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My CLUB Overview

Navigation through the District and Club database (DaCdb) is accomplished by clicking on tabs/links at the
top of the database home page. About 90% of the club administrative tasks on the database can be
accomplished from the My CLUB tab. The club secretary can navigate through club functions and processes
onthe DaCdb via this tab and related sub-menu tabs. The underlying sub-menu tab functions are explained
in detail in My CLUB Sub-Menu Tabs. From these tabs you can:

> View Club Leadership

> Add Members

> Edit Member information

> Designate Officers

> Create Club Information

> Add and Edit Committees

> Submit Attendance

> Email individual members

> PMail all members and selected groups of members
> View and post Club Bulletins

> View and add to Club Calendars

> Edit PHF/SM

> Generate Club Reports

> Look up contact information for members

Switch | ID | Lc

T ik 0
g District 7600 g Welcome:
aCdb v4. *
‘ vy \ i / # Click Here and go. to Website 03 Ezell, Cyndia Lee 7600-4

Homl MyCLUB My PATA | Committees | PMail | Calendar | DUES | Reports Speahers C\ubPAGES ATTHD Help

FIND 3 Member | List ALL Clubs™Submit Attendance | Where CLUBS Meet ‘ Club CALENDAR ‘ Club BULLETINS ‘ pall | Gallery ‘ NewMember FORM | Club Secretary DOC ‘ RI TranLog | RI Comp ‘ Verify

ook kR R R RROR R R ORR

Clicking the My CLUB tab on the DaCdb Home Page takes you to a page which includes four categories
of club information. The four sections are:

> Club Leadership

> Section 1 - Club Information

> Section 2 - Club Committees

> Section 3 - Club Members and Club Positions
Rev. 9/2011
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Club Leadership

The Club Leadership section of the My CLUB tab lists information about the club officers. The club officers’
positions, names, pictures, emails, and telephone data are found at on the top portion of the My CLUB

page.

Club Leadership Links

There are several hyperlinks on the Club Leadership section that act as a “shortcut” to pertinent club data
located either on the My CLUB page and/or underlying sub-menu links. These links are identified in a light
blue font and will highlight in yellow when the cursor is hovering on the link. These links allow a quick
“edit/view” for oft-used data and information without leaving the My CLUB tab and its underlying sub-
menu links. See the numbered links that are noted in the example below. The link descriptions are detailed

below.

| Club Members |Committees| I~1en‘|ber Listingl

Club Secratary:

Club Treasurer:
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ZGUEST of District - Rotary Cluby edi) m
ub¥ 0o0 5]
El @ Cluk President:

Vice President:

Cooper, Winston C Jr.
Email: Wcooper@yahoo.com
Office: 757-859-2928 Home: 757-869-3939

Cox, Marilyn E
Email: marilyn1944@yahoo.com
Office: 797-565-1213 Home: 757-565-1212

Ezell, Cyndia Lee
cyndialee@yahoo.com

Email
Office: B Fome: 817-536-5850

Monroe, Ally E
Email: allymonroe@cox.net
Office: 757-253-9293  Home: 757-253-9292

Thoawn Tahe £ Ta

Club Dashboard



Rotary Club [Edit] (1)- This link is found on the top line of the Club Leadership section. By clicking on this
link you will be transferred to the Club Admin page. This page has a series of sub-menu tabs that allows
editing and updating club information by the club secretary. Note: this link functions the same as the Edit
Club button found in the Section 1 - Club Information.

(G «— [i]

ZGUEST of District 1D=99012164 Cancel | View | [lipdiate |

L Information Address Meeting Info Links Committees Positions Billing Security PData Notes

Club Information

Enter the Club information. The fields marked with * are required fields.

Club Info:

Rotary District nnnn (2) -This link is found on the 2™ line of the Club Leadership section. By clicking on this
link, you will be transferred to your Rotary District website.

T © ) TR

Chesapeake
|

. R Y Reach Within to Embrace Humanity
\] Jim Bynum
v District Governor 2011-2012

Navigation ] P 2011 Annual Conference - Are YOU Registered?

Sunday, August 28, 2011 ."@ District Governor
TN

October 14, 15 & 16, 2011 ' Office: B04-321-1147

Rev. 9/2011
DaCdb User Guide
for Club Secretaries -3-



Club Members (3) - This link is found in the upper left-hand corner of the Club Leadership section. By
clicking on this link you will be transferred to Section 3 - Club Members and Positions section of the My
CLUB page near the bottom of the page. You can also access this data by scrolling down to this section.
This link functions will be described in the Section 3 - Club Members and Positions section.

IEs|=.'r:ti|::n3:t':luh Members and Positions: —)—emmmmmn -2 HEMOEES BREMINE__ v

(AlLON | 0FF) Ve ctive-RE5 DHonuraw ] Alumni [] Alumni-Verified
' : [ Guest V] Guest-Ratarian [ Friends of Rotary DProposed [ Active-LOA
V] 5taff Pasition
LName or Badge#: ® Current ® Terminated Eéit CbPostos | EGtPHSM | Adoenter | [CiibRepors| Bukenal | Pl
Displaying 1 to 20 of 20 Members. AIBIC|DIE|FIGIM|N|R|S|T|W]|AL
[ﬂ Adams, Ann [E| Edit|View|Term | Active annadams(@cox.net

Committees (4) - This link is found on the left-hand side at the top of the page. By clicking on this link, you
will be transferred to Section 2: Club Committees section of MY Club page in the center of the page. You
can also access this data by scrolling down to this section. This link functions will be described in the
Section 2 - Club Committees section. Each of the Action links will be discussed fully under the Committees
sub-tab.

(5ectiun 2: Club Committee: } < Committees Link lﬂ

Viewing Committees for Org-Year: 2011-12 ~ b Commtes Buk Ciore | Add Gl Commites |
Committee Committee Type Action

Virginia Peninsula

Club Administration (2011-12) View Edit Delste Reports PMail
Club Service [2011-12) View Edit Delete Reports PMail
International Service (z011-12) View Edit Delste Reports PMail
Membership [z011-12) View Edit Delste Reports PMail
Public Relations (z011-12) View Edit Delste Reports PMail
Rotary Foundation (2011-12) View Edit Delste Reports PMail
Service Projects (2011-12) View Edit Delste Reports PMail
Vocational Service (2011-12) View Edit Delste Reports PMail

There are 8 Club Cammittzes found for Org'Year selected,

Rev. 9/2011
DaCdb User Guide
for Club Secretaries -4-



Member Listing (5) - By clicking on this link, you will be transferred to the page that lists your club
members in alphabetic order. You can produce reports and format and export to an EXCEL spreadsheet
or XML. See the reporting/exporting icons on the top right corner of the page. The page also has a Search
function and the buttons for this function can be found at the top left-hand side of the Member Listing
page. You can “contract/expand” by clicking/un-clicking fields within the search criteria. By entering a few
letters of a last name in the Search input field, it will display only those members names that begin with
the entered letters. You can also click the letters at the top of the list to filter name starting with that
particular letter.

‘= Mewmger Listing: ZGUEST OF DisTRICT @ Report: HNoReporis Saved v

The Member Listing module is a powerful application that displays and sorts various information about members in your club. This information is
displayed dynamically in the table below. One great new feature is the ability to simply click a column title to sort the table respectively. Don't
forget to check out the settings section to perform custom queries.

Member Name LASTNAME FIRSTNAME MIDNAME NAMESFX MEMBERID EMAIL =
Adams, Ann Adams Ann 0 annadams@cox.net
Cooper, Winston C Jr. Cooper Winston C Ir. 130348 Wcooper@yahoo.con
Cox, Marilyn E Cox Marilyn E 123456 marilyn1944@yahoo.
D'Zell, Robert F Ir. D'Zell Robert E Ir. 0 rezell@yahoo.com 1
Ezell, Cyndia Lee Ezell Cyndia Lee 128477 cyndialee@yahoo.cor r
Ezell, Robert F Ir Ezell Robert F I 0 bez@cox.net

) F 5r. zell Robert Sr. 0 ell@yahoo.com

o

Montgomery, . e E. are.
Murray, John C Murray John C 0 jmurray@cox.net
Roundtree, Thomas A Jr. Roundtree Thomas A . 182736 TomR@cox.net

o« n | 3

4 Settings ‘ Print Export Expand Save

Member Types:

Active Active-R85 Active-Associate Active-u3b
O Honorary O aumni E Aumni-verified O cuest
[ GuestRatarian B Friends of Rotary B Proposed Active-LOA

[ staffPosition

Member Data

[0 Prefix First Name Mid Name Last Name
NameSfx [ Nick Name [ FName Preferred Email
[ Home Email [0 oOffice Email [ MemberType MemberD
[ Gender [ Birthdate &l Image
i s
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Club Dashboard (6) - This link is found in the upper right-hand side of the page. By clicking on this link, you
will be transferred to the My Club Dashboard page which provides a thumbnail sketch of your club statistics:
attendance trends, membership trends, birthday (member and spouse), anniversaries, and club
membership anniversaries. The Club Dashboard can also be accessed from the DaCdb Home page on the
3 line named My Club Dashboard tab.

Virginia Peninsula Dashboard =it | refresh | centract all | xpznd al

Mate: The dashboard statistics are cached, Datz changes may not be reflacted for up to 6-hours,

= Headlines [Add] & = Net Member Change
3 i . MNate: This is an approximate figure based ant
o Charter Night -- Posted: 01/15/11 by Stephen Adams [Edit] TERMinations actually submitted by the club it
35th Annual Charter Night scheduled clubs with no changes.

« District Service -- Posted: 01/19/11 by Stephen Adams [Edit »m

z v‘ .os h B V‘ = ;n ams [E21] 4 h Virginia Peninsula 0

Five Peninsula Rotarians have been selected to serve D-7600 during the 2011-12 Rotary year. Totals for all Clubs: ‘ 0
Since 08/0

z < New Members

Member Name

|E new members since 08/01/11

= Attendance

75
701 < Terminated Members
o
Eﬁs_ Member Name
260 Calhoun, Marcie g/
255 Spensor: Susan Strehle |
‘; 1 terminatzd members since 08/01/11
H
50
451 = BirthDays
40 7 T T T T T T T T T T T r Member Name
Aug-10 Sep-10 Oct-10 Now-10 Dec-10 Jan-11 Feb11 Mar-11 Apr-11 May-11 Jun-i1 Juk11 Aug-11 Er;‘!mb“ hammihdavs benween 09/01/11
f

Period

Club Leadership Email (7) - This link is found in the club officers’ information. By clicking on this link, you
can send an email to the club officer from this page.

&)

Message  Insert Options Format Text Adobe PDF

=0 X cut eS| ||| e = T A 33 Find
i A A \IBLJ == ;\m“ﬂ] g} Y
—' 53 Copy B i S AR 3¢ Replace
Paste d abr . A = = S Change || Zoom
J Format Painter PP i e o ey IS _‘_.||\) ) Styles W Select
Clipboard iF} Font Paragraph Styles Zoom Editing

cyndizlee @yahoo.com Club Officer Email Link +—

.L’m l.' & fl'm ﬁr.m
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Section 1 — Club Information

The Section 1 - Club Information section of My CLUB defines club pertinent data - meeting time, meeting
place, location on map, as well as links to other information about the club. Scroll down to the middle of
the page to view this section below the Club Leadership Section on the My CLUB page.

t Section 1 -CIubInfurmatiun)
R Wednesddy at 12:00 PM

&

Mesting Place:
Me=eting City:
Mezting Address:

Mizeting Directions:

Link o Map) Diractions:
Chuls De=cription:

Link to Club Websits:
Link to About US:
Link o Project URL:
Clulbs Phone Number:
Fax Numbar:

Chuls Email:

Chelt’s Mailing Addraxs:
Charter Date:
Calzndar:

Sentara CarePlex

Hampton

2000 Coliseum Drive, Hampton, VA 23666

To find us, ge inta the Orthepedic Main Entrance which is
on the left side of the complex when you are facing it from
Coliseum Drive. To locate the meeting rooms, go straight

down the lang hall and turn right under the green exit sign. |

The reams are on the left side of the hall. [Visit our

website www.peninsularotary.org for mere detailed

information,)

Click hare for map and directions

The Rotary Club of the Vimginia Peninsula mests waekly at the Howand

Johrson Plazs and farsnce Canter. With over 60 members, we
rom all walks of lif= with business profs als, Business

I ical professsionals, and =ducators all being

"= 4-Way test and have added our

o

¥

. her=
-"Isith

Ve adhe

un for all oo
Nen Retarian "guests” are invited to visit cur meeting for a "fre=
lunch™. We will do our bast to make you fe=l welcome and
appraciatsd.

\\'\\'\\'.EEI‘IiI‘ISI.IlEI’OI:E 1] i

www,peninsularotary.org/ClubProjects.cim

emccoury@coliseumcentral.com
PO Box 1772, Newport News, VA 23601
26-0ct-76

Club Calz=ndar District Calendar Club Bulletin  District Newsletizrs

S Abaranca S ok et M Mwmicar
= 7
hHY & oS :
La :GIEU“ o . Satellite
1@ o
i
<
4
E
3
S
-
B
5 Fom P 1
an Phaiena |
Colitum
'u!“"\F"""O’ @ Cenlral
G

" h'.ac;laﬁﬁﬂﬂﬁmgle—'“ of Liss

-

The Section 1 - Club Information functions are found in the upper right-hand corner. The functions are:

> Submit Attendance

> Edit Club

> Add New Member
Rev. 9/2011
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Section 1 - Club Information: Submit Attendance
Click on the link below for detailed Submit Attendance functions.

Submit Attendance Link

Rev. 9/2011
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Section 1 - Club Information: Edit Club

The function to add club data or update your club data on the District and Club Database (DaCdb) can be
found by clicking on the My CLUB tab (next to the HOME tab) on the database home page. This Edit Club
“how-to” section” focuses on maintaining your club data in Section 1 - Club Information.

Somthtedce | EdCib Kid e e |

Section 1- Club Information;

Hesting Time: Wednesday at 12:00 PM i ;}uns f Moy Satellitel
Meeting Place: Sentara CarePlex K @Use
Mesting City: Hampton :
Mesting Address: 3000 Coliseum Drive, Hampton, VA 23666 T el
Meeting Directions:  To find us, go into the Orthapedic Main Entrance which is onthe left | -

side of the complex when you are fadng it from Coliseum Drve. To-— | 3 ,R%:ﬁ

locate the meeting rooms. ao straiaft down the lon hall and tum o i

The Edit Club function updates the club data on the Club Admin pages detailed below. By clicking on this
button, the Club Admin page will display.

Note the sub-menu tabs highlighted below for various club administrative tasks.

Crpy—

Virginia Peninsula 1D=5807 Carcel | View | | updte |

[ |
. Address | Meeting Info Committees | Positions | Billing Security

{ Information PData ‘ Motes

Club Inikrmation

Enter the Club information. The fields marked with * are required fields.

Club Info:

¥lnh Name:  Virainia Paninenla 11 zuel-7 ~hanne ankd

Rev. 9/2011
DaCdb User Guide
for Club Secretaries -9-



Edit Club Information Sub-Menu Tab

The Information sub-menu tab on the Club Admin page details the basic information about the club. The
sections noted below are:

> Club Info - the club information has certain fields that are required (with asterisk). Note that some
fields require a higher security level than LVL-4. Most of this information is entered for a new club.
> Club Options - used to notify club member when a file is uploaded.
> Club Description - free-form text box where you can describe your club.
Club Admin
Virginia Peninsu 1D=3807 Cancel | View | Update |
X

[ Information | Address | Meeting Info | Links | Committees | Positions | Billing | Security | PData | Notes

Club Information
Enter the Club information, The fields marked with * are required fields.

(50

*Club Name: Virginia Peninsula (Level-7 change only)
Club Short Name:

Virginia Peninsula Used on Badges (max 32 chars)
Adive:  yag v

ClubType: RegularClub =

*Club Number: 5807 (To change the Club Number, please contact support)
*Region: 12 Club Area /Region Number, Non-Regular clubs should be 0.

Charter Number:
Charter Date: 10/26/1976 ﬂ (mm/dd/yyyy) - Charter Date - defaultis today -- please change

Club Options: +———

Notify on File Upload:  yeg « Natify Club members when a document is added or updated
Map Display: n ¥ Turnon/off MyClub map display

" potary Interface: Rl "Direct Connect" » RI Direct Connect Interface alse requires corresponding setting in RI MAP,

Club Description: ) <

H-A-A-B I U § & @ = := E =

il
(1]
it
my
=

b @ ¥

{¥
7 bl

The Rotary Club of the Virginia Peninsula meets weekly at the Howard Johnson Plaza and Conference Center. With
over 60 members, we come from all walks of life with business professionals, business owners/executives, medical
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Edit Club Address Sub-Menu Tab

The Address sub-menu tab is optional information regarding the club’s mailing address. The club mailing
information can be used on reports, contribution forms, and Dues Invoice module.

Club Mailing Address - There are two drop-down menus: State Code and Country Code. The Email data

field should be the club secretary’s email and it will appear as a hyperlink on the Section 1: Club Information
page as the contact point for the club.

