
The Rota-Teller in 59 Simple Steps – How to Publish the Rota-Teller 
(Last updated: April 2, 2023) 

 

What’s in the Rota-Teller?

 

What members don’t see when that slick-looking Rota-Teller arrives in their inbox each week is what’s 
under the fancy wrapping.  The Rota-Teller consists of the seven modules (called “widgets”) shown 
above.  In addition to the five self-explanatory light blue widgets, there is the Bulletin Banner (our Rota-
Teller masthead) and the mysterious “Top Right” widget.  This widget contains national advertising 
which, by terms of its contract, our Club is required to display.  

Six of the seven widgets are automatically generated from data elsewhere in the ClubRunner system.  So 
it may be said that the Rota-Teller almost writes itself.  Your task as a Rota-Teller editor is to input text 
and photos into the “Rota-Teller Content” widget and then publish the bulletin by clicking buttons.  The 
ClubRunner software integrates all the widgets into the finished Rota-Teller.  This guidance attempts to 
walk you through the process. 
 
What you need before you start: 

• Your text.  While you can compose your text within the ClubRunner program, you’ll find it much 
easier to use Microsoft Word.  Style rules are simple and are intended to present a standard 
appearance from week to week.  Paragraphs are not indented.  Member names are in bold type 
(Jane Saldaña-Talley).  Feel free to use italics when you wish.  Hyperlinks are welcome.  (Select 
the word or words you want to serve as the link, press Ctrl + K, enter the URL in the address 
block, and click OK.)  It’s a good idea to insert several blank lines between paragraphs.  That 
makes it easier to insert photos later in the process. 

• Photos.  These will be emailed to you by the photographer.  When they arrive, save them to a 
folder on your computer.  If they arrive as discrete attachments it’s a simple matter of “Save 
Attachments”.  If the photos arrive displayed in the text of the email, instead of as attachments, 
the save process is different.  Right click each photo, then click “Save as Picture…”  Don’t try to 
transfer photos directly from the email into the ClubRunner software!   



 

Information for Photographers.  Select your candidate photos, tweak and crop them as 
appropriate, and reduce them to 600 pixels in width.  (That’s the space available in the preset 
bulletin format.  If you send larger photos, the ClubRunner software will automatically shrink 
them when they are inserted into the bulletin.  Larger photos are OK but unnecessary and can 
present email difficulties.)  Email the photo files to the editor. 

Adding your Text to the Rota-Teller: 

Now that you have your text and photos it’s time to assemble them into the Rota-Teller.  Open the 
petalumarotary.org home page and click Member Area at the very top.  Then click on the Bulletin tab. 

 

Then, on the line that will appear immediately below, click the Manage Bulletins tab.  A page like this 
will appear: 

 

Do NOT click the “Create Bulletin” button!  Instead, scroll down to find your partially drafted Rota-Teller.  
You’ll see thumbnails of “Recent Bulletins” including two whose name includes the date of the issue you 
will be publishing.  There is a subtle, but important, difference in their names.  One has a hyphen 
between Rota-Teller and the date.  This is the bulletin that you will edit.  Move your cursor onto this 
bulletin. 



 

When the cursor moves onto the bulletin, a blue Open button appears in place of the name.  Click the 
Open button and you’ll see something like this: 

 
 
Note the highlighted progress bar at the top which shows you are in the Design mode of the software.  
Place your cursor over the Rota-Teller content (the text that begins with the date and concludes with 
duty assignments for the next meeting).  This area will become highlighted and look like this: 
 

 



 
Note the white pencil icon in the center of the highlighted area.  Click on it to edit this section.  When 
you click the pencil (or anywhere in the highlighted area) you’ll see something like this: 
 

 
 
Paste your entire Rota-Teller text over the dummy filler following the date.  Using the Ctrl + V command 
works well here.  While you can use ClubRunner’s built-in word processor (the clipboard icon) this 
introduces more complexity.  It’s easier if you just use Ctrl + V. 
 
 
Adding Photos to the Rota-Teller: 

Now that your text has been entered, it’s time to add the photos.  You don’t have to use all the photos.  
Select the ones that fit your story.  If there’s a photo you’d like to include — but which doesn’t fit into 
your story — just put it somewhere on the page and add a caption.  You’re in charge!  Some editors 
have built their story around the photos, adapting their text to fit.  Others insert photos into their text 
where they seem to fit.  It’s up to you.  But make sure the photos are in a file on your computer. 

 

Note.  The procedures described below should work with all browsers.  One editor had problems 
adding photos using Internet Explorer and also with Microsoft Edge.  While this may have been a 
security issue of some sort, the problem was solved by using the Chrome browser.  Firefox or 
Safari should work equally well. 

 

  



Dragging photos is an easy way to add photos to your text. 
 

 
 

Resize your ClubRunner window and your photo file window so they are both visible on your monitor.  
Place your cursor on the photo you desire to import, click down on the cursor and, while continuing to 
hold the cursor down, move the cursor across your screen.  You will see the photo moving along with 
the cursor. (The screenshot above shows a photo partway on its journey.)  When the photo is located 
where you want it in your story, release the cursor button.  A copy of the photo will now be located 
within your text.  You can then move it around in the text as you wish.  Repeat with the next photo until 
all desired photos are copied. 
 
You may need to add — or remove — blank lines between paragraphs to present an attractive 
appearance.   
 
