DaCdb Webinar for Club Secretaries

Session Outline


Switch to a person with Security Level 4 clearance.  Review the site mentioning:

· Home tab: list of Security levels, and access for each
HELP tab: location of FAQ (explanation)

My Club tab: Is where everything that Club Officers need to do will be..
Under the “My Club” tab go through each section:
Section 1

· Club information

· Add a description of the club (marketing your club)

· Links at the bottom of that section: club calendar, club bulletin, newsletter, etc. (Mention: bubble up / trickle down data to district and RI)

Section 2

· Committees: setup, populate, designate chair

· P-Mail – committees / groups, all members, selected members, saving templates
Section 3:

· Members & positions

· Maintain roster: addresses—primary (active) / inactive

· Update club positions (e.g. President-elect, Foundation Chair, etc).
· New members: use the FAQ #3 recommended method of getting RI #  -vs-  setting up with a zero # and then updating manually  (info that goes to RI)

· Updates: (click the “back” button TWICE to quickly get back to Section 3)

· Member’s Directory listing: can opt out, or no detail

· Reports

· Make your own report

· Printing is done from WORD, PDFs or EXCEL
Attendance tab (or use the Attendance button in Section 1 of My Club)

· Reminder messages go out to the secretaries throughout the month

· Monthly report only: fill in the numbers and send

· Weekly attendance option (just 2 clicks to Add a WEEK, and then another click to “check-in” members that attended this meeting.  System calculates all the rest. 
Review the (optional) costs to the club for enhanced feature…$156/year.  See DaCdb System Dashboard for more details
Q and A