Club Admin

Virginia Peninsula 1D=5807 Cancel | vew | Updte |

[ Information Address

Meeting Info Links Committees Positions Billing Security PData Notes J

Club Mailing Information

This section includes eptional infomation regarding the Club's Mailing address. The Club mailing information is used on several
reports, business cards, contribution forms and Dues Invoice module.

klub Mailing Address: | =

Addressl: popox 1772
Address2:

City:  Newport News

State Code:  yya

b
Province:
Zip/Postal Code: 23501

County:

Country Code:  UNITED STATES

R e M
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Edit Club Meeting Info Sub-Menu Tab

The Meeting Info sub-menu tab details the weekly meeting physical location and meeting times for a Rotary
club. There are three drop-down menus to edit certain fields:

> Meeting Day - Days of week
> Meeting State Code - State Abbreviations
> Meeting Country Code - Geographic Countries where Rotary Club are located.

In order for the meeting location to appear on the map on Section 1 - Club Information, the physical address
of the meeting place must be entered here.

Club Admin

Virginia Peninsula 1D=5807 Cacel | e | upie

I'd

Heeting Info

Enter the Club meeting information. This information is displayed on the Club View page and is used to populate where Clubs
meet display.

Links | Committees | Positions | Billing | Security | PData NotesJ

Information | Address

Meeting Information

Meeting Start Time:  12-0g M (hh:mm AM/BM, -or- Use 24-hour Military time, 2.g. 1800 s 5:00 BM)
Meeting End Time: {hh:mm AM/EM, -or- Use 24-hour Military time, 2.0, 1800 is 5:00 BM)

Meeting Day: Wednesday + Select the meeting day of the week

Meeting Place!  Sentara CarePlex .

Meeting Address: 3000 Coliseum Drive
Meeting City:  Yampton
Meeting State Code: ya
Meeting Province:

Meeting Postal Code: 3565

Meeting Country:  JNITED STATES »
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Edit Club Links Sub Menu Tab

The Links sub-menu tab displays URL links to other club sites. These fields are displayed on the Section 1:
Club Information page.

> Link to Map/Directions: This URL is a map/directions locator website such as www.mapquest.com.
> Link to Club Website: This is a link to your club’s website.
> Link to about US: This is a link to your club’s website plus the website page that describes your club.
> Link to Project URL: This is a link to your club’s website and website project page.

Club Admin

Virginia Peninsula 1D=5807 Carcel | View | [ Update |

Information Address Meeting Info Linl;s Committees Positions Billing Security | PData Notes J

Club URL links to other sites. Links should be entered in the form: http://www.

Link to Map/Directions:  yrp: //www.mapquest.com/maps/1815+west+mercury+hampton+va/ 2

Link to Club Website: ww.peninsularotary.org -

[if URL starts with "https//", Level-0 redirects to external club page)
Link to About US: -

Link to Praject URL:  yyyyuy peninsularotary.org/ClubProjects.cfm "

Rev. 9/2011
DaCdb User Guide
for Club Secretaries -13-


http://www.mapquest.com

Edit Club Committees Sub-Menu Tab

The Committees sub-menu tab shows a listing of your club’s committees for the current year. The number
of committees is noted at the bottom of the Committees page.

Club Admin

Virginia Peninsula [D=5807 Cancel | Vew | |t |

Information Address Meeting Info Links Positions Billing Security PData Notes

Club Committees

Club committees are defined here. Club committees will also be shown on the committee listing under the club name for the

OrgYear they are defined in.

Viewing Committess for Org-Year: 201112+ P Add Club Committee

Committee Committee Type Action
Virginia Peninsula

Club Administration (2011-12) View Edit Delete Reports PMail
Club Service (zo011-12) - } View Edit Delete Reports PMail
International Service [2011-12) View Edit Delete Reports PMail
Membership (zo11-12) View Edit Delete Reports PMail
Public Relations [2011-12) View Edit Delete Reports PMail
Rotary Foundation [2011-12) View Edit Delete Reports PMail
Service Projects [z011-12) View Edit Delete Reports PMail
Vocational Service (z011-12) View Edit Delete Reports PMail

There are 8 Club Committees found for Org¥ear selectad.

The following hyperlink details how to create a new committee. Click on this link for details.
Add Club Committee Link

Committee Action Links

The action links are also detailed in the following section. Click on these links for details.
View Club Committee Link

Edit Club Committee Link

Delete Club Committee Link

Reporting on Club Committees

PMail for Club Committees

Rev. 9/2011
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Edit Club Positions Sub-Menu Tab

The Positions sub-menu tab describes the current club positions for the club members.

Club Admin

Virginia Peninsula 1D=5807 Coce | Ve | it |

{ Information | Address | Meeting Info i Links ‘- Committees | Positions | Billing | Security E PData i Notes J
1 i

Club Positions

This is a list of Club members and their position(s) in this Club. Members get added to this list by being a member of the Club
(there is no add link here). Member positions within the club can be edited from this screen, just dlick on the PENCIL £ icon.

61 members AIBICIDIEIEIGIHIIIMINIBIRISITIW]Y]
Edit Club Member Name SeclLvl OrgYear 2011-12 Positions
g
ﬁ Aaron, Joan il 2011-12 Member
¢ Aaron, Leonard B. 1 2011-12 Past President (PP)
ﬁ Adams, Stephen C. 4 2011-12 Vocational Service Chair (VOS)

The Edit pencil icon found on the left-hand side of the club member’s name allows edit capability to change
a particular club positions.

- Membership Chair (32)
Club Admin Rotary Foundation Chair (3)

Sargeant At Arms/President-elect (4 _ . _
Foundation Chair/iPast President (4) Cancel |  wiew Update |
Service Projects Chair (3) . .
Disaster Relief Chair (3)

Club Admin Chair (3) ‘
) |

Virginia Peninsula

: Tnn v CCO-Club Comm / Director (4) = A
Information Addres Foundation Ch/Pres-Nom (4) P | x by PData Notes
Programs Chair (2]
— - P e Webmaster/CCO (4) [5;, ]
This is a list of Club memk EEsimRos Webmaster (3) Siaa member of the Club
(there is no add link here G " |Community Service Chair (2) = the PENCIL & icon.
There are 19 members in th S er. lame. Club Service Chair (3) =
Edit Club Member Name| Club Position: * | Club Director (3) +— m
u)
£ GEETRGTT Mote: We are introducing the change now to the way club positions are changed
to support a future upcoming change.
& Bonadonna, Colleen %
& Cooper, Winston C 1 at (P)
& Cox, Marilyn E it (WP)
&’ Dalton, John E - (CD)
& Ezell, Cyndia Lea et 2010°11 €ilib Secretary (5)
Rev. 9/2011
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Edit Club Billing Sub-Menu Tab

The Billing sub-menu tab details optional billing information for Dues Module, if applicable, for a club.

Club Admin

Virginia Peninsula 1D=5807 Cancel | View | Updste |

\. Information Address Meeting Info Links | Committees Positions | Billing | Security | PData Notes J
Club Billing Information

This section includes optional infomation regarding the Club's billing and credit credit card processing gateway information. The
club billing information can be included on the Dues Invoices that are generated.

Billing Address Information:
Billing Addressl1:

Billing Address2:

Billing City:

Billing State Code:
Billing Province:

Billing Postal Zip:

Rev. 9/2011
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Edit Club Security Sub-Menu Tab

The Security sub-menu tab defines those club members that have been allowed higher security level for
specific functions. The column of members on the left are all club members. The column on the right are

those members that are being given specific security level. Clicking on the arrow boxes in the middle will
move the highlighted club member name from one column to the other.

Club Admin
Virginia Peninsula 1D=5807 Cancel | view | Upae |
A

l Information | Address | Meeting Info | Links | Committees | Positions | Billing J Security I PData | Notes !

Club Access Security

By default, only Club officers in this Club can edit members. Additional members from the District can be granted similar access
rights, by selecting them from the list on the left, moving them to the list on the right.

Note: You are encouraged not to grant too many members access.

Select from Members: Members with Club Edit Access:
Ezell, Robert F )r ~ Ezell, Cyndia Lee

Ezell, Robert F 5r.
Fagan, Harry L.
Fahey, John A
Fairfield, Deann Caral
Fall, Marilyn Catherine
Faraone, Janet
Faraone, Janet << All
Farrar, Herbert L.

Farrar, William B. IV >

i

) A
W
i
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Edit Club PData Sub-Menu Tab

The Participation Data sub-menu tab allows for four levels of participation data.

Club Admin
Virginia Peninsula ID=5807 Cancel | view | | update |
Information | Address | Meeting Info | Links | Committees | Positions | Billing | Security | PData | MNotes J
Club Participation data

Each District can define up to four (4) participation values or special fields. Each Club can set or reset these values here. The four
(4) values are configured in an Account profile record by support. Once they are defined there, they will appear here and each

Club can set their own value, For example, 825 PHF may be one of the defined club participation fields. Each club can then
indicate their compliance.

100% Paul Harris:

100% Sustaining Member:
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Edit Club Notes Sub-Menu Tab

The Information and Notes sub-menu tab is used for internal information only.

Club Admin

Virginia Peninsula 1D=5807 CancH Veu | Update |

iy

Information Address Meeting Info | Links | Committees Positions | Billing | Security | PData | Motes

Club Information and Notes

Subscriptions:

Club:  Att: ¥ Dues: ¥ Web:no Bul: no
Locked: No

Notes:

i-Comments (these are internal only and are NOT displayed)
Motes:
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Section 1 - Club Information: Add New Member

The Add New Member function can be found in two locations: Section 1 - Club Information (Add New
Member) and Section 3- Club Members and Positions (Add Member). By clicking on the “Add New
Member” or “Add Member”, you will be transferred to the Member Admin page so that you can enter the
member data.

Submit Attzngance zitCub | dd New Member |
Section 1 - Club Information: J&-
TEHT T WeElTEsaay at 12:00 PM FHr 5 ons g Satell
- i1 fsa atellite
Meeting Place: Sentara CarePlex P IEPJ“ m=
Meeting City: Hampton é
W‘Eé& 3000 Coliseum Dri A 23666 i &reermel |:r
find u M \f\
. WIEN YOU «, vl 10
.=eting rooms, go straight 4 nall and tum | R
right under the green exit sign. The rooms are on the left side of the | ¢ ionn
hall. (Visit our website www.peninsularotary.org for more detailed | r:; mpton Roads Capga; Phwy N
information.) | 3 Boo Willams
Linle b Wan (Cyien ki fiol: baen & e | =R Sportsplex
| Section 3: Club Members and Positions: ‘
(il ONTO:I;I:‘PM W Active ¥ Active-RE5 [ Active-Associate [¥] Active-u3s Honorar\.r
' J ] alumni [] Alumni-verified [ Guest [] Guest-Rotarian [I Friends of Rotary
DProposed [ Active-LOA [C] staff Position
LName or Badge#: ® current © Terminated Edit Club Positions | Edit PHF/SM | | Club Rgpnr‘ts Bulk Email | FMAIL |
Displaying 1 to 61 of 61 Members. AlBlC|D|E|F|G|H|J|r\1|r‘J|P\R|S|T| \ALL
[7] | Aaran 1nan (1 annard) £ 82 Fdit|Viewl Term Active- 757-396- 7S7-RR1-9ANN o iaarnnifmalvinrinnins.ram
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Add NEW Member: Member Sub-Menu Tab

The Add New Member data fields that have a preceding asterisk are required fields.

Member Admin

Add NEW Member

oo | ]

V'

Photo Contact | Login s/P

Business | Club | Notes

Member Information

Member Information:

Member ID:

* Member Type:
Prefix:

* First Name:

* Last Name:
Previous Name:
Badge/Nick Name:
Badge Title:
Badge Number:

* Start Date:

Birth Date:

Birth Place:

Sponsaor:

No. Sponsored:
Language Skills:
Classification:

Occupation Code:

Rev. 9/2011
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If former Rotarian, get RI ID#= before continuing!
Active A
T * Gender: {Sglect] N
Robert Middle Name: Floyd
Ezell Suffisc:
Farmer Name ar Maiden Name
Bob (Only putin a Badge Name IF different from First Name)

Title you want to appear ¢n Event Badges

04/30/2011 E [mm/dd/yyyy) 2dmission/Start Date in this Club!

If there are previous years in another club, enter those years under the Club Tab

01/06/1980 H (mm/dd/yyyy) - year optional, but necessary for calculating the club's demographics correctly
Mote: The DOB year, if entered, is enly visible te the member and the few club officers who can edit member info, te all others it is hidden.

Optional City, State where born

Cindy Ezell E] (Lookup Spanser)

0 Mumber of Members Sponsaored
English
Doctor

22-08 - Physician/Surgeon -
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The Member Admin/Add New Member page require certain data before the “Add” button is clicked. The
example below shows that required data was not entered. By clicking “OK” the pop-up window will refresh
and data can be entered into fields that are in error. Before adding the record, the Contact sub menu tab

data must also be entered.

r

S

3 Message from webpage
Member Admin

Please complete the following fields: Cancel | Add |

Add NEW Member 1D3

Hember || Photo | Contact | Login | S/P | B

Member Information:

J l Y - Last Name (Member Tah)
- Address (Contact Tah)

- City (Contact Tab)

Member D¢
If former Raotarian, get RI ID# before continuin
* Member Type:  Active v
Prefic:  py -

* First Name:  Rphert

¥ Gender: {Select]

Middle Name:  Fgyd

* Last Name: Suffix:
Previous Name: Former Name or Maiden Name
Badge/Nick Name: pgh [Only put in a Badge Name IF different from First Name)
Badge Title: Title you want to appear on Event Badges

Badge Number:

¥ Start Date: 04/30/2011 H (mm/ddfyyyy) Admission/Start Date in this Club!

Ifthere are previous years in anather club, enter those years under the Club Tab

Na

Do not click "Add" until the contact
information is entered. See 3rd tab.

If the “Cancel” button (in the upper right-hand corner) is selected, the My CLUB page will be refreshed and
will return to the preceding Add Member function page. If the “Add” button (in the upper right-hand corner)
is selected, then the Member Edit page will display for additional club member data entry.
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Add NEW Member: Contact Sub-Menu Tab

Member Admin

Add NEW Member D=0

Member | Photo | Contact | Login I s/pP | Business | Club i Notes

Member Contact Information

Member Addresses:
Address Type:  4oME v

* Address: 1259 Country Club Dr

¥ City, State, Zip:  Houston TX + 75029

County: H{ouston

Province:
¥ Country: NITED STATES =
Member Email:

Email Type:  QFFICE o

Email Address:  pezell@gmail.com

Display As: goh Ezell
Phone Information:

Home Phone: g17 225-2029

Office Phone: 817 345-8503

Fax Number:

Cell Phone: 817 838-2928

Toll Free:
Emergency Contact: Internet Information:
ICE: " (Level 4+ View) Private:  pyhlic - list in directory -

- OptOut: Ng » (Opt-Out of PMAIL communications)

Wy, {select) -
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After the contact data has been entered, click the Add button in upper right hand corner to add the new
club member to the database.

Member: Robert Floyd Ezell (0)  [Edit] L

Section 1 - Member Detail (Active)
Robert Floyd Ezell (Bob)

1259 Country Club Dr
Houston, TX 75029

Home: 8§17 225-2029

Office: 8§17 345-8593

Cell: 817 838-2928

Email: bezell@gmail.com
Club: ZGUEST of District wﬂ
Member Since: 04/30/2011

Birthday: 01/06

Classification: Doctor

Bus Position:

Bus Name:

Bus Web:

See Edit Club Member functions under the Section 3 - Club Member and Positions section or click the
following link for information on how to edit/update an existing club member.

Edit Club Member

When a new member is added, an email will be sent to Rotary International and the new member will be
added at RI. A Rotary number will not be assigned to the new member until Rl adds them to the rolls. Within
a few weeks of adding the new member, the Club Secretary should edit the record and add the new RI
number. (The member number can be obtained from one of several reports available to club secretaries at
www.rotary.org). After the new member record has been added, the new club member can access DaCdb
to update their own record.
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Section 1 - Club Information: Calendar/Events Links

At the bottom of the Section 1 - Club Information section, there are four links under the heading of
“Calendar”. These links provide a “view” of Rotary Club event-driven communications.

Submit Attendance Edit Club Add New Member
Section 1 - Club Information: :
Mesting Time: Wednesday at 12:00 PM t Hrg ytons = Catellite
. oif €

Meeting Flace: Sentara CarePlex I@U

Meeting City: Hampton E

Meeting Address: 3000 Coliseum Drive, Hampton, VA 23666 + Greenwall Or

Meeting Directions: To find us, go into the Orthopedic Main Entrance which is on the left -

side of the complex when you are facing it from Coliseum Drive. To P z ﬁa!l_‘._[
| g— locate woge=sstraight dggvn the long hall - = —
-M.\“ﬂgh = % - “‘M M"‘“‘-—‘“‘*——M

. Number: . e ennsuldap datiies..,

Club Email: e .com 3 )

Club's Mailing Address: P O BoW ws, VA 236

Charter Date: 26-0ct-76

Calendar: Club Calendar  District Calendar = Club Bulletin | District Newsletters
> Club Calendar - The Club Calendar link gives you the option to ”“view” your Rotary club’s calendar.

