HOW TO ADD A MEMBER

Go to My Rotary and
sign in.

GO TO YOUR Or select Register to set
CLUB’S PAGE r select Register to ge
a My Rotary account.

# Rotary.org | English v Register Sign In

Rotary !"’&]1:’,\:} My Rotary

L Donate Join Q

HOME EXCHANGE IDEAS | TAKE ACTION | LEARNING & REFERENCE | MANAGE | THE ROTARY FOUNDATION | NEWS & MEDIA | MEMBER CENTER

Clubs My Club

My District

Select HOME, then
My Club.

GO TO THE CLUB
ROSTER

Club Details Administration

Select Members.

Rotary Club

Location District

i DELETE # EDIT

Language
Notes
Contact Information 4 o
When
Email Address
Where (Online)

Phone Number

Fax Number



ADD A MEMBER

Club Details Members Administration

If you have questions about your club membership, please contact your Club and District Support Team.

ADD A MEMBER

Select ADD A
MAMAGE CLUB OFFICERS MEMBER.

Search club members

MName E-Mail
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SEARCH

MEMBER
DATABASE

Step1of 3

|[dentify member

First, see if your new member is already in Rotary's database. You can check by searching with their name and email address or member ID.

Type the
member’s full
name.

Full Name*

This field accepts non-Latin characters

@ Email* or Member ID*

‘ ‘ Type the
member’s email
address.

This field is required

SEARCH FOR MEMBER

CANCEL AND BACKTO CLUB ROSTER

Select SEARCH
FOR MEMBER.

Sorry, we couldn't find a result to your search. Check the
spelling of your search and try again. Or you can add the
person as a new member.

| ADD AS A NEW MEMBER '. If there’s no record
AN S of the member,

select ADD AS A
NEW MEMBER.

CAMNCEL AND BACK TO CLUB ROSTER
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v Back | SEap Xol 3

Enter Member Details

PERSONAL DETANLS

Full Ma=a"

Firid. Mama™
Widdle hNama

Lauk Mama®

PEane

Czurnt rpMagpon®
SLatm'Proviecai Terrdary
Poslal Code”

Taar of B

Lyl Dicd ae=var Titla

e
Rotary

ENTER

MEMBER
DETAILS

Complete the required
fields in the Enter
Member Details

section.

Then select
CONTINUE.
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ADD

MEMBERSHIP
INFORMATION

«Back | Step30f3

Add Membership Information

Member type*

For Member type,
Active choose Active or
Honorary.
Admission date?]
2020-06-15
Sponsored by Select the date the

member was admitted to
your club (must be within
the past 30 days).

Select...

Procedure certification*

D | certify that this individual was added in accordance with our
club bylaws and understands and accepts the conditions of
termination.

Add a sponsor
if appropriate.

CANCEL AND BACK TO CLUB ROSTER

Check the

Procedure

tificati .
certification box Select CONTINUE.

Congratulations! You have added a

member to your club.
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HOW TO MANAGE
CLUB MEMBERS

Go to My Rotary and sign

GO TO YOUR 1n.

CLUB’S PAGE
Or select Register to get

a My Rotary account.

1 Rotary.org | English v Register Sign In

ooy
Rotary @} My Rotary Donate Join Q

HOME | EXCHANGE IDEAS | TAKE ACTION | LEARNING & REFERENCE | MANAGE | THE ROTARY FOUNDATION | NEWS & MEDIA | MEMBER CENTER

Clubs My Club (|

My District Select Home, then
My Club.

GO TO THE
CLUB ROSTER

Select Members.

Club Details Members Administratio

Rota ry C| U b 10f6 i DELETE # EDIT
Location District Chartered N ewon | | ﬂemeetl ﬂgmame W
null, Spain 2201 2002

Language

Chinese

MNotes
Contact Information - eon Viesting comment

When

Monday at 10:30
Email Address Y

once a week
None

Where (Online)
Phone Number online location

To join the meeting remotely, access the website:
www.rotary.org

Fax Number



Club Details Members Administration

If you have questions about your club membership, please contact your Club and District Support Team.

