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CLUB SECRETARY TRAINING Outline


First, a "review" of WHAT are the duties of the Club Secretary, according to the RI-MOP.  PowerPoint presentation ... Then, how the District and Club database (DaCdb) assists in many of these tasks.

1) EZ Log In - in just a single click of the mouse, (using PMAIL #06 message as your “link”)   And create a DaCdb Shortcut on your desktop … just click and drag the “link”

- - ALL Secretarial functions are on the MY CLUB screen:

2) Submitting your Club's Monthly Attendance in 30 seconds: Members, Weeks, Percentage.   (Attendance "reminder messages" on the 5th, 10th, 15th, 18th, 22nd, 25th)

-  - PMAIL Using the Personalized Mail functions of the system:

3) Sending EZ "Missed YOU" messages to members absent at weekly meeting in 3 clicks.
4) Sending EZ "Log On" messages to ALL Club members (send them PMAIL #05)
    (or for PMAILing individuals having trouble logging into the system)
5) Sending EZ "New Member"  PMAIL #12 messages to ALL Club members

6) Updating your Club's meeting info: (Day, Time, Loc, Directions, Contact)

7) Updating your Membership records (Name, Address, Phone, Email, Participation, etc) 

NOTE: Your district database activity is used to "update" the RI database.
Except for “adding new members” – recommend adding at RI first, to get RI ID#.
8) Updating "club positions" for President-elect, Secretary-elect, Foundation Chair, etc.,  and automatically notifying RI for the Official Directory ..."bubbles up"

9) Viewing (and printing) Club's Membership Directory, with photos in just a couple clicks.

10) Adding Club Events, Fund Raisers, and meetings to their Club Calendar (and District).

11) Storing your Club's bulletin on-line (with automatic archiving), LIFO

12) Printing The Rotary Foundation "club transmittal" in seconds, complete with totals.
 
13) How the database feeds this information into the District web site, and
    the Club web sites: See DaCdb:  | HELP | FAQs #12

14) Questions & Answers session:  Pop-Up blockers [Ctrl-C] and FAQ #2/Refresh F5