It lists local club and district events. This “view” is the Club Calendar page found on the Calendar
tab/link on the top row of the DaCdb home menu tabs. See edit functions for this in the CALENDAR
module under Add to Club Calendar and View My Calendar sub-menu links. The calendar can be
printed or exported to a WORD document.

Rotary District 7600 - Calendar for zGUEST of District

Event Calendar Parameters:

calendar: [ @ List ) Black ] Search Events:

Include Events: [ pistrict Evant [] pistrict Reminder [¥] pistrict Gov Official visit  [¥] Club Meeting
¥ club Event [# club Fundraiser [¥] Multi-District Evant

Add to Club Calendar:

Jan 2011 - Jul 2012 S GoTo: January = 2011 =
DATE | TIME |ACTION| CLUB EVENT NAME LOCATION / COMMENTS

January - Rotary Awareness Month

| ' Rotary Leadership Institute RLI -
RI

Betory tomrinmhip Raleigh NC. Event for Prospective &
5 Y Zone | - . Existing Rotary Club Leaders. Go
Sat Jan 22, 11 |08:30A o 33 'I!-EtltUtE RLI - Raleigh R e s e e e
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District Calendar - The District Calendar link also gives you the option to view the District Calendar
that lists district and zone events. This “view” is the District Calendar page found on the Calendar
tab on the top row of the DaCdb home menu tabs. The calendar can be printed or exported to a
WORD document. See edit functions for this in the CALENDAR module under View District Calendar
and Goto Register Me sub-menu links.

Calendar of Events
Rotary District 7600

Event Calendar Parameters:

Calendar: [ @ List @ Block ] Search Events: Search Now To Word Frinter Format

Include Events: 7] pistrict Event [¥] istrict Reminder [¥] pistrict GOV Official Visit ] Club Meeting
[¥ club Event [¥ club Fundraiser [¥] multi-District Event

Add to Club Calendar:
Jan 2011 - Jul 2012 R TeTE S <<PREV | [(NEXT > GoTo: January ~ 2011 + [Eo]

DATE ACTION| CLUB EVENT NAME LOCATION / COMMENTS
January - Rotary Awareness Month

B0, R _
‘: g -‘-f Rotary Leadership Institute RLI -
: '™ Raleigh NC. Event for Prospective &
RI Zone Rotary Leadership 5 85 i
sat Jan 22, 11 |08:30a8| @ 33 Institute RLI - = 7 B E IR S e s

Club Bulletin - The Club Bulletin link is utilized to manipulate club bulletin data. If the club has a
weekly/monthly bulletin or newsletter, it can be posted from the My CLUB tab/CLUB Bulletins sub-
menu link. See this link for detailed “how-to” instructions.

O Add Bulletins File - page to add uploaded file to Club Bulletins folder.
O Add URL - page to add bulletins description and URL for upload file.
O Add Folder - page to add a new folder for club bulletins.
O Copy, Move, Rename, and Delete - options for file manipulation.
Rotary District 7600
ZGUEST of District
Motify Members on Upload: No
Home <<=-- click links here to navigate
Add Bulletins File Add URL Add Fodder Copy Mowve Renams Delete
(I | S SRS HlE e U S SRR e R ielinelle s i S ialie
0 files found Total space used in this directory: 0 KB
Files can be referenced at:
- HTTF URL: http://www.directory-online.com/Rotary/ Accounts/ 7600/ Bulletins/ 90012164/ { filename} >
- File Path: D:\Rotary\Accounts\ 7600 Bulletins 9001 2164\ { filename}
Rev. 9/2011
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> District Newsletters - The District Newsletters link gives you a “view” of the last 20+ District

Newsletters in PDF format. See the Calendar tab/View District NEWSLETTER sub-menu tab on the
top row of the DaCdb main menu tabs for more details.

Rotary District 7600
District Newsletters

Notify Members on Upload: No
Home <<-- click links here to navigate

Type _______________ FileName | __Modified | Size |

I@ The7600bridge0111.pdf 01/07/11 02:23 PM 458 KB
E Features_lanuary2011.pdf 12/31/10 12:35 PM 646 KB
T Thers00bridge1210.pdf 12/01/10 05:34 AM 951 KB
@ Poacbiicee Piacccbhacoansn A

R A T e em
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Section 2 - Club Committees

This section of the document focuses on how to manage your club’s committees. The Section 2 - Club
Committees section can be found by scrolling down to the middle of the My CLUB page. This section lists
all your club committees for the current year.

For each committee listed under Section 2: Club Committees, the Action links (View, Edit, Delete, Reports,
and PMail) are available to view and/or update committee particulars. These Action links are the same as
found on the Committees tab on the DaCdb home page. If you click on the Committees tab and scroll down
to the bottom of the page, you will see the same links found in Section 2: Club Committee section. The
function links above the Action links define how to clone more than one committee at a time (Club
Committee Bulk Clone) and how to add a committee (Add Club Committee).

o . s [ ] Switch | ID | Logout
¥ District 7600 g e S
DaCdb vd.5 § i i
{ N \ aeas .# Click Here and go to Website 2 Adams, Stephen C. 7600-4

Home‘MyCLUB IL'IyDATA Commmees PMalI Cﬂlendar DUES Reports | Speakers | Club PAGES A‘ITND Help
FIND a Member ‘ List ALL Clubs ‘ ubmit Attendance ‘ Where CLUBS Meet | Club CALENDAR | Club BULLETINS ‘ Pall ‘ Gallery | NewMember FORM | Club Secretary DOC | RI TranLog | RI Comp | Verify ‘

Virginia Peninsula - Rotary Club [edi

Rotary District 7600
Club# 5807
Club Members Committees  Member Listing Club Dashboard

(sactinn 2: Club Cnmmittee:} 1 .

Viewing Committees for Org-Year: 2011-12 ~ Club Commitee Buk Clone | Add Clb Commites |
Committee Committee Type Action

Virginia Peninsula

Club Administration [z011-12) View Edit Delete Reports PMail
Club Service (zo11-12) View Edit Delete Reports PMail
International Service (zo11-12) View Edit Delete Reports PMail
Membership (z011-12) View Edit Delete Reports PMail
Public Relations (zoi1-12) View Edit Delete Reports PMail
Rotary Foundation (zo11-12) View Edit Delete Reports PMail
Service Projects (2011-12) View Edit Delete Reports PMail
Vocational Service (2011-12) View Edit Delete Reports PMail

There are 8 Club Committees found far OrgYear selected,
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Section 2 - Club Committee: Club Committee Bulk Clone

If the same committees will be in effect in the new club year, there is an option to “clone” the committees
so that they do not need to be re-entered. This link appears in the upper right-hand corner of the section.

Club Committee Bulk Clone ‘ Add Club Committes

Committee Type

ZGUEST of District
Membership (z010-11) View Edit Delete Reports PMail
Service Projects [2010-11) View Edit Delete Reparts PMail

There are 2 Club Committees found for OrgVear selectsd,

By clicking on the Club Committee Bulk Clone function link, the Bulk Clone Club Committees page is
displayed. At the top of this page are detailed instructions on how to clone the committees that you need
for the coming year. The input fields are as follows:

» From Org-Year: - drop-down menu with table of years to choose the from year to clone.

» To Org-Year: - drop-down menu with table of years to choose the to year to clone.

» Options: - click option that allows cloning committees without committee members.

» Committee Names: - includes checkbox to add or eliminate committees to be cloned or use the
checkbox next to the Committee Name header to include all committees by default.

Bulk Clone Club Committees
Cancel | Clone

This Bulk Clone committee utility will clone over multiple committees into the selected OrgYear (typically the next OrgYear). Select (| k) the committees that
you want cloned, and click the [Clone] button at the top right. All the selected committees will be cloned over. If you wish — this routine™©an be run multiple times —
subject to the provisions below. In other words, you can select one or two committees, clone them, check out the results, and repeat.

Pogho g rghog g iQicgogh L O P O P P O P P P P PP PP P PePSs

From OrgYear: 2010-11 ~ <<<< Make sure this is the correct year to clone FROM ‘ A M A ]
To Org¥ear:  3p11-12 =~ <<<< Make sure this is the correct year to clone TO ‘- L
Options:  [7] gNLY Clone the Committes, without any Members 4— ———— —

3 Club Committees found.

B Committee Name Committee Type Comment
(¥} Club Service (zoio-11} ‘————— CLUB Committee
[] Membership {zo10-11) CLUB Committee
[[] Service Projects (2010-11) CLUB Committee
Rev. 9/2011
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After clicking the gold “Clone” button, the Bulk Clone Summary page is returned detailing what
committees were cloned.

Home' My CLUB | My DATA :Commiﬂees :PMaiI | Calendar :DUES- Reports | Speakers | Club PAGES | A'I'I'ND_f Help
st ALL Clubs | Submit Attendance | Where CLUBS Meet | Club CALENDAR | Club BULLETINS | NewMember FORM |

Bulk Clone Summary ‘-——————

Committee Name Comment
Club Service The Committee [Club Service] was CLONED into year [2011-12] ‘_ R
Rev. 9/2011
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Section 2 - Club Committee: Add Club Committee

By clicking on the Add Club Committee function link, the Committee Admin page is displayed so that
new club committee information can be added.

"l&'llllllllllllllll .1!!lu. —
- v Ol Commitie Buk Ciore [ Add Cl Commies

Committea Type

=NECT ARt 8

Membership (2010-11) View Edit Delete Reparts Fial
Service Projects (2010-1) View Edit Delete Reports PMail

On the Committee Admin page, there are three tabs displayed when adding a new committee. (If you are
editing a existing committee, you will see four tabs including the Members and Positions tab. This tab will
be discussed in the Section 2: Club Committee Edit Link section. The three tabs discussed in this section are:
Information, Options, and Security used to create a new committee.

» Information Tab -The Information tab displays the Committee Info and Committee Description. The
Committee Info section includes drop-down menus to add/modify data. The Committee Description
section is a free-form format to describe a particular committee.

Committee Admin

Add new Committee ID={new} ‘Ganoel | save |

L Information Options Security g

Committee Information

Committee Info:

*Committee Name: Club Service Org vear: 2010-11 = (Custom vear)
Committee Type: CLUB Committee = Group-de-Groups: pNg
Committee Affiliation:  >CUEST of District =3 RolekKey:

Committee Description:

Paragraph ~ Font Mame ~ Size - B i U ¥ e i=E IE =E = = E =

#7 HTML

I
Iy
l#
g
A
L

This committee helps organize club projects.
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» Options Tab - The Options tab displays two options: Display Sorting Options and Committee Parameters.
The sorting options are available to define how you want the club member names sorted (i.e., User,
Member, or Business) and/or how the club should be listed (i.e., by Club Name or User Name).
Parameters are listed with drop-down menus to define committee listing format and whether there should
be notification sent on a file upload.

Committee Admin
Add new Committee ID={new} Cancel | Saue |

{ Information | Options Security B
Committee Options

Display Sorting Options:

Member Dizplay Format: ® User Name [Club Name]

[} Member Name (Business Name)
[} Business Name (Member Name)

Committee Listing Sort: @ juh Name

) User Name
Committee Parameters:

"W Show Description:  YBS ¥ Show the description fizld if the description below is blank?
"W Notify on File Upload:  No ¥ Notify Committee members when a document is added or updated

"% Include Deleted Members: No ¥ Included "deletzd/terminatzd” members on this committee listing?
For example, in Zone committee listing, tracking terminated or deceased members may be necessary

" pyblic Website Display: All Members ¥ Member detail displayed on public [not logged in) website

Rev. 9/2011
DaCdb User Guide
for Club Secretaries -32-



>

Security Tab - The Security tab displays the View Security and Edit Security drop-down menus; the table
includes all database security levels. These options are used to override the system default security levels.

Committee Admin

Add new Committee 1D={new} Cancel | Save |

l Information | Options [ Security ] §

Committee Security

By default the security on a committes is determined by the CommitteeType and is setunder the Admin tab. To make the security levels
forthis committee MORE RESTRICTIVE, change the View and Edit security levels below.

W view Security: Levell v what Security-level is allowed to See this committze on the Commitee List?

¥ Edit Security: Level2 v hat Security-level is allowed to Edit this committee?

When the committee is added, it will show up under Section 2: Club Committees.

Club Committes Bulk Clone | Add Club Committee

Committee Type

ZGUEST of District

Club Service (2010-11) ‘-_,-,-_-_,-_ -

View Edit Delgte Reports Pail
Membership (2010-11) View Edit Delete Reparts PHal
Service Projects (2010-11)

View Edit Delete Reports Phail

There are 3 Club Committees found for OrgYear selected,
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Section 2 - Club Committee: Action Links

For the club committees listed in the lower section of the Section 2 - Club Committees on My CLUB page,

there are five links - View, Edit, Delete, Reports, and PMail. These links function as “shortcuts” that allow you
to view/update committee data from the My CLUB tab.

Section 2: Club Committee: ‘-—-“““-
Viewing Co rg-Year: 2010-11

Club Commitiee Bulk Clone | Add Club Committes
Committee

Committee Type Action
ZGUEST of District

Club Service (2010-11)

------* View Edit Delete  Reports PMail
Membership (z010-11) View Edit Delete  Reports  PMail
Service Projects (z010-11)

View Edt Delete  Reports PMail

There are 3 Club Committees found for Org¥ear selected,
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Section 2 - Club Committee Action: View Committee

The Committee View link displays the Committees page for a particular committee and consists of four
separate sections.

Section 2: Club Committee:

Viewing Committees for Org-Year: 2010-11 = Giub Committee Bulk Clone | Add Club Committes
Committee Committee Type Action
ZGUEST of District

| Club Service (2010-11) ------*
| Membership (2010-11)

dit Delete Reports PMail
Edit Delete Reports PMail

Service Projects (2010-11) Edit Delete  Reports PMail

There are 3 Club Committeas found for Org¥ear selected,

» Committee Chairman - At the top of the page, the chairman information is listed for that particular
committee, along with that club member’s information. The chairman’s email is a hyperlink so that
you can email the chairman from this page.

» Section 1: Notes and Comments - This section is available for optional freeform notes - This data is
entered in the Committee Description section on the Committee Admin page.

» Section 2: Committee Members and Positions - This section list the committee members and
committee positions.

» Section 3: Committee Leadership History - This section identifies who the Committee Chairman is for
the current year and for the previous year.

ZGUEST of District - Club Service - 2010-11 [edit]
Rotary District 7600 Committee
Committee Members

—— —— b Membership Chair: l EZEIIF l:'obert E Jr
Email: bez@cox.net
d

Office: 757-564-3456 Home: 757-565-1234

ection 1 - Committee Notes & Comments: ‘———-‘—-
There are

71 Monroe, Ally E

~Section 2 - Committee Members and Positions:
7 Entar nake..p=| Files | Reports |

=] T View Active Member 757-253-8292 | 757-253-9282 |allymonroe@cox.net
= of Distric
& czzzse_: :"Snfto: O Qe ST any) View Active Member 757-869-3935 | 757-859-2928 |Weooper@yahoo.com
(2 of District)
= FZ?JIESEOEEK:E i‘réjo') S Lot View Active ME”C"E:i"fhip 757-565-1234 | 757-564-3456 |bez@cox.net
= of District) 8=
- Section 3 - Committee Leadership History: *——'L—!-—J-

2010-11

Membership Chair Ezell, Robert E Ir

Pusition
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Section 2 - Club Committee: View Links

At the upper left-hand corner of the page is a Committee Member link that will take you directly to the lists
of committees (Section 2 - Committee Members and Positions).

At the top middle section of the page is an [Edit] hyperlink. By clicking on this link, the Committee Admin
page will be displayed with administrative functions (committee information and description, committee
formats, security levels plus members and positions changes).

Within the Section 2 - Committees and Positions section, the Member Name link displays the Microsoft
Outlook window to send an email to the committee member; the Club Name link transfers to the My CLUB

page. The View link transfers to the Member Detail page. The Email link will send an email to the committee
member.

The committee list also has two sorting options and these fields are the Club and Name columns.

ZzGUEST of District - Club Service - 2010-11 [&dit]

Rotary District 7600 Committee
Committee Members

Membership Chair: Ezell, Robert E Jr
Email: bez@cox.net
=) Office: 757-564-3456 Home: 757-565-1234

Section 1 - Committee Notes & Comments:

Section 2 - Committee Members and Positions:

There are 3 members assigned to the_comemd

o Files | | Reports |
e e

View Active Member 757-253-9292 | 757-253-9293 |allymonroe@cox.net

Enter Makeups

Member Name

Monroe, Ally E
[ZGUEST of Districe) B2
Cooper, Winston C Ir. (Winnie & Mary)
| [2GUEST of Districe) 82

Ezell, Robert E Ir (Bob & Beth) Membership

: View | Active x 757-565-1234 | 757-564-3456 |bez@cox.net
[2GUEST of District) 8 Chair

View Active Member 757-869-3939 757-859-2928 |Wcooper@yahoo.com

]

Section 3 - Committee Leadership History:

Membership Chair Ezell, Robert E Ir
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Section 2 - Committee Members and Positions: Administrative Functions

Five links in the upper right-hand corner of the Section 2 - Committee Members and Positions section define
the administrative processes for the current committees.

