursor, you can add “Insert Mail Merge 
Fields” by clicking on the down arrow for Recipient and selecting one or more of the options + same if 
you want to your name or that of somebody else in the club in the Sender area 

Step 3: if you want to attach a file, click on “Select Files for Upload” 

Step 4: if you want message recipients to see who received the message, tick that box, and if you 
want to receive a copy of your message and to see when others have received it, click on “Copy me on 
this email” 

Step 5: you can test the message to see how it looks as the recipient would see it by clicking on “Send 
to Myself” then wait a moment and check your email inbox; if you want to “Save as Draft” you can 
come back to the message and change the content and/or distribution list; if you are ready to send, 
click on the orange “Send” button; if you want the system to send the message at a later time, click on 
the “Schedule” radio button, enter the date and time preferred and then click on the orange “Send” 
button 



 

 
  



 

 

 

 

 

 

 

 

13. ClubRunner has a mobile app which can be downloaded 
for Apple or Android (possibly other platforms?) 

When the app is downloaded and you have entered your 
account information, just click on the app button on your 
mobile screen and up pops the list of members (click on a 
member for contact information) or by clicking on the stack 
of three horizontal lines top left of the screen, you can 
select other club information, and even District 5040 
information 

 