ADD A MEMBER

MANAGE CLUB OFFICERS

Search club members

MName
MName
Scroll down to CLUB
MEMBERS to see
your club’s current
CLUB MEMBERS (17) Filter by Role
members. ’

MX BNYfLxMY]j gujciQy
Member
Since 2014

eSbQVA rbhTO hapjlCPIF
Member
Since 2002

JN rxDi olD
Club Executive Secretary/Directar
2020-2021
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VIEW OPTIONS
FOR EDITING

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

MEMBERSHIP

CLUB MEMBERS (37)

Filter by Role

View Member
Details allows you to

edit a member’s View Member Details
contact information.

Since 2007 Assign a Club Officer Role

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

do this in the Manage Club Terminate Membership

Officers section. See the How to

Manage Club Officers guide for
instructions.

Edit Membership Type

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

Edit Membership Type
allows you to switch
membership type between
honorary and active.
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EDIT MEMBER

DETAILS

CLUB MEMBERS (37) Filter by Role v

njnWrjj vzUIGvIr de
hMember
Since 1986

View Member Details

jk Sm Guumy
Member

since 2007 Select View Assign a Club Officer Role

Member Details
to go to the

member’s profile.

IZ CLFNKNxn Edit Membership Type

hMember
Since 2006

Terminate Membership

# EDIT

Contact Information

Primary Email

Select EDIT to make

primary Phone changes to the
member’s contact
information.

Alternate Phone

Primary Address (Home)

Select SAVE
CHANGES
when done.

CANCEL
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EDIT

MEMBERSHIP
TYPE

CLUB MEMBERS (37) Filter by Role v

nJnWrjj vzUIGvir de
Member
sSince 1986

jk Sm Guumy View Member Details

Member
Since 2007

Assign a Club Officer Role

Select Edit
PN Membership

Member
Since 2008

Edit Membership Type

Terminate Membership

Edit Membership

Membership Type

Member Select CHANGE TO
HONORARY to switch the

r~ membership to honorary status.

[ CHANGE TO HONORARY |
. s

This automatically takes you to
Admission Date the next screen.

1986-04-01
Sponsored by Type a sponsor’s name if
appropriate. If you add
Type sponsor name e one, select the SAVE

CHANGES when done.

CANCEL AND BACK TO CLUB ROSTER
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Change to Honorary Member

This member can no longer hold office

Changing Member Type to Honorary will end this member's eligibility to hold office and will remove current position(s) and remaove any future position(s). *RI Bylaws, Article
4.050.2, Qub Constitution Article 7, Section 6B.

The effective date is the
current date.

2020-06-23

213

Once updated, this member

Rotary roles.

CANCEL AND BACK TO CLUB ROSTER

Select SAVE
CHANGES when
done.

REMOVE A
MEMBER

CLUB MEMBERS (37) Filter by Role v

njnWrjj vzUIGvIr de
hMember
Since 1986

ik sm Guumy View Member Details

Member
Since 2007

Assign a Club Officer Role

Edit Membership Type
Select Terminate

Membership.

Terminate Membership
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Step 1of 2

Select Termination Details

Please provide a date and reason for termination and review how this data
will be used by Rotary.

Termination Date*

Termination Reason*

|

‘ Select...

Select the date the
member left or will

leave your club.

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

future.

Terminated -

Terminated -

Terminated -

Terminated -

Terminated -

Terminated

Terminated -

Non-payment of club dues
Personal

Relocation

Family Obligations

Business Obligations

- Joining New Club

By club for cause

HOW THIS INFORMATION WILL BE USED

We are sorry to see members leave Rotary. The personal information provided

to Rotary about members termination will not be shared and will be used to

better understand why members leave Rotary. We may also use this

information to contact former members about future memberships

opportunities. Please contact membershipdevelopment@rotary.org with any

guestions.

when done.

Rotary

CANCEL AND BACK TO CLUB ROSTER
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«Back | Step2of2

Confirm Termination Details

Please confirm the details of this member's termination

Member Name

IXVsGRTgrpcZCQOu Rewgw the .
termination details.

Termination Date

2020-06-09

Termination Reason
data ?
Terminated - Relocation

Check the
Procedure
Y Certification box.

Procedure Certification®

certify that this individual was terminated in accordance with our club bylaws and understands and accepts the conditions of termination.

Select CONFIRM

CONFIRM TERMINATION TERMINATION.