ZzGUEST of District - Club Service - 2010-11 [edit]
Rotary District 7600 Committee
Committee Members

Membership Chair: Ezell, Robert E Jr
Email: bez@cox.net
5, Office: F57-564-3456 Home: 757-565-1234

Section 1 - Committee Notes & Comments:

Section 2 - Committee Members and Positions:

ups Files Reports Bulk Email PMAIL

oI Phone

There are 4 members assigned to the committee.

Member Name Sort: Club ¥| Name

Ezell, Cyndia Lee (Cindy & Larry)

= ] View | Active Membear 817-536-5850 | 817-536-1234 |cyndialee@yahoo.com
=] :‘:(C?SI?;‘?’O?I!?;:ECE‘ =] Wisw Active Member 757-253-9292 | 757-253-9293 |allymonroe@cox.net
= igzz::'o:\;'i::s::;éjjr' s R, View | Active Membear 757-869-3939 | 757-859-2928 |Wcooper@yahoo.com
= izilgs?ri?E::Ec:réjOb SneAh) view Active Me"‘c"::i"rship 757-565-1234 | 757-564-3456 |bez@cox.net

Section 3 - Committee Leadership History:

2010-11

Membership Chair Ezell, Robert E Jr

» Enter Makeups - By clicking on this link, the Entered Banked Makeup page is displayed.

Section 2 - Committee Members and Positions:

There are 4 members assigned to the committee. Enter Makeups Files | Reports | Bulk Email ‘ FMAIL ‘

o ine] ot

§17-336-5850 | 817-536-1234 |cyndialee@yahoo.com

Member Name Sort: Club ¥| Name

m Ezell, Cyndia Lee (Cindy & Larry)

|1 View | Active
| [2GUEST of District) &4

Note: in order for a committee member to be included in the banked makeup process, ensure that all
applicable names are clicked “on” at the right of the committee member’s name on the committee
membership page. The time spentin the meeting can be considered a regular Rotary meeting. The committee
members can “bank” this time to make-up for any missed meetings. The input fields are “Calendar Date” and
an optional “Other Members Present:” field for listing any other Rotary members attending the
meeting/venue. The “Makeup Venue” can be a committee meeting, an event (such as a Rotary Club outing),
or Rotary related project and can be changed to reflect this. To generate the banked makeup transaction,
please click the Submit button at the bottom of the page.
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Enter Banked Makeup ‘——_-.___

To enter a makeup, please complete and submit the following form below.
This entry will be added to the makeup bank in an Approved state for the selected member(s).

* Select Member:  Ezell, Cyndia Lee; Monroe, Ally E; Cooper, Winston C Jr.; Ezell, Robert E.Jr

4 user(s):

* Date of Makeup:  gz/02/2011 [[7] MakeUp Date - is Required

* Makeup Venue:  Club Service

Club,Commitee Meeting, Event or Project were makeup was made

Other Members present: Ezell, Cyndia Lee; Monroe, Ally E; Cooper, Winston C Ir.; Ezell, Robert E Ir -
- or - comments
(optional)

Submit

9

Enter Banked Makeup
Makeup(s) Entered For:
Member(s): Ezell, Cyndia Lee; Monroe, Ally E; Cooper, Winston C Ir.; Ezell, Robert E Ir
Date of Makeup: Wednesday, February 02, 2011

Makeup Venue: Club Service
Other Members Present: Ezell, Cyndia Lee; Monroe, Ally E; Cooper, Winston C Ir.; Ezell, Robert E Jr

Click here to Enter ADDITIOMNAL Makeups

» Files - By clicking on Files button, an upload page is displayed and files related to that particular committee
can be uploaded to the database.

Section 2 - Committee Members and Positions:
'TherearE4memhersassignedtntheEnmmittee. Enter Make Files ‘ Reports | Bulk Emal | PHAIL |

Office Phone m

View |Active | Member |B817-336-3830 | 817-336-1234 |cyndialee@yahoo.com

Member Name Sort: Club ¥| Name Type

Ezell, Cyndia Lee (Cindy & Larry)
v
(2GUEST of Distrct) &2
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The Files page includes file manipulation processes: Add URL, Add folder, Copy, Move, Rename, and Delete.
The gold Add Committee File button will transfer to the Upload File page.

Rotary District 7600
Membership

Notify Members on Upload: No
Home <=<-- click links here to navigate

Add Committee File | 43 URL | Add Folu'er| Copy | Move | Rename| Delete |

" Wodfied | Sz _

Total space used in this directory: 0 KB

0 files found *

Files can be referenced at:

- HTTE URL: http:/ /www.directory-online.com/Rotary/ Accounts/ 7600/ Committee/800036159/{ filename} =
- Filz Path: D:\Rotary\ Accounts\ 7600\ Committee 800036159\ { filename}

Below is the Upload File page. The data input fields are Descriptive File Name and New Name where the new
file is added to be uploaded. There is a “Browse” button to assist in finding the file on your computer. By
clicking the gold Add button, the file is adding to the database committee files.

Upload File

Cancet (“|[T_Aga |
g v

File Upload Information:

VWARNING: The information you are uploading is available for Public VIEWING, so beware of disclosing "contact

imformation” in your materials (e.g. E-mail addresses, Phone numbers, and Address data) that you don't want
seachable and indexed by Google, MSN, etc..

Select a local document file to be uploaded into the files area. Ifyou are replacing an existing file, check the [ Replace?
checkbox. There is no backup for lost/overwritten files. Please always keep a local backup copy

Descriptive Club Service 021511
File Name: [Hint: Characters and Numbers ONLY in Mame; Special Charactsrs are NOT permitted. Spaces in file names can
e problams in:some Browsere.)

|c:\Rotary /new club file. pdf Browse...
New name:
[ replace file?
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Reports - By clicking on the Reports link, the Committee Reports tab is displayed. This tab is the same as the
Committees tab found on the database Home Page.

Section 1 - Committee Notes & Comments:

Section 2 - Committee Members and Positions: =
There are 4 members assigned to the committee. Enter I‘akELDS| Files _ Reports | Bulk Email | PMAIL |

. Member Name Sort: Club ¥| Name Home Phone Ufi- “Phone m

Ezell, Cyndia Lee (Cindy & Lar
¥ (1 y ry)

[=RIIECT Af Micerice)

Wiew Active Member 817-536-3850 | 817-536-1234 |cyndialee@yahoo.com

Reports can be selected by the Run Report icon found to the right of the report listing or by clicking on the
Committee Report link. A Search option, found on the left-hand side of the page, allows you to search for
specific reports.

Search: \‘ Club | Committee Event Other |
gntract all | Expand All 1 | |
Committee Reports
*7 Recent Reports: Clear -
- Membership DIRECTORY Select a report from the list below. Click report name or Run Report B 1con = Add Report to Favorites
(Committee)
- Participation Data P -
(District) Membership Dlr-ectory 77777
- Membership DIRECTORY 1.1 Membership DIRECTORY B
(Club) Member directory listing.

1.2 MEmbErsth Directory {(NEW)

wep e Ul G GEL_ UM ERE o
Member
[ ——— . 15.2 Committee Member by Position ———— »

15.4 Members on Committees

15.5 All Members with Committee

15.9 Participation Roster (Make YOUR Own Report)

’ffff@ff“?%"@ﬁli’ff@"fffé’ff#‘ﬁi!l?#‘fﬁff

Al reports use XSL Style Sneets

Whenthereporticonisclicked, the Report Setup page displays and provides several options to format reports.
The reports can be viewed on the screen or exported to an EXCEL spreadsheet or WORD documents.
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Report Setup
Membership DIREC TORY —_————— =T ) B

Committee Member Report Parameters

orgYear: 2010-11 =~
Committee: Club Service (2010-11) ot
Member Type: [¥]active [¥] Active-R8S [¥] Honerary [Tl alumni [T alumni-wverified
[Tl Propesed [¥] Active-LOA

(AllON | OFF) M guest [7] Guest-Rotarian [ Friends of Rotary

[7] staff Position

Sort By: @ Member Name ) Club Name

To Select a Report template: click on one of the radio buttons below to choose the cutput format.
To Run the report: use the icons at the top right of this frame.

Report / Description
@ 1-Up per page - Portrait
1 member per page directory listing. The page dimensions are 8 1/2 x 11 (a normal paper size). The report is designed to run to Word. In Word,

margins are .5 and it is using gutters.

Bulk Email - By clicking on Bulk Email button, a link will open Microsoft Outlook.

Section 2 - Committee Members and Positions: -
Enter Makeup5| Files | Reports Buk Emai | FMAIL

There are 4 members assigned to the committee.

Member Name Sort: Club ¥| Name Office Phone B~  Email

Ezell, Cyndia Lee (Cindy & Larry) "3
R ! View |Active | Member | 817-536-3850 | 817-336-1234 |cyndialee@vyahoo.com
@ [2GUEST of District) 8] : Y ey

slhrmanran@ane nak

757.757.07@7 | 757.757.0707

[} |Monrae, A”Y E Vi Ackiven Mambar

The email format will include those committee member email addresses. On the committee page, there
is a default click box that will include all the committee members’ emails on the bulk email. If only certain
committee members need to be included, the default click box needs to be cleared and click on the

committee members to select for the bulk email.

n NV 3 R ] . — Membership Committee - Message (HTML)

4 Q:&i/
-~ Message Insert Options Format Text

Comicsan ~ 11~ || A &7|[3= - 1=} ﬂ @J @ 8 =) L/T v ¥ High Importance v

Address Check  Attach Attach Business Calendar Signature | Follow | [ |qwImportance | SPelling
Book Names File  Ttem Card+ o Up~ -
F] Names Include

53 Cop
5

Pa

o [ (7. A=
+ | Format Painter HiEs = =
Clipboard i Basic Text

Options T | Proofing

Membership_Committee-Members @directory-online. com

ﬂ
Send

cyndialee @yahoo.com,allymonroe @cox. net,lezelln@cox.net, TomR @cox.net, wwinters @cox.net, cyndialee @yahoo.com

Subject: Membership Committee
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» PMail Tab - By clicking on this link, you can send a “personalized email” to your committee members.

Section 2 - Committee Members and Positions:

There are 4 members assigned to the committee. Enter Nahettpﬁ| Files | Reports | Bulk Email

. Member Name Sort: Club ¥| Name Office Phone

Ezell, Cyndia Lee (Cindy & Lar
Fl Y ( L} ") View |Active | Member |817-336-5850 | 817-336-1234 |cyndialee@yaho
[zGUEST of District) LE

Monroe, Ally E
] o = View |Active | Member |757-233-9292 | 757-253-3293 |allvmnnrne@eny.net

Use the templates that are categorized by: System, District, Club, Personal. See the PMail tab on the
database Home Page for detailed instructions on how to create a PMail.

Personalized EMail (PMail)

NOTICE: Long PMAIL messages should be composed in youwr E-mail program (Outlook or Eudera), since this SESSION EXPIRES in 45 T
minutes. And you can "spell check” your work before you Copy B Paste your message into the Message box below.

[P
l EZLink Templates Compose PMail Groups Tracking u
EZLink Template Select
To Select an EZ Link template, click on a radio button below. To Preview the template, click on the template nam

To create a new template, click [Save FMail] in the Compose Tab - select the appropriate folder to save the template under.
Your last PMail will be automatically saved in your Personal folder under the name $My Last PMail.

[ System District Club Personal |
& District template file(s) found
|| District Templates Modified | size | Action |
@) 01- Registration Payment Follow-up 11/08/10 10:02 AM 2 KB Wiew
©) 03- Dear Club President - Membership 01/12/11 06:46 PM 2 KB Wiew
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Section 2 - Club Committee Action: Edit Committee
The Edit link will transfer you to the Committee Admin page. Under the Edit function, an additional function

tab not available on the View link, Members and Positions tab, is displayed on the Committee Admin page.
The Information, Options, and Security tabs are discussed in the previous View Link section.

Section 2: Club Committee:

Viewing Committees for Org-Year: 2010-11 ~ Club Committee Bulk Clone | Add Club Committee
Committee Committee Type Action

ZGUEST of District

Club Service (2010-11) ---------*' Edit Delete Reports PMail
Membership [2010-11) View g Delete Reparts PMail
Service Projects (2010-11) View @ Delete Reports PMail

Members and Positions Tab - The Members and Positions tab displays the Committee listing that details
the Committee member and Committee member’s position on that committee.

Committee Admin
Club Service ID=800036959 Canosl Clone View Update

e -

Information Options security(] Members and Positions |

Committee Members FPositions
This is a list of Committee members and their Committee Position on this Committee.

Click <= to ADD or DELETE members to this committee.
Click ¢ to change the position of a member on the committee.

4 Committee Members found. # Add/Delete Committee Members
cdit Committee Members Committee Position Terminated

@ ell, Cyndia Lee (Cindy) (=)}

(zGUEST of District)

Ezell, Robert E Ir (Bob) (=)
(zGUEST of District)

(z2GUEST of District) ARl
& Monroe, Ally E (4)
(zGUEST of District) Member
fan
£ Cooper, Winston C Ir. (Winnieg) (<) e

Membership Chair

In the upper right-hand corner of the committee listing is a “+ Add/Delete Committee Members” link. By
clicking on this link, the Manage Committee Members page displays with two columns - one with all the
club members on the left side and current committee members on the right side. Using the right and left
arrows in the middle of the page you can move the members back and forth between the columns by
clicking on the name and the appropriate arrow. Moving from left to right adds a member to the
committee. Moving from right to left, deletes a member from the committee. Additionally, there is a
“Find” function and a “Display By:” function at the top left-hand corner of the page that can be used to
filter or refine the process.

Rev. 9/2011
DaCdb User Guide
for Club Secretaries -43-



Manage Committee Members

Club Service - 2010-11

Cancel Save

Find:

Display By: @ Member (Club) ) District (Member)

Enter partial last name or club number

Member (Business) ()

Club (Member) () Business (Member)

Select from Members: Show Only Club Members

Adams, Ann (zGUEST of District)
Bonadonna, Colleen (zGUEST of District)
Cox, Marilyn E (zGUEST of District)
Dalton, John E (zGUEST of District)

Members on Committee:

Cooper, Winston C Ir. (zGUEST of District)
Ezell, Cyndia Lee (zGUEST of District)
Ezell, Robert E Jr (zGUEST of District)
Monroe, Ally E (zGUEST of District)

%
(7™ N——

Grimes, David T (zGUEST of District)
Mavyfield, Phyllis (zGUEST of District)
Murray, John C (ZGUEST of District)
Meilson, Linda E (zGUEST of District)
Roundtree, Thomas A Ir. (zGUEST of District
Smith, Andrew (zGUEST of District
Thorn, John S Jr. (zGUEST of District)
Williams, Brian T. (zGUEST of District)
Williams, John R (zGUEST of District)
Wilson, Mark L (zGUEST of District)
Winters, Warren E (zGUEST of District)

Mote: Deleted/Terminated members are highlighted in Yellow. If this iz a historical committee (e.g., Past Presidents), it may be acceptable to
leawe terminated members on the committee for reference. Otherwise, you might consider removing them.

The Committee Members and Positions tab also has the Edit function (pencil icon) that is to the left of the
committee member’s name.

Committee Admin

Club Service ID=800036359 Cancel | Clone | wiew | | Updata |

Members and Positions

| 1 |

\
|

1

|_ Information Options Security

This is a list of Committee members and their Committea Position on this Committee.
Click == to ADD or DELETE members to this committee.
‘I Click < to change the position of 2 member on the committee.

5 Committee Members found.

4 add/Delete Committee Members
Edit Committee Members

Terminated

Committee Posi

- [ il Member
ety Member
© PEerEslblna s Member
< i;n.i_.tgs'-.—ﬁﬂdnriseﬁcifnd‘n = Club Service Projects Chair
é izilgsiiei:—:fi; [Bob ) Membership Chair

Rev. 9/2011

DaCdb User Guide
for Club Secretaries

-44-



By clicking on the pencil icon, a pop-up page gives you the option, in a drop-down menu, to change the
club position via a table of all club positions descriptions. Click “Save” to update the database and refresh
the page with update data.

Committee Admin
Club Service 1D=800036553 CanceI] Cione ] View ] prd.ate]

{ Information Options Security Members and Positions i

Committee Members Positions

3
This is a list of Com
Click == to ADD ot

Click & tochandl Add Committee Position Record .
Member Name: Smith, Andrew -
Committee Members

5 Committee Memhb

*Committee Position:
Edit Commitiee Me Club Service Projects Chair -
& Ezell, Cyndia L
[zGUEST of Distril

(zGUEST of District)

Ezell, Robert E Ir (Bob) (2]
(2GUEST of District)

& Monroe, Ally E

[2GUEST of Distrit
& Cooper, Winslssssesmassammm

(zGUEST of District) Member
& Smith, Andrew (Andy) (z) e

Membership Chair
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Section 2 - Committee: Edit Administrative Functions

The Committee Admin page contains four functions to add/modify the committee information under the Edit
link.

