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The Bulletin Designer for ClubRunner gives you a convenient way create and customize
your club bulletin. You can pick your theme, configure your layout and even add customized
content throughout - and as always, no coding or special skills required. Just to make things
even smoother, you won't have to worry about converting over your existing content -
we've already ported over all your Bulletin content to the new designer and selected a
default layout and theme to get you started right away.

1. To access the bulletin editor, you must first log in to your club home page. Once you
have done that click on the Member Area link near the top right of the page.

Q | Member Login

Rotary Home  AboutourClub ~  Calendar ~ Contact Us
Green Town

Q  Edward Chu Member Area | Logout
Rotary Home  AboutourClub~ Calendar~ Contact Us
Green Town

2. You will see a number of tabs running across the screen. Click on the Bulletin tab.

Bulletin

My ClubRunner = Communication Membership = Organization = RI Integration =~ Website = Reports  Events = Help

Admin |

3. Now, click on the Manage Bulletins link.

Admin | My ClubRunner ~ Communication BGITISTE Membership  Organization  RI Integration = Website  Reports  Events  Help

Manage Bulletins ~ Bullelin Subscribers |

4. On the left side of the screen, you will see a number of bulletin options under the
heading eBulletin 3.0. Click the Edit Bulletins link.
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5. You are now on the Bulletin List screen. Here, you can view or edit existing
bulletins, as well as create new ones.

Bulletin List

Click on Bulletin Name or Edit to access the bulletin designer.

Search: ® Create New Bulletin

Date Name Last Sent Published On Visible on website Actions
Dec 11, 2014 Spring Fling Dec 21, 2014 v Edit | Live Preview | Copy | Send | Delete | Archive
Dec 11, 2014  Happy Holidays Dec 18, 2014 e Edit | Live Preview | Copy | Send | Delete | Archive
Mov 17, 2014 Green Town Rotary News Dec 18, 2014 v Edit | Live Preview | Copy | Send | Delete | Archive

Showing 1 to 3 of 3 entries

6. To start designing a new bulletin, click on the Create New Bulletin button.

Bulletin List

Click on Builetin Name or Edit to access the bulletin designer.

Search |0 ® Create New Bulletin

Date Name Last Sent Published On Visible on website Actions
Dec 11, 2014 Spring Fling Dec 21. 2014~ Edit | Live Preview | Copy | Send | Delete | Archive
Dec 11, 2014  Happy Holidays Dec 18, 2014 Edit | Live Preview | Copy | Send | Delete | Archive
Nov 17, 2014 Green Town Rotary News Dec 18, 2014« Edit | Live Preview | Copy | Send | Delete | Archive

Showing 1 to 3 of 3 entries

7. Next, you will need to enter the information and setting for your bulletin in the fields
provided.



Name:
Date:  Dec 22, 2014 *
Copy Bulletin From:  Select a previous bulletin if required. v
Bulletin Group: Mon-Member Mews ¥ or create new:

Visible on Website: 1/
Access Level: Public  '® Requires Login

Editor Name:

Editor Email:

Content Template:

You can change this later by clicking the change tempilate button in the Builetin Designer.

Cancel &

8. Fill in the fields with information as indicated below. When you are finished,
click Save to keep the details, or Cancel to discard them.

o Name: Name of the Bulletin.

o Date: Use the Calendar Control to set a date for the Bulletin.

o Copy Bulletin From: This option allows you to reuse the information from a
previous bulletin. The information setup from your selected bulletin will
appear in your new bulletin. You can modify the new bulletin when copying.

o Bulletin Group or Create New: Allows you to assign the new bulletin to a
currently existing group. If you require a new group, enter the name to the
right of Create New.

o Visible on Website: Click this checkbox if you would like to display the
Bulletin on your Home Page.

o Access Level: Determine if this Bulletin is available for the public or
members only.

o Editor Name: Assigning the creator of the bulletin

o Editor Email: The email of the sender

o Content Template: Select the template you wish to use on your bulletin.



