
 

 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 

          
                
                

 

Select Members.  

1 GO TO YOUR 
CLUB’S PAGE 

Select HOME, then 
My Club. 

Go to My Rotary and 
sign in.  

 
Or select Register to get 

a My Rotary account.  

2 GO TO THE CLUB 
ROSTER  

 
HOW TO ADD A MEMBER 

Select Members. 
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Select ADD A 
MEMBER. 

3 ADD A MEMBER 
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Type the 
member’s full 

name. 

Select SEARCH 
FOR MEMBER.  

Type the 
member’s email 

address. 

4 SEARCH 
MEMBER 

DATABASE 

If there’s no record 
of the member, 

select ADD AS A 
NEW MEMBER. 
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Complete the required 
fields in the Enter 
Member Details 

section.  
 

Then select 
CONTINUE. 

5 ENTER 
MEMBER 
DETAILS 
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6 ADD 
MEMBERSHIP 
INFORMATION 

For Member type, 
choose Active or 

Honorary. 

Select the date the 
member was admitted to 
your club (must be within 

the past 30 days). 
 

Select CONTINUE. 

Check the 
Procedure 

certification box. 

Congratulations! You have added a 
member to your club. 

Add a sponsor 
if appropriate.  



  

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

          
                
                

 

 
HOW TO MANAGE  
CLUB MEMBERS 

1 GO TO YOUR 
CLUB’S PAGE 

Select Home, then 
My Club. 

Go to My Rotary and sign 
in.  

 
Or select Register to get 

a My Rotary account.  
 

GO TO THE 
CLUB ROSTER  2 

Select Members.  
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Scroll down to CLUB 
MEMBERS to see 
your club’s current 

members. 
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Terminate 
Membership allows 

you to remove a 
member from your 
club’s member list. 

3 VIEW OPTIONS 
FOR EDITING 
MEMBERSHIP  

View Member 
Details allows you to 

edit a member’s 
contact information. 

Select the ... next to 
the member’s record. 

Assign a Club Officer Role 
allows you to report a member 
as a club officer. You can also 

do this in the Manage Club 
Officers section. See the How to 
Manage Club Officers guide for 

instructions.  

Edit Membership Type 
allows you to switch 

membership type between 
honorary and active. 
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4 EDIT MEMBER 
DETAILS  

Select EDIT to make 
changes to the 

member’s contact 
information. 

Select SAVE 
CHANGES 
when done. 

Select View 
Member Details 

to go to the 
member’s profile. 
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5 EDIT 
MEMBERSHIP 

TYPE 

Select CHANGE TO 
HONORARY to switch the 

membership to honorary status.  
 

This automatically takes you to 
the next screen.  

Type a sponsor’s name if 
appropriate. If you add 
one, select the SAVE 

CHANGES when done. 

Select Edit 
Membership 

Type. 
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The effective date is the 
current date. 

 
Once updated, this member 

will not be eligible for 
Rotary roles. 

Select SAVE 
CHANGES when 

done. 

6 REMOVE A 
MEMBER 

Select Terminate 
Membership. 
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Select the date the 
member left or will 

leave your club.  
 

The date can be up to 
30 days in the past or 

future. 

Select the down arrow 
to see reasons for 

termination. Select a 
reason from the list. 

Select CONTINUE 
when done. 
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Select CONFIRM 
TERMINATION.  

Review the 
termination details. 

Check the 
Procedure 

Certification box. 




	HOW TO ADD A MEMBER
	How to Manage Club Members
	Transferring a Member