Cancel - Use the Cancel button to undo any modifications made on the Committee Admin page. By clicking

on this button, the page will transfer from the Committee Admin page to the Committee Tab on the database
Home Page. The Committees are displayed.

Committee Admin

Membership ID=800036153 Cancel | Cone | view | Update |
1
l Information Options Security Members and Positions

Committee Information

Committee Info:

*Committee Name:  Membership Org Year:  2p10-11

-

Clone - Use the Clone button when you want to a clone a committee for the next year, either with or
without the current club members.

Committee Admin
Memhership 1D=800026159 Eanoal| t".k:rae_J View | |deate|

[ Information Options Security Members and Positions @

Committee Members Positions

This is a list of Committee members and their Committee Position on this Committee.
Click 4 to ADD or DELETE members to this committee.
Click £ to change the position of 3 member on the committee.

There is also a checkbox option to exclude the current members in the cloned committee for the next year.
The Org-Year drop-down menu has a table of 30+ years to choose from. Once the new committee is cloned
forthe upcomingyear, it cannot be created again. An error message will display: “Problem! A committee with
the same Committee Name already exists in year (20nn-nn). You cannot clone this committee again”. Click

on the Clone button to activate these changes. This is the same page that is displayed for the Bulk Clone Club
Committee.
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Clone Committee

Cancel | Clone

Clone Committee:  2010-11-Membership
To OrgY¥ear:  2011-12

-

Options: 7] pNLY Clone the Committee, without any Members

View - Use the View button when you want to view a particular committee’s data.

Committee Admin

Membership 1D=800036153 Cancel | chne | view, | [iipdate |

l Information Options | Security | Members and Positions :

Committee Members Positions

This is a list of Committee members and their Committee Position on this Committee.
Click 4 to ADD or DELETE members to this committee.

Click ¢ tochange the position of 2 member on the committee.

Update - Use the Update button to save modifications made to the Committee Admin pages. By clicking
Update button, the page refreshes with the updated committee data.

Committee Admin

Membership ID=800036159

Cancel | Cine | view | Update

\. Information Options Security Members and Positions

Committee Members Positions

This is a list of Committee members and their Committee Position on this Committee.
Click 4 to ADD or DELETE members to this committee.

Click & to change the position of 2 member on the committee.

5 Committee Members found.

+ add/Delete Committee Members
Edit Committee Members Committee Position Terminated
4 g nire Member
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Section 2 - Club Committee Action: Delete Committee

The Delete link displays the Committee Admin page. This function can delete a committee within any of

the function tabs - Information, Options, Security, and Members and Positions - on this page.

Section 2: Club Committee:

Viewing Committees for Org-Year: 2010-11 - Club Committes Bulk Clone | Add Club Commitiee |
Committee

ZGUEST of District

Committee Type Action

Club Service (2010-11)

-------"*di@ Reports FMail
Membership (zo10-11) View Edit @ Reports PMail

Service Projects [z010-11) View Edit Reports FMail

Thers are 3 Cluh Committess found far OrnYear selerted.

By clicking on the Delete button, a pop-up window is displayed with the following warning message: “Please
confirm - this will PERMANENTLY delete the selected records”. By clicking the “OK” button, the data will be

deleted and the page will transfer to the Committees tab on the Home Page.

Committee Admin
Delete: Membership ID=800036155 Cancel | Dﬂ[ete__J

[ Information | Options Security | Members and Positions § g

Committee Members Positions

This is a list of Committee members and their Committee Position on this Committee.
Click = to ADD or DELETE members to this committee.
Click ¢ to change the position of a member on the committee.

- AA L LSS S AAA
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Section 2 - Club Committee Action: Committee Reports

The Reports link is the same as Member Listing that is found at the top of the My CLUB page. Additionally,
the Reports tab can be found on the database Home Page. See Reports Tab for reporting functions also.

Reports - By clicking on the Reports link, the Committee Reports tab is displayed. This tab is the same as the
Committees tab found on the database Home Page.

Section 2: Club Committee;

Viewing Committees for Org-Year: 2010-11 - Club Committee BLI|'<‘3|°“'E| ’ml
Committee Committee Type Action

zGUEST of District

Club Service (2010-11) ----im“* PMail
Membership (2010-11) View Edit Delete Reparts PMail
Service Projects (2010-11) View Edit Delete Reports PMail

There are 3 Club Committees found for Org¥ear selected.

Reports can be selected by the Run Report icon found to the right of the report listing or by clicking on the
Committee Report link. A Search option, found on the left-hand side of the page, allows you to search for
specific reports.

Search:
gntract All | Expand All

[ Club L Committee Event Other |

Committee Reports

7 Recent Reports: Clear =

- Membership DIRECTORY Select a report from the list below. Click report name or Run Report B4 1con = Add Report to Favorites
(Committee)

- Participation Data
(District)

- Membership DIRECTORY 1.1 Membership DIRECTORY A
(Zlub) Member directory listing.

1.2 Membership Directory (NEW)

SW"W”‘l""ﬂ'h’ﬁ"@’#’”'f"l"l"'l'lll'lﬂ"

Membership Directory

E= e G GaRan kL dms D =]
Member
—— o — . 15.3 Committee Member by Position —— ’

15.4 Members on Committees

15.5 All Members with Committee

BEBE

15.2 Participation Roster (Make YOUR Own Report)

B A S S S S S o L'l o o B B BB B B A B B B B B B B A e B S A A o

All reports use XSL Style Sneets
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Section 2 - Club Committee Action: PMail Committee

The PMail link is the same as the PMail tab found on the database Home Page. Instructions for creating a
PMail can be found in the PMAIL documentation.

Section 2: Club Committee:

Viewing Committees for Org-Year: 2010-11 - Club Committze E“"'“3“""9| ’ml
Committee Committee Type Action

ZGUEST of District

Club Service (zo10-11) - ﬁf&e--kﬂa’
Membership (2010-11) View Edit Delete Reports

Service Projects (z010-11) View Edit Delete Reports PMail

There are 3 Club Committees found for Org¥ear selectad,

By clicking on the PMail link, you can send a “personalized email” to your committee members. Use the
templates that are categorized by: System, District, Club, Personal. See the PMail tab on the database
Home Page for detailed instructions on how to create a PMail.

Personalized EMail (PMail)

MNOTICE: Long PMAIL ges should be comp d in your E-mail pregram [Outlock or Eudara), since this SESSION EXPIRES in 45 Send PMail
minutes, And you can "spell check" your werk before you Copy B Paste your message into the Message box below,

fimy
{ EZLink Templates Compose PMail Groups Tracking u

EZLink Template Select

To Select an EZ Link template, click on a radio button below. To Preview the template, click on the template name.
To create a new template, click [Save PMail] in the Compose Tab - select the appropriate folder to save the template under.
Your last PMail will be automatically saved in yvour Personal folder under the name $My Last PMail.

{ System District Club Personal ‘

& District template file(s) found

[~ {bictic Templates T T N
@ 01- Registration Payment Follow-up 11/08/10 10:02 AM 2 KB View
) 03- Dear Club President - Membership 01/12/11 06:46 PM 2 KB View
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Section 3 - Club Members and Positions

The Section 3 - Club Members and Positions section is found near the bottom of the My CLUB page. Use this
section to manage club member data and club positions. It allows the updating of individual records, club
positions, PHF status and reporting. Note the sub-menu tabs, Edit Club Positions, Edit PHF/SM, Add Member,
Club Reports, and PMail, that appears just to the upper right-hand side of the individual member information.
These action buttons will be discussed below.

At the top of this section, the Member Type (1) fields (see check boxes) can be included/excluded by
clicking/unblinking the required member types. Below that is a Search function (2) whereby a search can be
done by last names/badge in order to filter the search criteria. Additionally, you can also filter by status -
Current or Terminated.

wSection 3: Club Members and Positions: ¥ "__
mrgNTroTF;pe: chtwe l [ Active-Ras EHonoraw [ Alumni [T Alumni-Verified
: | Guest [V] Guest-Rotarian [IFriends of Rotary H Proposed [ Active-LOA
[V Staff Pasition
LName or Badge#: ‘mated Edt Cub Positors | EanPHFISM | AddMember | [ClubReports| BukEmal | PuAL |
Displaying 1 to 20 of 20 Members. A|B|C|D|E|F|IG|M|NIR|S|T|W]|AL

@ Cooper, Winston C Ir. (Winnie & Club

v Maw)ﬂﬂ Edit|View|Term | Active PR 757-869-3339 |757-859-2928 | ¢/ v | 5/6 |Wecooper@yahoo.com

Maintaining Club Members Links

Member Name Icon Link (1)- By clicking on the Microsoft Outlook Contact icon to the right of the Member
Name title, you can add the club member email address and other information into your Microsoft Outlook.

Email Link (2) - To email an individual member, click on the Member Name or Email.

( Section 3: Club Members and Positions: ) e

(a1l 0N | 0FF) ’ ] Active [T Active-R83 :Honorarv [l alumni [] Alumni-Verified
[ Guest [V] Guest-Ratarian [ Friends of Rotary ['] Proposed [] Active-LOA
V| staff Position
LName@ ® Curri nated Gt CubFostios | EGtPAFISH | Addbenter | ClubReports | BukcEma | | |
Displaying 1 to 2W'af 20 Members. —— A|B|ICIDIE|F|GIMIN|R|S|T|W]AL
e T | e e Y

3 winnie_&

Club
President

Edit|View|Term | Active

757-869-3939 | 757-859-2928 | ¢ | ¢ | 5/6 |Wcooper@yahoo.com |
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Section 3 - Club Member and Positions Link: Edit Club Member

When the Edit link is clicked, the page is transferred to the Member Admin page that includes multiple sub-
menu tabs used to update the club member’s data.

{Section 3: Club Members and Pusitinns:)—‘—t'
Member Type:

epes Acti\.re [T Active-R85 E|Honorar\-r [ Alumni [C] Alumni-Verified
v 1
[ Guest [l Guest-Ratarian [ Friends of Rotary D Proposed [ Active-LoA
[V] staff Position
LName or Badge#: @ current ® Terminated Edit Cisb Positons | £t PHF/SW |  AddMember | | ClubReports | BukEmsi | Puan |
Displaying 1 to 20 of 20 Members. A|B|CID|E|F|IGIM|N|R|S|T|W]|ALL
|Adams, Ann &2 Edit|View|Term | Active annadams(@cox.net
] ‘ | . .
[¥] |Bonadaonna, Colleen & 0|Edit|View|Term | CuesE office@rotary7600.0rg

Rotarian

] Club
+'—.ve President | 797-869-3939 |757-853-2928 v v 5/6 |Wcooper@yahoo.com

Cooper, Winston C Ir. (Winnie &
[Mary) £3 84

= - - =

Edit|

Edit Link Sub-Menu Tabs

The example below displays the sub-menu tabs located on the Member Admin page.

Member Admin

Cooper, Winston C Jr. Ganosl | Teminate | | Update

Contact | Login s/P Business PData | Club Alumni Notes Zone I Log

I HMember Photo

Member Information:

scideriatat M EDELT Sub Menu Tabs - Edit
* Member Type:  Active -
Prefix:  pay o Gender:  pale &
* First Name:  Winston Middle Name:
ikast ownez - F o ey Seiffoc [C] Member Data Correct?
Previous Name: Former Name or Maiden Name " What is this?
Rev. 9/2011
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Edit Link: Member Sub-Menu Tab

The Member Information page identifies the club member being added by name in the upper left hand corner
of the page. This page compiles optional personal data as well as classification and club sponsor data. Some
of the data input fields have drop-down menus. Date fields, Club Start Date and Birth Date (1), have a
calendar look-up reference; the Club Sponsor (2) field provides a “Find a Member” (3) search by last name
to populate the Sponsor’s Name field. See the “find” results below; the Member Data Correct (4) field allows
for a verification flag to be set stating that data is correct and verified.

Member Admin

Cancel I Terminate | Update

Cooper, Winsto

u Hember Photo Contact Login s/P Business PData Club Alumni Notes Zone Log

Member Information

Member Information:

Member IDt 130348

* Member Type:  Active -
Prefix:  Reay. - Gender:  pale e
* First Name: \inston Middle Name:
Last Name: Cpoper Suffix: Jr. =] Member Data Correct?
Previous Name: Fermer Name or Maiden Name & What is this?
Badge/Nick Name:  winnie {Only put in a Badge Name IF different from First Name) 4
Badge Title: Title you want to appear on Event Badges

Badge Number:

If thers are previous years in another club, enter those years under the Club Tab

[I Start Date 04/14/2010 E (mm/dd/yyyy) Admission/Start Date in this Club!

Birth Date: 05/06/1970 E {mm/dd/yyyy) - year optional, but necessary for calculating the club's demographics correctly

MNote: The DOB year, if entered, is only visible to the member and the few club officers who can edit member info, to all others it is hidden.

Birth Place:  Atlanta CA Optional City, State where barn
2 Sponsor:
[:- Ally E Monroe E] (Lookup Sponsar)
No. Sponsored: 0 Mumber of Members Sponsored

Language Skills: Hebrew, Greek
Classification:  pastor

Occupation Code:  g7.07 - Clergy &

(€ Find Member - Windows Intemet Explorer t‘:' & ﬁ

|g. http://www. directory-online.com/rotary/Member2/LookupMember.cfm?U ‘ 2 ‘
Find Member [ e ]

Selecta member from the list below by clicking on a radio button

n

[ 7] search across ALL Districts?
7600
) Ezell, Cyndia Lee (:GUEST of District]

@ Intemet | Protected Mode: On G ®0% -
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Edit Link: Photo Sub-Menu Tab

The Member Picture page is displayed when the Photo submenu tab is highlighted and clicked. The “Picture:”
field includes a drop-down menu that allows you to “Browse” your computer files in order to upload a picture
inJPEG or GIF format. When the “Update” buttonis selected, usually selected after adding the Club Member’s
contactinformation, the pageis refreshed with the picture added to the Photoicon field. A new checkbox field
is displayed that gives you the option to delete the picture - i.e., if you have chosen the wrong picture.

(Member Admin )

Cooper, Winston CAT.

Cancel Terminats

Update_l

| Notes | Zone Log | E
1 1 1

Member | Photo Login PData Alumni

Contact
i 1

\

| S/P | Business
| 1 i

Club ‘

Member Picture

Member Photo:

Picture: K3
(Photo On File)

c:\mypictures\winston_cooper.jpg
Click BROWSE to szlect an image on your computer to upload,

 Bowse... |

| File: M800207988,jpg
| Width: 150 px
| HElght 170 px

You may upload 3 PG or GIF image. db

[7] Delete current picture image?

Mote: Member pictures are resized to 150 pixels wide. For best results, upload a picture
close to 150x150. Uploading a high-res 2000x2000 pixel image directly from your
camera may not resultin a good quality image after it is resized.

@ Chooss File to U;ﬂ e e . "

@U' [« Old Modules »| New Ratery Members| By

Organize =

New folder
Ut Favorites  —  Mame
B Desktop

& Downloads |

& John C Murray.jpg

& John S Thornjpg

i Recent Plac| = &) Marilyn Cox new member.jpg
| & Marilyn Cox pheto.jpg

& Mark Wilsen photo,jpg

|| Libraries
| ) New Member add.pdf

[% Documents —

@ Music % Robert E Ezelljpg
i [&=] Pictures 1% Thomas Roundtree.jpg
B Videos & warren winters
o Homearoun 7 ¢ |
File name: Winston Cooper photo.jpg + | AllFiles () =
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Edit Link: Contact Sub-Menu Tab

The Member Contact Information page is displayed when the Contact submenu tab is highlighted and clicked.
This page details address, email addresses, phone, and internet data. On this page, information can be added

in different formats.

Member Admin

Cooper, Winston C Jr.

Cancel | Terminate |

Upda‘be|

Member Photo .Cu'l'atai:t' Login s/P Business PData Club Alumni Notes Zone Log

Member Contact Information

Member Addresses:
+ Add Address Record
Edit Type Address City State/Prov Zip/Po Country
£ HOME 4532 Semple Farms Rd Hampton Virginia 236 United States
£ OFFICE 4933 Semple Farms Rd Hampton Virginia 669 United States

Member Emails:

Use these functions to add contact data

+ Add Member Email Record

Edit Type

& HOME

& OFFICE

Email
Wcooper@yahoo.com

wccooper@cox.net

Phone Information:

Home Phone:
Office Phone:
Fax Number:

Cell Phone:

Toll Free:

757-869-3939

757-859-2928

Emergency Contact:

Display As ? Syntax Valid? Use Alt? Verified ?
v
WC Cooper v

Contact Preferences: }"' What is this?