CANCEL AND BACK TO CLUB ROSTER
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[TTAM (index.cfm) DACdb Help for Rotary District 7610

District and Gub database
Use the "Search" field at the top right to search for a help topic.
Transferring a Member (this only works for members who are in the DACdb system and have been TERMINATED in their previous club).

1. Click the My Club tab, then click the “Member Transfer” link down on the left hand side under the "Admin Functions" section.

v
Home * Find Accts Members CLUBS ' My CLUB

FIND a Member MAP to CLUBs ListAL _Clubs Sub

MY CLUB NAVIGATION

Club Member Cards

Club Officers
Club News - Info

Club Committees

Club Positions
B Club Detail

RI Integration

= Admin Functions

Member ! sting
Member Transfer

Club Sponsors

2. Member Transfer Page. Type in partial or complete Last name and click search.

Member Transfer - into Charlotte (2920)

Add Member ol |

User this function when a Mém ber was previcusly terminated from ancther dub and in joining dub (Charlotte),

This function will allow you te search for the Rerminated member in the BACAD system, and ADD them into this dub - copying ovir
the existing terminated member information. The selected member here will be added to this cdub [Charlotte] leaving the member
terminatad in the dub where they were terminated and creating a new record with the same MemberlD and member information in
this dub (Chariotte).

Search P:
Enter parbal Member name:
MNotes:
+ Enter s partial last name and (if necessary), the comma and partial firsk name, to find the terminated member in DACdb, you are
laeking to find,

THERE IS5 NO SUCH THING AS A TRANSFER WITHIN R1. It ic » TERM in ane Club and an ADD in another Club.

The HemberlD of the terminated member selected will be used. This parallels what BRI will sttempt ba do - find the Hember's 10 and
reuse it

Please verilfy the member infarmation, Most hkely the member sddress or phone mformation has changed,

PFlease carrect the start date. By defoult — today's date wil be used as the start date sn your dub.

* RI ADD will be sent immediately following the member selection and ADD.

3. Find the correct member and click the “Add” link next to their name. They will be entered into your club and the information will be sent to RI. Because their RI number stays with them,

you can then go in and make additions or corrections to their profile.

Member Transfer - into Charlotte (2920)

Add Hembier Cantai |

Usar this function when a Member was proviously terminated from ancther dub and In joining club (Charlotte).

This fiznction will aiow you to search for the terminated member in the DACHD system, and ADD them intoe this dub - copving over

the existing terminated member information, The selected member here will be added to this dub (Charlotte) leaving the member

terminated in the cheb where they were terminated and creating & new record with the same MemberlD and member inform.stion in
this cub (Charloite].

Search F
Enter partial Member name:
Arnold, Willam Saaret |
— Search Results
Member Name Prev Club Ac
Amald, Jr., William E. &40 Inckagendle (2920 Add  ean
arnedd, william T30 Sdver Sprng-Kenuington (2920) Add  emw
Amnald, William 0. T Bedford (2020) Al Miew
Amold, Willlam Gavid Ir. 8500 LeGrange {2920} Bdd My
amedd, William Douglas S180 Darvis Sunset (2520) \\ Add View
Arncld, Williams k. 6380 Charisite (2920} Bt wen
armodd ., Wilam E. £570 Jacksenvile {2920} Add Ve
Willams, Amold . e Rstary Chab of Boulder (2930 adi  view
Wilkames, Amold L. £510 Metrapolis. (2920} Add  wemw
Mates:
« Enter a partial last nema and {4 pesessary), the somma and partial st nme, S0 Find the terminated member in BACHb, you sre

Yogking to fnd,

» THERE 55 NO SUCH THING AS & TRANSFER WITHIN RL. 1t ix a TERM in one Club and an ADD in another Club.

+ Tha MermberfD of the terminated member setected wil b+ uzed, This paraliels what AT will sttampt to do - find the Membber's 10 and
rruse i

» Plesze venty the member information. Most kely the member address or phone ilformation has changed,

- Please correct the star date. By default — today's date will be wned as the start date in your chab,

o BIADE wil be mant imim by follawing the marmbar talsction and Al

Note: When a member transfers into another club, their Start Date is when they are entered into the club they are transferring into. You do have the ability to enter the Years in Rotary in the

member's profile. That will keep track of the total years in Rotary for the member.
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