Name: | Green Town Rotary News
Date:  Dec 22, 2014 *
Copy Bulletin From: | Select a previous bulletin if required. v
Bulletin Greup: | Non-Member News ¥ or create new:

Visible on Website:
Access Level: Public  '® Requires Login

Editor Name:  Judith Merril

Editor Email:  jmerril@example.com

Content Template:

You can change this later by clicking the change template button in the Builetin Designer.

9. The bulletin designer lets you organize how your bulletin is going to be set up and
what it will look like. Customize your Bulletin even more by choosing different
themes, color schemes and properties using the following options:

o Properties: This button lets you change general information about your
Bulletin such as name, group, editor, etc. set at the creation process.

o Text Version: You can create a plain text version of your bulletin for email
clients that cannot render HTML emails. For more details on this option please
visit our Plain Text Bulletin - Best Practices knowledge base article. Your

link will open in a new window.

o Change Theme: Select any of the available themes to reflect your preferred
style, including the colours, fonts and overall look and feel of your bulletin.

o Content Template: The Content Template button defines the Bulletin layout.
These options were set at the creation process, however they can be changed
at any time. There are 11 different layouts to choose from.

Bulletin Designer: Green Town Sp"ng News I £} Properties || Aa Text Version | & Change Theme || @! Change Template I

Choose Bulletin Banner

Top Left Top Right

Executives & “%DJ { Club Information Q%D J

Directors

Main

Adding Widgets
A Widget is an application, or a component of an interface, that enables a user to perform
a function or access information. When editing a bulletin, the widgets are visible on the left


https://www.clubrunnersupport.com/article/889-best-practices-when-using-the-plain-text-bulletin

side of the screen as a series of orange tabs.

1. Simply click on the orange tabs under the Website 3.0 heading to browse the
widgets available.

Website Designer 3.0

Select from the categones below to add new
widgets to your bulletin. Be sure fo click the
Publish Bulletin button to save your changes.

Bulletin & PR § Custom Widgets {Global)

Custom Widgets (Bulletin Specific)

Meeting Information

Executives &
Directors

&
4
Buletin Sores. 5
&

Bulletin News

2. Once you have located a widget you wish to place, you can hover your mouse icon
over the widget. A magnifying glass icon appears. Click on this icon to see a preview
of the bulletin with the widget in place.



Bulletin & PR § Custorn Widgets {Global)

Custom Widgets {Bulletin Specific)

"

Meeting Information <€E">
ra0 & Drop to Desion Ares b
Preview how this widget will appear on yc
F o
Executives & ESEE
Directors
L. ot
' b
Bulletin Stories E
L o

3. If you click on this icon, a preview of the bulletin with the widget in place appears in
a pop-up window. You may click on the column view icons to see how the widget
would display in bulletins of various column sizes.

Club Information (Live)

Meeting Information (Essentials)

@ Club information displayed in the bulletin

Select a column view o see how this widgei would be displayed in different column sizes.

v
@ -
Club Information
Welcome to our Club!
Service Above Self
We meet Tuesdays at 7:00 PM
Eugene V. Debs Memorial Hall
=] LIGHT l_IJ‘P 4 Sinclair Street
iof ROTARY Green Town, WI 54459
United States
-_— ﬁ- District Site @ Venue Map

4. You can click and hold your mouse button over the widget and drag it in to position.
Release the mouse button to finalize the position and drop the widget. Depending on
where you drop the widget it will resize to the width of the column.
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Bulletin Designer: Green Town Spring News

Choose Bulletin Banner

Top Left Top Right

{ Executives & Q%&} t Club Information Q%ED J

Directors

| 7
| 7

5. Once you have finished placing content in your bulletin, you may preview the result
by clicking on the Preview Bulletin button at the top right.

| %, Preview Bulletin & Publish Bulletin

| €% Properties || 4a Text Version || & Change Theme || @m! Change Template |

6. If you are satisfied with the layout of your bulletin, click the Publish Bulletin button.

[P e e P e
e ReL =@ O, Preview Bulletin &) Publish Bulletin
b e

| € Properties || Aa Text Version || & Change Theme || @! Change Template |