Preferred Email:  \cooper@yahoo.com + (address used by PMsil)

Preferred Address: 493 Semple Fams Rd (Primary address& updated to RI)

CC Billing Address: 493 Semple Fams Rd - (Credit Card payments)

Home Address: 4932 Semple Farms Rd =

(Label/Correspondence Home)

Office Address: 4933 Semple Farms Rd =

(Label/Correspandence Office)

*®'Dues Email Address:  {Not Selected] ¥ (Dues Invoice Email)

Internet Information:

ICE: "8 (Level 4+ View)
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¢ Member Addresses can be added by clicking on the “+ Add Address Record” icon in the upper right-hand
corner. When the “+ Add Address Record” function is selected, a pop-up window will display to
enter/update new Address Information. Notice that certain fields (Addressi, City, State (Province)) are
required fields when adding an address. The form includes a drop-down menu to select the appropriate
type of address (i.e., home, office, vacation, etc.). there is an “Edit” pencil icon found to the left of the
added address to change, update, correct, or delete existing address information.

e Member Emails are added by clicking on the “+ Add Member Email Record” icon in the upper right-hand
corner. When the “+ Add Member Email Record” is selected, a pop-up window will display to
enter/update new Email Address Information. The form includes a drop-down menu to select the
appropriate type of email address (i.e., home, office, mobile, vacation, etc.).

Note: Click on the “Edit” pencil icon, found to the left of the added address and/or email address; use this icon
to change, update, correct, or delete existing address information.

Member Admin

Cooper, Winston C Jr. Carcel | Teminze | Update |

l Member | Photo |“Contact™ Login | S/P | Business | PData | Club | Alumni | Notes Zone | Log

Member Contact Information

Member Addresses:
+ Add Address Record
Edit Type Address City State/Prov Zip/Postal Country
£ HOME 4932 Semple Farms Rd Hampton irginia 23669 United States
é OFFI 333 Semple Farms Rd Hampton Virginia 23669 United States
Member Emails: Pencil "Edit" cons
____.--"'""# + 2dd Member Email Record
Edit igpe™  Email DisplayAs?  SyntaxValid? UseAlt? Verified 2
& HOME Weooper@yahoo.com v
£ OFFICE wccooperi@cox.net WC Cooper v
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¢ Phone information is entered directly in the data fields provided.

e Contact Preferences utilize drop-down menus that identify which address will be used for various Rotary
functions (i.e., PMail, Credit, Labels and Correspondence). Choose the correct address/email for these
functions. At the top of the Contact Preferences is a FAQ that describes these fields with graphics.

Phone Information: Contact Preferences: T What is this?
H Phone: il
ome Phone:  757.859.3939 Preferred Email:  wegoper@yahoo.com » [Address used by PMail)
Office Phone:  757.850.2928 Preferred Address: [INOT Selected] 'pﬁ ddressE updated to RI)
wCDDp @ ﬂhDD.CDm |_ rimary aaaressé up ated to 1
Fax Number: CC Billing Address: |wccooper@cox.net (Credit Card payments)
T L .
Cell Phone: =
e one Home Address: 4932 Semple Farms Rd - [Label/Correspondence Home)
Toll Free: Office Address: 4933 Semple Farms Rd = (Label/Correspondence Office)

"¥Dues Email Address:  {Not Selected] ¥ [Dues Inveice Email)

¢ ICE Information is a text box that allows for free-form information.

¢ Internet Information data is entered by selecting data from drop-down menus. See example of the Opt-
Out function.

Emergency Contact: Internet Information:
ICE: " (L ovel 4+ View) Private:  pyblic - list in directory -
i Dlpt Out: No - [Opt-Out of PMAIL communications)

No

Note: Select the gold “Update” button to save the information on this Member Contact Information page
to the database.
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Edit Link: Login Sub-Menu Tab

The Member Login Information page is used to populate the Login Credentials for the club member being
added or updated. The “Security Lvl” field is a drop-down menu that lists the Rotary Club Positions that a
club secretary can assign.

Member Admin

Cooper, Winston C Jr. Cancel | Teminate | update |

Member Photo Contact Login S/P Business PData Club | Alumni Notes Zone Log

Member Login Information
ogin Credentials:

User Name: WCCooper

Password: sessssss

| Security Lul: | 4-Club Officer ¥ Mote: This Security Lvl setting owerrides Club Position setting

Reset Password: I-Membgr ) ange on next login?
: 2-Committee Chair
Policy Accepted: 3-Event Manager accepted?
" | ogin Retry Count: 4-Club Officer <

Last Legin Attempt: 12/29/10 at 12:00:00 AM ET
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Edit Link: S/P Sub-Menu Tab

The Spouse/Partner Information page is optional data used to add the spouse information of the club
member, if applicable. The S/P Designation, Is Spouse Member, and Married fields utilize drop-down menus.
The Spouse Birthday and Anniversary Date are calendar reference fields or can be entered manually. Format
is mm/dd/yyyy.

Member Admin

Cooper, Winston C Jr. Cancel | Teminste | Updste |

-

Member Photo Contact Login s/P Business PData Club Alumni Notes Zone Log g

Spouse/Partner Information

Spouse [ Partner:

S/P Designation:  Spouse v This Spouse/Partnsr designation will be phassd into the spplication over tim
Spouse First Name!  papanne
Spouse Last Name: Cooper

Spouse Nick Name:  papy (Badge Mame -- enter anly if different from First Mame)

Is Spouse Member: No - If Spouse is also a Member? ‘ s Drop-down menus

Spouse Birthdate:  g5/05,72 78] (mm/dd{/yyyy} - year optional]

"W Married:  Yes ¥ [optional) \

Anniversary Date: 05/05/90 E [mm/dd{/vyyy) - year optional) —— Calendar references
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Edit Link: Business Sub-Menu Tab

The Business Information page identifies the club member’s employment and job description.

g . )
\Member Admin

Cooper, Winston C Jr. Concel | Teminztz | | Update |

e )
l Member Photo | Contact | Login | S/P Business l PData Club | Alumni | Notes Zone | Log

Business Information

Business Information:

Business Name:  prince of Peace Lutheran Church

Business Position:  paerar

Business Web:  yywny poplutheran.org

Employees: 10
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Edit Link: PData Sub-Menu Tab

The Participation Data Information page is used to update/edit the club member’s participation data.

(Member Admin)

Cooper, Winston C Jr. Gancel | Terminate | Update

Member | Photo Contact | Login s/P Business PData Club Alumni Notes Zone | Log

Participation Data Information

This section includes the Participation Data for this member. Member particiation data can be edited from this screen_iust click on the PENCIL & icon

_’ £ Edit Participation Data Records

Code Participation Value Modified Created

PHF PHF - Paul Harris Fellow Ezell, Cyndia Lee 01/24/11
PHS Paul Harris Society Meilson, Linda E 12/29/10
SM Sustaining Member Ezell, Cyndia Lee 02/20/11

Clicking on the Edit Participation Data Records pencil icon opens a pop-up window with a menu of all the

Rotary participation categories. By checking on the categories that apply and clicking the “Save” button,
this information is updated on the database.

Member p i
x

Cooper, Wil | | Update |
per: S Participation Data _EHSJ e
[¥] PHF - Paul Harris Fellow [C] major Donor @

_ [F] spouse is alse a Paul Harris Fellow ] Past President -

Paul Harris Society D Meritorious Service Award
This section in con.
[C] charter Member I} Distinguished Service Award s 3
ata Records
Code | @ Sustaining Member ff— [[] service above Self Award
PHF | [ pouble Sustaining Member [] past District Gov / District Served:
FHS |
aM ¥ [ ALUMNUS of a Rotary Program [] Perfect Attendance Since: [ex: 1992)
D Benefactor D Rotarian of the Year: [ex: 1997, 2001}

[} Bequest Society [] Previous Ratary Years in other Clubs:

Last updated il [ past RI Director [7] RLI - Graduate

[ RLI - Discussion Leader
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When the gold “Update” button is selected, the Club Participation data is updated for that club member
and spouse, if applicable.

r"’Member Admin )
-

Cooper, Winston C Jr. ID=800207 988 Cancel | Terminate ] Update |

| Member | Photo | Contact | Login | S/P | Business ! PData | Club | Alumni | Notes | Zone | Log ﬂ
| 1 1 1 1 1 1 1 1 1

Participation Data Information

This section includes the Participation Data for this member. Member particiation data can be edited from this screen, just click on the PENCIL £ icon.

£ Edit Participation Data Records

Code Participation Value Modified Created

PHF PHF - Paul Harris Fellow Cyndia Ezell 01/24/11

PHS Paul Harris Society Linda Neilson 12/29/10

5M Sustaining Member  E——— Cyndia Ezell 01/24/11
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Edit Link: Club Sub-Menu Tab

The Club Information page is used to update/edit the club member’s club detail status, attendance statistics,
and dues status.

¢  Club Details - The Club Details section fields are automatically filled in with Club Name, Number, and
Club Position from previously entered data. The Previous Years field is entered based upon number
of years in other clubs. This information is found on the New Member Form submitted.

e Attendance - The Attendance section details if club member has sustained perfect attendance as well
as percentage of attendance for periods of last 6 months and last year. The drop-down menu for meal
code identifies list of choices for meal plans.

e Dues - The Dues section details invoicing for meal plan, dues balance, and dues invoice
correspondence. These are drop-down menus with set selections.

Member Adm

Cooper, Winston C Jr. Concel | Teminste | update|

|:f"
{ Member Photo Contact Login s/p Business PData J Club Alumni Notes Zone Log

Club Information

Club Details: +—

Club: zGUEST of District
Club Number: 99012164
Club Position:  Club President

Previous Years: 0  Previeus years in anether Club

Last RI Update:

The fields below here are new fields and functions that are being added to DaCdb. These fields can be entered or set now. Over time, DaCdb functional
enhancements will use these fields (or setthe value of these fields).

Attendance: | d————

Attendance Model: Date Since [Approach used below for calculating perfect attendance)
Perfect attendance:  gjnce:

H {Enter as: mm/dd/yyyy]
Attendance %: 0.0 Past & Menths 0.0 LastYear

These fields will be updated for Weekly Attendance users in the near future

Preset Meal Code: {No Selection} T weekly Attendance will use this preset meal code for this member

Dues: ‘_

PrePay Meals: g

¥ Flag to indicate if member pre-pays meals for invaicing purpases

Dues Paid: NO ¥ 1I:the Members Dues Paid in Full [Zero or credit Balance)

Send Invoices By Email (Preferred Email) ¥ How should the dues inveice be deliverad
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Edit Link: Alumni Sub-Menu Tab

The Alumni Information page is used to add/edit club member’s Alumni status.

Member Admin

Cooper, Winston C Jr. Cancel Terminate | UptialeJ

5! :ﬂ
\‘ Member Photo Contact Login s/pP Business PData Club m MNotes Zone Log :

Alumni Information

This section includes the Alumni data for this member. The ALUMNI information consists of paricipation in Rotary Scholarship Awards, GSE Awards,
Rotary Volunteers, etc.

Alumni Data:

Alumni ID: Alumni ID assigned by RI [this is not the MemberID). If unknown, set to Zero [0)
—_— + Add Alumni Record
i F/T : Sponsor Sponsor Sponsor Host Host
Edit Dates Award Institute Club Dtk Cotnioy Host Club District Country Comments

No Alumni records found.

Last updated on: 12/29/10 At: 06:00 PM By: Ezell, Cyndia Lee Created: 12/29/10 By: Neilson, Linda E

By clicking on the “+ Add Alumni Record” icon on the right-hand side fo the page, a new page is displayed that
allows you to add an Alumni record. The Awards field provides a drop-down menu of various Rotary awards.
See example below. The From Date and To Date fields have calendar reference icons to enter the proper

dates. For example, The Host Club and Sponsor Club fields, and associated fields, are populated with
associated Rotary groups.

Member Admin |x
Cooper, Winston C Jr. | Add Alumni Record | 44— Gancel Saie | ot | Teminate || update |
*From Date: 09/07/2011 (Enter as: mm/dd/yyyy) @
Member Photo Coni

*To Date: 09/16/2011 (Enter as: mm/dd/yyyy) ‘
I Award: e

Group Study Exchange (GSE
This section includes the Alumni Institute: p Awards, GSE Awards,
Rotary Volunteers, etc.
Sponsor Club:  virginia Peninsula
Alumni Data:

SDonSOK 7600
Alumni ID: g £ Districts
Sponsor  NITED STATES - ;
Country: =+ Add Alumni Record
Host Club:
Edit DFa;t;s Award Ins Rotary Club of Syke, Germany Comments
No Alumni records found. Hostbetet: 1850
Host Country:  GERMANY -
CAmmeante
Rev. 9/2011

DaCdb User Guide
for Club Secretaries -64-



Edit Link: Notes Sub-Menu Tab
Notes Information page is used to collect Club Member non-Rotarian data. These fields are free-form to

add personal activities and accomplishments to the club member’s database record. This information for
this tab is optional data.

Member Admin

Cooper, Winston C Jr. Gancel | Teminat= | [ Update |

{ Member Photo Contact Login S/P Business PData Club Alumni | Notes Zone Log b

Notes Information

Member Notes:

Degree(s):  pachelor of Science, Masters of Philosophy. Doctorate Religious Studies %

Hobbies:  pasehall, Basketball, Reading &

Description:  (These are displayed in the Member view and directory)
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Edit Link: Zone Sub-Menu Tab

The Zone Information page is not used in the edit club member process. See the explanation on the
accompanying screen shot for this tab.

Member Admin

Cooper, Winston C Jr. Cancel | Terminat= | Upda'gJ

R

l Member Photo Contact Login s/p Business PData Club Alumni Notes Zone Log

Zone Information

The Zone Tab contains information (e.g., awards, assignments, year served as District Governor) that will be used on the production
of the Zone Directory. The information is Read-Only, in that it can only be edited by designated individuals with Zone access.

The reason for this control is to maintain conformity of information. Currently when dates are entered in an award field, this date

i
causes the person's name to appear on various reports, and a date in the year served field causes a person to be recognized as a
person who is in the process or has completed the process to be a District Governor.

Therefore, all information now on the ZONE page and tab within the DaCdb system may be viewed by the respective person but can
only be updated by the person designated by the Director of this Zone.

To request a modification to the information shown below, please click here to send an Email m

Zone Informat

Years Served 1:

age. <%

Years Served 2:
CMS:
DSA:
SAS:
Awards:
Assignments:
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Edit Link: Log Sub-Menu Tab

The Member Information Change Log page is a log of transaction data entry activity by date/time in
descending chronological order. This tabis forinformation only. You can use this tab to preview data entered:
date data is entered, who modified the data, what field was added/updated, along with what the old values
and new values are for a particular field. There are no update fields on this tab.

Member Admin

Cooper, Winston C Jr. Can | Terminah&| Update|

Member | Photo | Contact | Login | S/P | Business | PData | Club | Alumni | Notes | Zone I Log l
Member Information Change Log [800207988]

Member Change Log: | e

Date Modified By Field Name 0ld value New Value
10/04/11 02:44 PM Ezell, Cyndia Lee AWARDID 6 6
FROMDATE 09/07/2011 08/07/2011
HOSTCLUB Rotary Club of Syke, Rotary Club of Syke, Germany
Germany
HOSTCOUNTRY DEU DEU
HOSTDISTRICT 1850 1850
SPONSORCLUB Virginia Peninsula Virginia Peninsula
SPONSORCOUNTRY USA USA
SPONSORDISTRICT 7600 7600
TODATE 09/16/2011 09/16/2011
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Edit Link: Update Functions

Ty RS

Ezell, Robert E Jr ID=800210799 ﬁ Cancel |  Terminate | Update

[ Member Photo Contact Login s/ Business PData Club Alumni Notes @E @

Member Information: h

Member 107 g

Member Information

* Member Type:  Active -

Prefix:  fselect] - Gender:  Male -
* First Name: Robert Middle Name: g e h
* Last Name: Ezell Suffix: )

Previous Name: "W Farmer Name or Maiden Name

Badge/Nick Name: pgp {Only put in 3 Badge Mame IF different from First Name)

The Edit functions are the following:

e Cancel - The Cancel function refreshes whatever page that data is being entered on and links to
Section 1- Member Detail (Active) page that allows the option to re-enter appropriate data by clicking
on the [Edit] hyperlink found at the top of the page.

