ClubRunner – Communications – Email
1) Log Into ClubRunner
2) Open COMMUNICATIONS link on the left margin
3) Select EMAIL and/or COMPOSE EMAIL to open the email page
a. Add a Subject to the Subject field
b. Type the Body of the email
i. All normal Word document options are located at the top of the Body section and are available to be used within the body of the email. (Bold, Italics, Underline, insert image, font colors, sizes, etc etc) 
1. Hover over an icon to read a pop up about that command
ii. If NOT using data base FIELDS just type your generic email 
iii. If using data base FIELDS (from the tabs on the Right Side of the page), insert them into the body
1. Specifically FIRST NAME or NICKNAME
4) ATTACHMENTS can be added to the email by scrolling down below the Body section of the email and using the SELECT FILES FOR UPLOAD box.
5) After composing the email, use the tabs on the Right Side of the page to select RECIPIENTS
a. Usually, the email will be sent to all club members, or just a handful. Use SMART LISTS for a bulk email to all members, or INDIVIDUALS for individual members. You need only select from a Group or as many Individuals as you want to send the email to. There is no need to access all three sections of the Recipients area
b. Select ADD SMART LISTS to use a bulk email list
i. For ALL MEMBERS – check the top box labeled ACTIVE AND HONORARY MEMBERS (ALL)
ii. Otherwise, select the appropriate drop down box to check
c. Select ADD INDIVIDUALS to add an individual member
i. In the RECORDS field, enter complete or partial First or Last name…the system will auto complete and then you select the member you wish to send the email to
ii. You can repeat this process as many times as needed to add multiple members
d. Select ADD EXCLUSION LIST to select a list of members to exclude from the email. This will be rarely used.
6) Once the Subject, Body and Recipients areas are managed, the green SEND box will become active at the top right of the page. 
a. Click the drop down arrow to schedule a later time to send the email
b. OR click SEND to move to the review page
7) After clicking SEND, a review box will pop up. Confirm the information that’s presented, then either select CANCEL to edit something, or SEND to send the email
