
HOW TO CREATE AND
ENTER A DISTRICT GRANT

IN DACDB



The Grant Writer will need to be at least a level 
3 in DACdb. To assign a Grant Writer 
Coodinator, click on Admin Functions, then Edit 
Club Positions. Click on the pencil by the 
member’s name and then add their new 
position to the current and/or next year. Be 
sure to click SAVE.
The Grant Writer needs to have Level 3 access 
in DACdb to work with grants. By assigning 
Grant Writer Coordinator in DACdb, this level is 
automatically assigned to the member.



Login to DACdb, click the My Club tab and then look for the Club Grants icon.



If you don’t see the Grants icon, then look in 
the upper right-hand corner for the little gear. 
Click on it!



Click and drag on the Grants box, moving it to the yellow section.



Notice the Grants icon is now in the upper section. Click on Set My Configuration to 
lock it in. You are ready to start now!



Make sure you are working in the 2025-26 grant year. Click on the Change OrgYear on 
the far right to change years.



Change the year in the dropdown menu. Click Change OrgYear.



Now you can verify you are in the correct year. Next step is to click on Admin. This is 
where you will set who signs the grants for your club.



Click on Club Signatures. It will autofill with 
a list of your club members.



Click on a name to highlight it. Then click on the >>>.



The name you chose is now in the Signature Permission box. Only one signature is 
required for District Grants. REMEMBER to click SAVE!



The green box means success. Now click on the Club Grants View on the left menu.



Click on New Club Grant Request in the upper right 
corner of the screen to start a new grant.



REMEMBER to click SAVE 
after you complete each 
section.



The project description does not need to be long. Tell the basic 
story of what the project will accomplish. CLICK SAVE!



Now click on the Clubs Involved tab.



Your club will automatically be listed in the right hand box. Add any if you are 
partnering with another club. Click SAVE and then the Contacts tab.



These are not the same as the person signing the grants. These are club 
members who should get emails from DACdb when updates are made to the 
grants, such as Club President, Club Treasurer, etc. as decided by the club.
Now click on SAVE and then on the Application tab.



Each section needs to be 
completely filled out. Make 
sure the address to receive 
the grant check is correct. 
Fully detail the project in 
each section in the Project 
Definition boxes.



If your club is partnering 
with another organization, 
it should be listed here.

The two boxes must be 
checked before clicking 
SAVE or you will not be 
able to progress any 
further in the application.



Click SAVE 
then click 
on the 
Budget tab.



Click  Add Income 
Source under the 
Budget Income Items.

This is where your 
funding comes from – 
some are club funds 
and some are grant 
funds called DDF or 
District Designated 
Funds.



In this example, the total budget for the project is $3000. With the two to one 
match, $1000 will come from Other Club Funding. Click on Add.



The remaining funds in this example come 
from requested DDF funds from the 2 to 1 
match. Click add.



Now click on Add Budget Expense under Budget Expense Items.



Ignore the red message and click Add. If you have multiple checks that will be 
written, you can enter each one or have one entry listed as checks for….. with 
the total they will be written for.



Before you SAVE, 
make sure the 
Budget Summary 
shows a balance of 
zero in the Cash 
Flow box. If not, 
adjust your entries 
to balance.



Notice the timeline 
that shows the 
progress of the grant.



Now with everything in place, click on Club: Collect Grant Signatures. An email 
to notify the person who is authorized to sign grants will be sent to them. 



The grant signer will login to DACdb, click on the Grants icon, making sure they 
are in the correct grant year, then click on Club Grants View on the left. When 
they click on the pencil, they will see the grant ready to be signed. 



The signer will click on Sign Grant Application.



The Grant Writer will now make sure everything is correct, then click on Yes, 
Submit Grant for District Approval.



See on the 
timeline that the 
grant is 
approved. Now 
as the project 
progresses, 
Expenses and 
Documents can 
be added.
The Activity Log 
and Signature 
Log are for 
reference on the 
progress of the 
grant process.



Click on Add 
Receipt. In 
this example 
it will be a 
copy of the 
Dictionary 
invoice.



Enter the 
information 
and click Add.

This is 
important for 
the names of 
the files you 
will upload.



You can click the pencil now and upload a copy of the invoice or other documents.



It is nice to be able to drag 
and drop documents but 
also, the Choose Files 
option works well. Be sure 
the filename has the proper 
format to be uploaded.
Click SAVE.



Go through the same process for the Add Payment tab. After you add, then you can click 
the pencil and add a copy of a check or other payment.



The reference receipt 
you may have uploaded 
earlier pops up the be 
added by just clicking on 
it. Then click Add.



This should balance to zero. If your club spent more than originally listed 
in the budget, being over is okay. If your club spent less than the budget, 
then the 2 to 1 match amount to your club receives will be adjusted to a 
smaller amount.



Click on the folder you want, then click on Upload File. PLEASE NOTE: copies 
of cancelled checks are required to show the full path of the funds. Also, 
photos are very important to help document your project.



Please try to fully document your grant for us. Otherwise, you will be contacted to 
provide more information.



Once everything has been 
uploaded and the Expenses 
tab is completely filled out,  
the Final Report is ready to be 
completed. Items #2, 4, and 5 
(6 if applicable) need to be 
filled in. The other areas are 
prefilled from the application 
page.



After you Save FINAL Report by 
clicking the tab, then you can 
click on Club: Collect FINAL 
Signatures. The signer will 
again receive an email to login 
and sign the grant.



The signer will click on Sign Grant



You are ready to submit the Final Report. After clicking on YES, if everything is 
in order, then the District Grants Chair will approve the final report unless 
something is missing, close out the grant, and submit a request to the District 
Office for a check to be issued to your club for the appropriate DDF funds.



Example of the 
Activity Log



Example of 
the Signature 
Log



Important things to remember:

➢ MOU must be signed and sent to the District office, via email is best: 
districtadministrator@district6110.org before a grant will be considered.

➢ The Grant portal is open from July 1, 2025 through November 30, 2025 for the 
2025-26 Rotary year.

➢ Preference is given to clubs with $100 per capita giving or more to the Annual 
Fund SHARE.

➢ No pass through grants will be accepted.

➢ Grants from 2024-25 must be finalized in DACdb by November 30, 2025. 

mailto:districtadministrator@district6110.org


Good Things to Know:

➢ The recording of this seminar and a .pdf of the DACdb step-by-step process 
will be available on the District Website under the Rotary Foundation tab, 
then District 6110 Grants.

➢ Sometimes, the DACdb software does not behave, so if you have any 
issues, after trying a few times, let us know!



DISTRICT 6110 POINTS OF CONTACT 

The Rotary Foundation

Cathy Webster, Rotary Club of Pryor, OK

Tel: 918-625-5720; email: cathywebsterd6110@gmail.com

Ed Hardesty, Rotary Club of Tulsa Southeast

Tel. 918-706-5730; email: edwinh1313@me.com

District Grants

Laurie Delano, Rotary Club of Joplin Daybreak, MO

Tel: 417-291-4397; email: ldelano1973@outlook.com
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