¢ Terminate - The Terminate function allows deletion of the member data. The page refreshes the
Member Admin Member Information page as shown in the page example. The banner across the top
of the page states: “Verify this is the Member to Terminate”. In response, the two options available
are: “Cancel” to keep the data from being deleted from the database, or “Terminate” that will delete
the data. After making a choice, the page will be refreshed. If the choice is to terminate the data, the
page is refreshed again with a pop-up window with the message: “Please confirm”. If confirmed then
the member will be terminated.

e Update - The Update function is used on each tab to refresh and update the database with member
information. Based upon the data entered the page will refresh the page with the Section 1 - Member
Detail (Active) page. This page will detail what data has been entered from the various tabs. The
[Edit] link, at the top of the page, can be used complete data to be added or modified.
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Section 3 - Club Member and Positions Link: View Club Member

The View Club Member link displays all the information available for an individual member in the Section
3 - Club Members and Positions section. It is a good way to check to see if any information is incomplete.

r|Section 3: Club Members and Positions: |—

(Al ON | OFF) W/ Active [ Active-Ra5 [IHonorary [ Aumni [] Alumni-Verified
i ' [ Guest [V Guest-Rotarian [“IFriends of Rotary [l Proposed [ active-LOA

[V] staff Pasition
LName or Badge#: @ Current © Terminated Edt Clb Positons | EGHPHFISM | AddMenber | [GlubReports | Bukemsi | PualL |
Dlsplaylng1t0200f20Members “|E|C|D|E|F|G|r\1|N|R|S|T|'“'|ALL
| . Adams‘ Ann | Edit|View|Term | Active | | lannadams@mx.net
Bonadonna, Colleen &4 0|Edit|View| Term Ri::::n office@rotary7600.0rg
;gg&e&\ﬁsmn CJr. (Winnie & Ediw||\.riev.-|ten‘_—uu-_i-5%int 757-869-3939 |757-853-2928 | ¢/ v 5/6 |Wecooper@yahoo.com
| =] .CUX, Marilyn E (LYH &JOhnnY) ﬁ rJ:a.l(l.hll-r_._ DT . Vice '1=1 Erz dman :-v=-|- Erz dmanm . . | . l__.:l.._< PSP P

By clicking on the View link, the Member Edit page is displayed showing all pertinent Rotary data associated
with that club member. The Edit link at the top of the page can be used to add/update any data from this

page.

Member: Winston C Cooper Jr.  [Edit] -ff————— B

CSectinn 1 - Member Detail (Active))
wWinston C Cooper Jr. (Winnie & Mary)
4932 Semple Farms Rd
Hampton, VA 23669

Home: F57-869-3939

Office: 757-859-2928

Email: Wcooper@yahoo.com

Club: zGUEST of District

Member Since: 04,/14/2010

Birthdavy: 05/06

Anniversary: 05/05% 3 2
- PHF - Paul Harris Fellow

Classification: Pastor - Paul Harris Society

Bus Position: Pastor - Sustaining Member

Bus Name: Prince of Peace Lutheran Church

Bus Web: www.poplutheran.org

Degree: Bachelor of Science, Masters of Philosophy,

Doctorate Religious Studies
Hobbies: Baseball, Basketball, Reading
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Section 3 - Club Members and Positions Link: Terminate Club Member

By clicking on the Term link , a member’s record can be deleted from the database.

Section 3: Club Members and Positions: |—

I',:ﬁ’gg?;zgpﬂ V] Active [T Active-ras DHonoraryr [T alumni [T Alumni-Verified
' J I Guest [V] Guest-Rotarian [I Friends of Rotary [T Proposed [ Active-LOA
V] taff Position
LName or Badge#: @ Current © Terminated Edit Chb Posifons | EGRPHFISM | AddWember | CubReports | BukEmai | PuaL |
Displaying 1 to 20 of 20 Members. A|B|CIDI|E|FIGIM|N|R|S|T|W]ALL
Adams, Ann CE| Edit|View|Term | Active annadamsi@cox.net
[¥] |Bonadonna, Colleen &4 0|Edit| View| Term R‘z::fi:n office@rotary7600.0rg
Cooper, Winston CIr. (Winnie & .. Club
Fi Mar\?) 6 & ( Edit|Vie . | |757-859-3939 757-853-2928 | ¢/ | ¢/ | 5/6 |Wcooper@yshoo.com

2

= |Cax, Marilyn E (Lyn & Johnny) B3

s awiss Vice P e N S i L

When the Term link is used, the Member’s page is displayed requesting reason for termination to
complete the termination activity.

Enter Termination Reason A

Delete Member Record 1D=800207388 Cancel | Terminate |
Member Delete Verification: @
Member ID: 139348 Gender: Male
Name: Cooper, Winston C Jr. (Winnie) Admission Date: 04/14/2010

Business Name: Prince of Peace Lutheran Church
Club Name: zGUEST of District
Address: 4932 Semple Farms Rd, Hampton, VA 23669

Termination Data:

*Date of Termination:  10/04/2011 (mm/dd/yyyy - required field)

When terminated was a member of:

this club for: 1 years;-and-
other clubs(s) for: 0 years.
Flease Indicate if:  [7] cyrrent Club President [T Past Director, RI
[ current club Secretary [ past District Governor
Reason for Termination: ) Relocation [Term Letter Sent) ) Joining New Club {Term Letter Sent)
") Family Obligations (Term Letter Sent) ) Attendance
\;{/'/Business Obligations (Term Letter Sent) ) Deceased

*) Health/Personal
Other, please indicate: D If Relocation or Jaining anaother club, have you notified clubs in the

member's new area of a former Rotarian moving to their locality?
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Section 3 - Club Members and Positions: Functions

Five radio buttons, in the upper right-hand corner of the Section 3 - Club Members and Positions section,
define the administrative processes used to manage club members and positions.

 Section 3: Club Members and Pusitiuns} ‘—_t

(oK | 0FF) . V] Active | Active-RE5 DHonnraryr [ Alumni [ Alumni-Verified
' J [ Guest VI Guest-Rotarian [ Friends of Rotary DPrapased [ Adtive-LOA
Staff Position

LName or Badge#: ® Current ) Terminated Edit PHF/SH | Add Uember ‘ CIubRepnrts‘ Bulk Email ‘

Displaying 1 to 20 of 20 Members, IEI“IDIE [GIM|N ISIT | W

Member Name (B Type Posmon Home Phone Oﬁu.e Phone SM BDay

7l |adame Ann (84 EditlView Term | Active annadamsi@cox.net
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Section 3 - Club Members and Positions: Edit Club Positions

It is very important that club positions be kept up to date. DaCdb automatically updates these positions at

the start of every Rotary Year. By clicking on the Edit Club Positions button, the Club Admin page will be
displayed for this administrative function.

 Section 3: Club Members and Pnsitinns} ‘——t

(AN | OFf) * [¥] Active 7] Active-Ras |;|H0|'|0rar\ur [T] Alumni [C] Alumni-Verified

[ Guest [ Guest-Rotarian [ Friends of Rotary DProposed [ Active-LOA

[7] taff Pasition
LName or Badge#: @ current © Terminated ;5"”’””5“ ' Add Membsr | Club Reports | Bulk Emai ‘ LE |
Displaying 1 to 20 of 20 Members. -|E|u|D' BE|GIM|N|R|S|T|W]|ALL
0] ebertame 8 e st o ol e | i ot
[7l |adama ann 8 Edit|ViewlTerm | Active

annadams@cox.net

To modify the club position on a particular club member, click on the Edit pencil icon to the left of the club
member’s name.

Club Admin

ZGUEST of District

1D=95012164 Carcel | View | Update |

{ Information Address Meeting Info Links Committees Positions | Billing Security | PData Notedh:l

Club Positions

This is a list of Club members and their position(s) in this Club. Members get added to this list by being a member of the Club
(there is no add link here). Member positions within the club can be edited from this screen, just click on the PENCIL £ icon
There are 19 members in the Club

Edit Club Member Name

Seclvl OrgYear / Date 2010-11 Positions
& adams, Ann 1 2010-11 Member
£ Bonadonna, Colleen 1 2010-11 Member
£ Cooper, Winston C Jr, - — 4 2010-11

Club President (P)
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A pop-up window will appear with a data input field to change the position. There is a drop-down menu
that contains all the Rotary Club positions. By selecting a new club position and clicking on the Save
button, the new position will be changed.

Club Admin

ZGUEST of District

ey e g g

Webmaster (3)

Community Service Chair (3)
Club Service Chair (3)
International Service Chair (3)

| Information Addres

This is a list of Club memk
(there is no add link here

There are 19 members in tk

Edit Club Member Name

Adams, Ann
Bonadonna, Colleen
Cooper, Winston C J

Cox, Marilyn E

v R R R Ry Ry

Dalton, John E

|Edit Club Position

Vocational Service Chair (3)

—|New Generations Chair (3)

Youth Projects Chair (3)
Interact Club Sponsor (1)
District Events Coord (3)
District Membership (3)
iPast President (4

Member Name:

Club Position: *

Club Executive Secret. (4)

m

Cancel | wiew | Update

Club President (4)

Save

Mote: We are introducing the change now to the way club positions are changed
to support a future upcoming change.

PData Notes

member of the Club
- the PENCIL & icon.

ositions

nt (P)
it (VP)

- (CD)

On the Club Admin page, click on the Update button to ensure that the club position has been updated.
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Section 3 - Club Members and Positions: Edit PHF/SM

Use the PHF/SM function to update your Paul Harris Sustaining Members. By clicking on this button the
Participation Data Update page appears. This page includes all the club members.

€ Section 3: Club Members and Pusitinns} ‘——Q-

(81l ON | OFF) WiAdive T Active-R3s = Honorary ] Alumni [ Alumni-Verified
[uest [Vl Guest-Ratarian [Friends o Rotary ] Proposed [ Active-LoA
[¥] 5taff Pasition

LName or Badge#:

@ current ) Terminated m Edit PHF/SM | Add Member | Club Repnr‘t5| Bulk Email | FIAIL |
Displaying 1 to 20 of 20 Members. AIBICIDIEIFIGIM]|3WRIS|T|W]|ALL

[Vl |adama Ann ] EditlView|Term | Active annadams@cox.nat

To the right of the Member Name fields are two columns with these headings - PHF and Sust make a
change to the status of a club member or members, select the click box(es) for the appropriate status.
After updating, click “Update Members” button.

Participation Data Update

zGUEST of District - Rotary Club
District 7600

Bulk update the Paul Harris Fellow (PHF)} and Sustaining Member (SM) status.

= PHF -I1s on one-time check
= SM-Can be checked or unchecked as needed

|- Club Members:l[ Updats M=mb=r=__ |

There are 17 club rnernber
Member Name m Sust Memb

Adams, Ann =1 [E]
Cooper, Winston < Jr. - -
Cox, Marilyvn E | [l | [l
Cralton, John E =1 [l
Ezell, Cyndia Lae - ]
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The update will transfer you to the My CLUB page. If you scroll down to Section 3 - Club Members and
Positions, you will see that the PHF and/or SM column data fields have been updated to reflect the new
status for those club members selected.

(‘ Section 3: Club Members and Positions:

(al ONTOL;‘FM V] Active || Active-R85 [ Honorary [ Alumni [] Alumni-verified

' ' [ Guest [V] Guest-Rotarian [I Friends of Rotary [ Proposed [ Active-LOA

Staff Position

LName or Badge#: @ Current © Terminated Edit Clb Positons |  EdtPHFISM | AdMenber | [ClubReporis| Bukemai | L |
\Displaying 1 to 20 of 20 Members. A|B|C|D|E|F|GIM|N|R|S|T|W]|ALL

Adams, Ann LE| Edit|View|Term | Active annadams@cox.net

e [ G. t- :
[¥| \Bonadonna, Colleen &4 0|edit|View|Term | = t office@rotary7600.arg
Cooper, Winston C Jr. (Winnie & Edit|View|Term | Active Club 1557 869-3939 |757-859-2828 v v 5/6 |Wcooper@yahoo.com

Prasident

_E Mary) £ &4
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Section 3 - Club Members and Positions: Add Member

Click on this link - Add New Member - for detailed instruction under Section 1 - Club Information/Add
Member section.

-@Eectiun 3: Club Members and Pnsitinns:} ‘_t
H — o, . s
(All ON | OFF) Wadnve I Active-R85 Honorary [ lumi ] Aumni-Verfid

[ Guest V. Guest-Rotzrian [Friends of Rotary DPrnposed [ Active-LOA

Staff Position
Lol 0 current O Terminated FEHEETW_“' E"‘P"F‘m| Add Nember ‘ CiuhR@PDﬂil Buk Emal | FHAL }
D|sp|ay|nglt02lln 20 Members, *IEICIDIEIFIGIMII IRISITI ALL
Bl damn A (2 e e
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Section 3 - Club Members and Positions: Club Reports

This is the Reports tab found on the DaCdb home page.

(Sectmn 3: Club Members and Pusltmns} ‘——t

[AII N | OFF) ; ¥l Active ] Active-Ras DHonuraw [ Alumni [| Alumni-Verified

[ Guest V] Guest-Ratarian [ Friends of Rotary DPrnpnsed [ active-LoA

V] staff Position
LName or Badge#: © Current O Terminated mmm' E"”""Hml aaiVente | Club Reports || BukEni ‘ FHALL ‘
Displaying 1 to 20 of 20 Members, [BIC|DJEIF|G|MINJR|S|T|W]|AL .
O T T I [
[ |adame ann 84 EditlView|Term | Active B annadams(@eox.net

Club Reports Listings

By clicking on the Club Reports button, a Report listing will display. The reports are categorized by: Club,
Committee, Event, and Other. ThereisaSearch function available on the left hand side of the page to search

by report name. By clicking on the report icon on the right hand side of th
displayed can be viewed, in order to set up your report.

e page, the report setup page is

search: | —

Committee Event Other

Contract All | Expand All

Club Reports
*# Recent Reports: Clear
- Committee Member by Select a report from the list below. Click report name or Run Report 24 1con
Paosition

= Add Report to Favorites

(Committee)

- Membership DIRECTORY Membership Directory

(Committee) 1.1 Membership DIRECTORY
- Participation Data . sa
(District) Member dIrE.CtDI"}l listing.
- Membership DIRECTORY 1.2 Membership Directory (NEW)
(Club) A slightly different member directory listing.

1.3 Club Leadership Directory

7 My Favorites: cl
v 2 1.4 Club Member Directory (with contact info)

1.5 Club Statistics

Report OUTPUT 1.6 Membership Directory (Pocket)
Click on one of the 1.7 Participation Data
NEW output ICONS at
the TOP of every Rotary FOUNDATION Transmittal (TRF)
JERE 2.1 The Rotary FOUNDATION Transmittal (TRF)
= IﬁD Iﬁ_‘] 'm aﬂ Leadership and Contact

3.1 CONTACT/E-Mailing List (DIY-MM)
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Club Report Setup

To print the report, set the print parameters as noted on the Report Setup page. The report can be viewed
from this page or exported to an EXCEL or WORD document.

Report Setup '
Membership DIRECTORY .—» =D néij -flj

Club:  zGUEST of District ~

Member Type: [¥] active [¥] active-rES5 [ Honarary [ alumni [C] Alumni-verified
(all ON | OFF) [ Guest [[] Guest-Rotarian [CIFriends of Rotary ] Proposed [¥] active-Loa

[[] staff Position

Sort By: @ Member Name ) Club Name

To Select a Report template: dick on one of the radio buttons below to choose the output format.
To Run the report: use the icons at the top right of this frame.

Report / Description

@ 1-Up per page - Portrait
1 member per page directory listing. The page dimensions are 8 1/2 x 11 (a normal paper size). The report is designed to run to Word. In Word,
margins are .5 and it is using gutters.
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Section 3 - Club Members and Positions: Bulk Email

This function uses your system’s default email program (i.e., Microsoft Outlook, etc.) to send an email blast
to all or specific club members based upon names selected.

{Section 3: Club Members and Pusitiuns:} ‘—t
Me i V] Active I Active-R85 [ Alumni [l Alumni-Verified

H
(Al ON | OFF) Clbanorary
[ Guest V] Guest-Ratarian [l Friends of Rotary DProposed [ Active-LOA
V] staff Postion
LName or Badge#: @ current ©) Terminated Eﬁfmm' Edit PHF/SM | Add Member | Club Repnrtsl Bulk Emai | PRAIL |
Displaying 1 to 20 of 20 Members, AlBICIDIE|F|IGIMIN|R|S|T|W]AL o
[l ladame ann 82 EditlViewlTerm | Active annadams@cox.nat

By clicking on Bulk Email button, a link will open Microsoft Outlook or default email program. The email
format will include those club member email addresses. On this page, there is a default click box that will
include all the club members’ emails on the bulk email. If only certain club members need to be included,
the default click box needs to be cleared and then click on the club members for bulk email selection.

ZGUEST of District_ Clu-Members@drectory-oniine, com

annadams(@cox.net,office @rotary7600.org, Wicoaper @yahoa. com,meriyn 1944
@yahoo.com, Johnd@cox net,cyndialee @yahoo, com ez @con.net, toquesce @aal cam, Dirimes @UTGCS et offce @rotary7600.0rg allymonroe @cow. net, murray @cox.net, zeln @eox net, TomR @cax net, andys@cor. net, Hhom@rivers
idehosp. com, brian @rotary 123,org, wilame @cox,net malon @cox.net, wminters @cox.net, cyndialee Eyzhoo.com

Subject:  2GUEST of District Club

=
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Section 3 - Club Members and Positions: PMail

PMail is short for “personalized” email. It allows you to select individual recipients for an email, and to
individualize the email with member information found in the database (e.g., a birth date, company name,
spouse name, etc.). PMail emails are security level protected; LVL-4 and above can send a PMail to the
entire club. See the PMail tab on the DaCdb home page for detailed instructions on how to create a PMail.

