
HOW TO USE CLUBPLAN 
 

 
 

In this screen you can request your password and also contact John Campbell for any 

technical difficulties 



 
Once you log on, you will see on your screen the details of the next meeting. You can 

also move around the different future dates by clicking on the date on your left.  

 

To book a role, click on the role name 

 

 

 

 

 



 
Once you have clicked on the role this menu will appear, look for your name and 

click save. An email notification will go to you and the committee to advise that the 

role has been filled. 

 

 



 
 

If you have booked a speech you then click on edit speech project and select the 

appropriate number 

 



 
Most of us are on the Competent Communicator Programme therefore speech projects 

will start with CC. Add the title of your speech (this can be done any time, not 

necessarily when the role is booked) Click save.  

 

 

 

 

 

 



 
 

 

Always remember to confirm your attendance. You can do this by clicking on the 

attending or not attending link.   



 
This screen will show and you need to select your name from the list and click save 

list.  

 

 