When you’ve finished adding photos, click the orange Next button at the upper right corner of your 
window.   This window will appear: 
 

 
 
Note that the progress bar shows that you are now in the Preview mode.  Scroll through the Rota-Teller 
to make sure that it’s the way you want it.  If you see something that needs fixing, click Design on the 



progress bar, click on the text to highlight it, and then click to allow editing.  When finished with your 
editing click the orange Next button again to return to the Preview mode 
 
Sending a Test Rota-Teller to Yourself: 
 
Now that you have created the Rota-Teller and you are satisfied with its appearance (ignoring any 
commitments gobbledygook at the very bottom), it’s time for the acid test.  You need to see what it 
actually looks like when it arrives by email.  So you send it to yourself. 
 
Click the Next button and you should arrive at the Send window.  If, instead, you see this (or a similar 
message) 

 
just click Open Site in New Window and you’ll be at the Send window.  (Note that the progress bar 
shows that you are now in the Send mode.) 
 

 
 
Click the Send Test To Myself button at the bottom of the window.  Then click OK when this pop-up 
appears. 
 

 
 



“Test message successfully sent” will appear in a green banner atop your screen.  The Rota-Teller will be 
in your inbox shortly. 
 
Sending the Rota-Teller to our Readers: 
 
If the emailed Rota-Teller looks OK, you are ready to send it to our members and to certain others 
authorized to receive it. 
 

 
 
Check the boxes exactly as shown above (important!), confirm the subject for your email is 
correct, and then click the orange Send button.   
 
Click OK when the confirmation box appears:  
 

 
 

The Rota-Teller will be emailed to the recipients you have specified above:  

• Active and Honorary Members 

• Other Users 

• Bulletin Subscribers 
 
You are now done.  Congratulations!   
 
About those checkboxes:  The boxes on the left select to whom the Rota-Teller is emailed.  
The first box on the right insures that the Rota-Teller will be archived and no longer 
editable.  It’s now history.  The second box makes sure you get another copy. 



 
Why do you want another copy?  When you find that second copy in your inbox, you’ll 
know that the Rota-Teller has been distributed to everyone and your job is complete.  (We 
have had editors who missed a step along the way and somehow unknowingly failed to 
actually distribute their creation.)   
 
 
Archived Bulletins: 
 
To find the list of archived bulletins return to the Bulletin Home page and click the View 
button, underlined in red on this screenshot. 
 

 
Clicking the View button will give you a listing of active bulletins: 
 

 



Note the drop-down list (underlined above in red).  Click the arrow and select Archived 
Bulletins. 

 
You’ll now have a listing of archived bulletins: 
 

 
While archived bulletins can no longer be edited, they can be copied.  If it is necessary to 
update or correct a bulletin that has already been archived, click the Copy button, give the 
copy a new name (perhaps by adding a second hyphen to the name), then edit and publish 
it. 
  



Building a Rota-Teller from Scratch 

You’ve prepared bulletins by completing ones that have already been started for you.  They’ve had the 

correct issue date at the top and editor information at the bottom.  But what happens if your bulletin 

guru failed to prepare one?  No problem.  You just do what the guru should have done.  You copy an 

earlier, uncompleted bulletin (one without the dash between Rota-Teller and the date), save it with a 

new name, and do some simple editing.  Here’s how. 

First, go to the Bulletin Home like you usually do. 

 

From the menu on the left, click View all bulletins.  You’ll see a screen like the one below, with 

thumbnail photos of bulletins.  Note the name (date) of an existing, uncompleted Rota-Teller that you 

will use as the starting point for your Rota-Teller. 

 



This is considered a “grid” view of the bulletins.  But you’ll need a “list” view, so click the List button, off 

to the right, next to the orange button. 

 

Now, instead of thumbnails, you’ll see the bulletins arranged in a list.  Click the orange   button off to the 

right.  (Don’t be tempted to click the identical button on the previous grid view page; it’s a trap!) 

 

You’ll now be on this Create New Bulletin page.  You are going to create a new bulletin by copying an 

existing one, giving it a new name, making a few changes, and then saving it.  It’s that simple.  Here’s 

how. 



 

This is a sample with the Bulletin Settings properly filled out.  Here are the details: 

• Name: Rota-Teller – (desired date) 

• Date: Ignore this; it’s automatic. 

• Bulletin Code: Leave blank 

• Copy Bulletin From: Use drop-down menu to select a bulletin. 

• Bulletin Group: Ignore this; leave as General. 

• Visible on Website: Ignore this; leave checked. 

• Show Commitments: Ignore this; leave checked. 

• Access Level: Change this to Requires Login 

• Email Subject: Ignore this; it is automatically filled in with the bulletin name. 

• Editor Name: Change to your name. 

• Editor email: Will fill automatically when your name is entered above. 

 

Then, click Next (the orange button on the lower right). 



 

You’ll now see the familiar design page for the Rota-Teller you copied.   

 

Just as you’ve done for preparing past Rota-Tellers, click on the text area (the “Rota-Teller Content”) to 

edit it.  You’ll need to change the date at the top and the editor names at the bottom.  If you are ready 

to insert new text below the date, just proceed as usual.  If you are done for now, just click Save & Exit 

(next to the orange Next button on the right).  It will be waiting for you when you return.  You’re done! 


