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Samuel Mburu Mwangi 
innovation@rotary9216.org 
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Step 1 
Go to rotary9216.org and click on ‘Member Login’. 
 

 
 
Step 2 
Log in using send ‘Send me a Magic Link’. 
 

 
 
  



Step 3 
Enter your email address to get the login link. 

    
 
Step 4 
You will get an email notification with the ‘Log In’ button. 
 

 
 
 
 
  



Step 5 
Once logged in, click on ‘Member Area’. 
 

 
 
Step 6 
You will be redirected to the Club Runner admin page. Click on ‘Bulletin’ then ‘Manage Bulletins. 
 

 
 
Step 7 
Click on ‘Create Bulletin’. 
 

 
 
  



Step 8 
Click on ‘Blank Templates’. 
 

 
 
Step 9 
Select the preferred the template. 
 

 
 
  



Step 10 
Design the bulletin by dragging and dropping the widgets on the right. 

 

 
 
Step 11 
Click on ‘Bulletin Stories’ to add the desired stories. 

 

 
 
  



Step 12 
Click ‘Add Stories from the Story Library’. 

 

 
Step 13 
Select the relevant stories by clicking the checkbox. 

 
 

 
 
  



Step 14 
Click on the ‘Done’ button. 

 

 
 
Step 15 
Click on the ‘Done’ button again. 

 

 
 
  



Step 16 
Click on the ‘Next’ button. 

 

 
 
Step 17 
Click on the ‘Next’ button again. 

 

 
 
  



Step 18 
Select the preferred recipients and change the email subject. Select ‘Send now’ or ‘Schedule for later’ 
and click ‘Send’. 
 

 
 
Step 19 
Click on ‘See delivery stats’ to monitoring the utilization of the bulletin. 

 
 

 
  



Step 20 
Observe the utilization of the bulletin. 

 

 