(Section 3: Club Members and Pusitiuns:} ‘———t
Me T [V Adive ] Active-R85 [ Alumni

(all ON | OFF) DHonorar\}r [ Alumni-Verified

[ Guest [V] Guest-Rotarian [ Friends of Rotary DProposed [ Active-LoA

V] staff Position .
LName or Badge#: @ current ) Terminated Edit Club Fositions | Edit PHF/SM | Add Member | C!UhHeDDHS Bulk Email ||':
Displaying 1 to 20 of 20 Members, A|B|CIDI|E|IF|IG|M|N|R|S|T|W]ALL
COCIELE
[l |adame tnn 82 EditlViewl Term | Active annadams@cox.net

To initiate a PMail, use the check box(es) on the left to select what members you wish to mail to, then click
the PMail button.

Personalized EMail (PMail)

MNOTICE: Long PMAIL should be ¢ d in your E-mail pragram (Qutlock or Eudora), since this SESSION EXPIRES in 45 Send PMail
minutes. And you can "spell check” your work before you Copy & Paste your message into the Message box below.

L EZLink Templates Compose PMail Groups Tracking

EZLink Template Select

To Select an EZ Link template, click on a radio button below. To Preview the template, click on the template name.
To create a new template, click [Save PMail] in the Compose Tab - select the appropriate folder to save the template under.
Your last PMail will be automatically saved in vour Personal folder under the name $My Last PMail.

[ System District | Club | Personal i |

& District template file(s) found

= Toistrict Tempiates Modified
.- 01- Registration Payment Follow-up 11/08/10 10:02 AM 2 KB WView
03- Dear Club President - Membership 01/12/11 06:46 PM 2 KB Wiew
) 71- Dear Rotarian - EZ Register for District Conference 2008.htm 07/19/08 09:12 AM 6 KB WView
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My CLUB Sub-Menu Tabs
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FIND a Member Sub-Menu Tab

To find a club member, just fill in what information you know about the person you are looking for (less is
better than more) and then click the Search button. Other search parameters are: Member ID,

Classification, or Club Name/ID. There is a checkbox titled “Global” that gives the option to search across
Rotary Districts.

Find a Member

Search Parameters

advanced search
Mame, Email or Business Name: Member I

Classification: Club Name / ClubID: Phone Number: Global?
Ezell [} Ssarch
Enter a PARTIAL first -OR- last name; PARTIAL email; or enter a Member ID (min 2 chars). @
Example: "john" will FIND all of the 3J0HMNs, JOHNSONs, JOHNSTONs, as well as LITTLEJOHM, etc.

If you click on the advanced search in the upper left-hand corner of the search page, a new page with
expanded search parameters will display. See example below.

Find a Member

Advanced Search Parameters

normal search
First Name: Middle Mame: Last Mame: Email: Glabal?
Eze cyndialee@yahoo.com = 5"‘3"’“—"
Business Name: Classification:
Member ID: ClubID: Club Name:
Home Phone: Office Phone: Cell Phone: Fax Mumber: Toll Free Number: Other Phone:

PARTIAL data may be entered. (Except: MemberlD and ClubID)
Example: Last Name of "john" will FIND all of the J0HNs, JOHNSONs, JOHNSTOMs, as well as LITTLEJOHN, etc.

Results
There are 1 Member found.

Member Name Business Name

Type Action
Rotary District 7600
I_Ezell, Cyndia Lee (Cindy & Larry) Kennedale Public School System Active 4-Club Officer View Edit Delete
[(zGUEST of District)
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The page will refresh and display results. Click on the member’s name to email them or click on “View” to
see more information about them.

Find a Member

Search Parameters

Mame, Email or Business Name:

advanced search
Member ID: Classification: Club Name / ClubID: Phone Number: Global?

Ezell =] Search

Enter a PARTIAL first -OR- last name; PARTIAL email; or enter a Member ID (min 2 chars).

Example: "john"” will FIND all of the JOHNs, JOHNSOMNs, JOHNSTONs, as well as LITTLEJOHM, stc.

Results

There are 2 Members found.

Member Name Business Name Type Action

Rotary District 7600

S Cynd!a Ifee Eemu iy sl 3 Kennedale Public School System Active 4-Club Officer Wiew Edit Delete

(zGUEST of District)

Meilson, Linda E (Cap) Staff

[zGUEST of District)

Pk 7-Account Manager View Edit Delete

Note: The fastest way to find a member within your own club is to click on the My CLUB tab. All the members
of your club are on the page and to find individual members, scroll down to Section 3 - Club Members and
Positions of the page. To email a member, click on their name or email address. To see more information

about a fellow club member, click on the “View” link next to their name or the “Edit” or “Delete” to make
changes to the club members’ data.
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List ALL Clubs Sub-Menu Tab

This link lists all the other clubs in your district. Click on the “View” link to display information about
individual clubs. Included on the left-hand side of the page is the Search function with sort and filter
criteria.

FIND a Member | List ALL Clubs | Submit Attendance | Where CLUBS Meet | Club CALENDAR | Club BULLETINS | NewMember FORM

M

Club Listin

Search: 9
Contract All | Expand 68 Clubs found BICIEIFIGIH|I[JILIMINIO[PIR|SITIVIW]Y|Z]AL
7 Recent Clubs: clear W Club Name Club Short Name Region Club Type Action
'E‘Jﬁ”siséonh ; Blackstone Blackstone 8 View
e lchman “ ) ¥
Virginia Peninsula Bon Air . . Bon Air 4 View
-New Kent County Brandermill (Midlathian) Brandermill (Midlathian) 5 View
-ZGUEST of District Cape Charles Cape Charles 16 View
7 Sort By: Cape Henry Cape Henry 15 View
n ¥ Chesapeake Chesapeake 13 View

- Elinfims Chester Chester 5 View
) Club Short Name Churchland Churchland 13 View
ol RErlinn i Cankar Mawnark Mane LT a1 P 17 Ulimie

Scrolling down to your club’s information and you will find additional edit options.
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Submit Attendance Sub-Menu Tab

The Submit Attendance function allows the club secretary to submit a monthly attendance report to the
Rotary District Secretary. There are two entry points for this function.

The Submit Attendance sub-menu tab on the District and Club Database (DaCdb) can be found by clicking
on the My CLUB tab and the Submit Attendance sub-menu tab.

i % 8 (] Switch | ID | Log
Ty @ District 7600

P 1Y oacdhas ' : ; § 3 Welcome:
OF  ewncs Click Here and go to, Website O, Adams, Stephen C. 7600-4

w .Hume MyCLUB?M ATA“Commitlees.PMa\I CalendarTDUESH Reports | Speakers C\ubPAGES“A'ITND“ He\p.

The Submit Attendance function on the District and Club Database (DaCdb) can also be found by clicking
again on the My CLUB tab (next to the HOME tab) on the database home page. Scroll down to Section 1 -
Club Information. The Submit Attendance button will be the green middle function button shown below.

__—’ Fuomik ARendance [Edk Chin Agd New Mambsr

( Section 1 - Club Information: )— ‘ =i} :
Meeting Time: ednesday at 12:00 PM |; H-Q.“m"‘i .'e?

1 Satellite

Meeting Place: Sentara CarePlex PRI e 3
Meeting City: Hampton | i
Meeting Addrass: 3000 Coliseumn Drive, Hampton, VA 23666 + ._.J“W.:'D_

®

Meeting Directions: To find us, go into the Orthopedic Main Entrance which is on
the left side of the complex when you are facing it from
Caoliseum Drive. To locate the meeting rooms, go straight
down the long hall and turn right under the green exit sign.
The rooms are on the left side of the hall. (Visit cur website
wer.peninsularotary.org for more detailed information.)

Link to Map/Directions: Click here for map and directions

Club Description: The Rotary Club of the Virginia Peninsula meets weekly at the
Haoward Johnzon Plaza and Conference Center, With over 60
members, we come from all walks of life with business professienals,
business owners/executives, medical professsionals, and educators

LH

Carver

Memorial Park

Hampion Roads ¢
o Lenter Py

~
'ﬂu-auw By

all being reprsented. We adhere to Rotary's 4-Way test and have Z
added our own -- "Is it fun for all concerned?" | %’.ﬂ
%

Maon Rotarian "guests” are invited to visit our meeting for a "free “z-
lunch". We will do our best to make you feel welcome and oD ‘ " ”
appreciated, SR iﬂ

Link to Club Website:  www.peninsularotary.org @ Coliseum

Link to About US: | @ c,m""?“"““v Central

Link to Project URL: v peninsularotary.org/ ClubProjects.cfm (A »','"JLF'

Club Phone Number: HnvEn O

Fax Number:

Club Email: emccoury@coliseumncentral.com

Club's Mailing Address: P O Box 1772, Newport News, VA 23601

Charter Date: 26-Oct-76

Calendar: Club Calendar District Calendar Club Bulletin District Newsletters
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Note: There is an Optional Attendance Module; user instructions are available for those clubs that have
purchased the optional module.

By clicking on these tabs, the Monthly Attendance page will display with the following functions:
» Submit MONTHLY Attendance

» View District Monthly Attendance
» Edit Monthly Attendance

J Monthly Attendance

You have Monthly Attendance now

Upgrade now to...

« Submit MONTHLY Attendance -
= Wiew District Monthly Attendance - Weelifiy Attendance Modife
& Edit Monthly Attendance - B

*=x* Banked make-ups are now awvailable to all subscribers of the Weekly Attendance ***

Learn more about the weekly Attendance functions...
then upgrade, and experience — Less TIME with Less STRESS!
Overview

Manage your club attendance using this page. Via the basic Attendance functionality you can View, Edit, and Update your
Montly District Attendance data

Using the new Premium attendance capabilities you can take control of recording attendance atthe club weskly meetings
The weekly meeting attendance data entered will automancally be rolled-up atthe end of the month — making the Monthly
Attendance entry a one (1) click and Submit process after the last meeting of Month. You can also use the off-line attendance
module to record your attendance at meetings without needing an on-line internet connection.

To learn more about the Weekly Club Attendance module, please click on one of the links below:

» Attendance Owverview — Click this link to review the on-line attendance overview PDF

@ Off-Line Attendance Overview — Click this link to review the OfF-Line attendance overview PDF

VWEEKLY Attendance Module

Clicking on the link below, will take you to 3 page that will provide you more detailed information about the weekly attendance
module. ¥You can then decide to upgrade from there.

Submit MONTHLY Attendance Link

Clicking on this link displays the Monthly Attendance form for data entry via drop-down menus.

Attendance Reporting

Just complete this "attendance form"”, and then press Submit ATTENDANCE below .

o [ Submit ATTENDANCE Report 1
Select Club: ZGIUEST of District - @
e i MONTH ENDING: January 2011 - Correcting DATA for this Month [
R e o e B = Total MEMBERSHIP: 17 (hint: 17 ACTIVE members { Active—=17 ) currenthy
in database as of the End of the Reporting Month (excluding Guest-Rotarian=1
Staff Position=1 ) members
Acwerage -,
lAartendance: 95_'5 e -
Specify percentage as xx.xx (ie. 87.12% = 87.12 or 100% = 100.0

In other words, DO include the DECIMAL Point.
i T ——
Held:
Meating [Please Give DATE and REASOMN meeting cancelled, otherwise LEAVE BLAMNK

Cancelled
Reason:

submitted By: |Submitted by:
Ezell, Cyndia Lee

"Thank You""

for using the electrenic ATTENDAMNCE moedule

You Mmust press the SUBMIT ATTENMDAMNCE REPORT button to send wour club's attendance data.
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When the gold Submit ATTENDANCE Report button is clicked, if there are no errors, a new page displays
“Attendance Report Accepted!” that verifies that the data has been accepted and logged. If there are errors,
a new page displays that details what input error rejected the submission and offers suggestions for
corrections. For example, if the wrong month was used as input and that month’s attendance data is already

in the database, an error message will be displayed. Note: There is an override checkbox for correcting data
for a particular month.

Attendance Report
ACCEPTED!

District 7600

Thank you for filing your attendance report!!

View District Monthly Attendance Link

This link provides a listing of all district clubs. This report can be sorted and sequenced in various ways based
upon the column description. By clicking on the column description (if the cursor is hovered over the link, it
will highlight in yellow), the report can be re-sequenced by that column description. By clicking on the Club
Name, a more detailed report for individual club statistics will be displayed by month. This can also be
resorted by column descriptions. Inthe right-hand corner of either page, there are options to print the report
or export to an EXCEL spreadsheet or WORD documents.

Attendance Reporting

Just complete this "attendance form”, anmnd then press Submit ATTENDANCE below.

== [ Submit ATTENDANCE Report 1

Select Club: ZGUEST of District - @

:31‘.33':-‘::'"9 IMOMNTH ENDING: January 2011 - Correcting DATA for this Month [ 7

Membership: Total MEMBERSHIP: 17 (hint: 17 ACTIVE members { Active=17 ) currenthy
in database as of the End of the Reporting Month (excluding Guest- Rotarian=1
Staff Position=1 ) members

Average =,

Attendance: s ip -
Specify percentage as xx.xx (ie. 87.12% = 87.12 or 100% = 100.0
In other words, DO include the DECIMAL Point.

N T [ E— ]

Held:

Mecting Please Give DATE and REASOMN meeting cancelled, otherwise LEAVE BLAMNK

Cancelled / =
Reasomn:

Submitted By: |[Submitted by:
Ezell, Cyndia Lee

"Thank You"™
for using the electronic ATTENDANCE module

You must press the SUBMIT ATTENDANMCE REPORT button to send your club’'s attendance data.
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Edit Monthly Attendance Link
The attendance report can be updated by the following methods:

» Add - click this button to insert a new row to add new monthly data.

» Delete - click this button to delete information that has been added in error. A new page appears with
a new check box by the months in question. Adding a checkmark to the applicable month produces
a pop-up window to verify that the Delete function is correct. Clicking “Yes” will delete the month and
the page will refresh with updated data.

» Edit - click this button to modify all input data fields for any month. Only field that is not available for
data input is the Month field.

Attendance Edit Parameters:

Select Club: ZGUEST of District = Start Date: 12302010 |FR  End Date: 0830/2011 =2
Edit Attendance Data Cancel UP_daﬂ
Period Members Meetings Attendance New Term Reason Modified Cred®d
Cyndia Cyndia
12/10 13 4 80.59 g9y 0 o Ezell Ezell

01/21/11 01/10/11

Attendance Edit Parameters:

Select Club: ZGUEST of District »  Start Date: 12202010 R End Date: 08302011 [
ZGUEST of District Attendance Data - (T Add ][ Dete ][ Edit |

Period Members Meetings Attendance New Term Reason Modified " Created
No Record(s) Found.
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Where CLUBS Meet Sub-Menu Tab

This page provides a listing of where different clubs meet within your district. The listing may be sorted by
day/time, club, city or area. This information will help you do “make-ups”, when you miss your regular
club meetings.

ndance ] Where CLUBS Meeti| Club CALEMNDAR Club BULLETINS MNewMember FORM

|} Rotary District 7600

Club Sort Selection
Sort By: @ Meeting Day & Time ) City, then Meeting Day @ Area = Club Name

Clubs Sorted by Meeting Day & Time

Meeting Place

Monday
. Western Henrico =
07 :20 AM Covmnty Westwood Racguet Club Richmond
. Great Bridge _
07:20 AM {(Chesapeake) Cahoon Plantation Chesapeake
5 Roma Ristorante Italiano (this is a new meesting
12:20 PM Sandston location as of 8/2008) Sandston, VA
06:20 PM Blackstone Slaw's Restaurant Blackstone, VA
0&:20 PM Warwick Hilton Village Woman's Club Mewport News
12:00 PM Morthside Norfolk Uptown Buffet Morfolk, va
Tuesday
O7:00 AM SEEEELET Kingsmill Golf Clubhouse wWilliamsburg

Countw

By clicking on the Club name, it will transfer you to that particular club page for additional information.
The Club Meeting times can be exported to a WORD document.
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Club CALENDAR Sub-Menu Tab

This page shows you the events planned by your club, your district and multi-district events. You can control
what you see by checking the appropriate boxes (Include Events) at the top of the page. (Encourage your club
to use this calendar to help keep its members informed of events.) The Calendar can be exported to WORD
or can be printed from the database.

ibs | Submit Attendance | Where CLUBS Meet | Club CALENDAR | Club BULLETINS | NewMember FORM

Calendar of Events
Rotary District 7600 - Calendar for Virginia Peninsula

Event Calendar Parameters:

Calendar: [ @ List © Block 1 Search Events: Frinter Format
Include Bvents:  [T)p. tict pvent [7] bistrict Reminder [ pistrict Gov Official visit || Club Meeting
\\»ﬁzlub Event L—_l Club FundRaiser D Multi-District Event
Add to Club Calendar: —_—
Jan 2011 - Jul 2012 = <<FREV | [ NEXT>> GoTo: danuary v 2011 » [&o
elect Event Type
DATE ACTION CLUB EVENT NAME LOCATION / COMMENTS
February - World Understanding Month
35th .
Annual b
Charter
Night
Bolm willh ws as the Virginka
Edit Form e Peninsula Botary Clul
Sat Feb 26, 11 | 06:00P _ pRE Wirginia Peninsula Rotary Charter Night Cabraies 3xymans of
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Note: The event in February contains a link - Edit Form. This is a link to the Edit Event Link where the club
secretary can update the event information. There are two sections: Section 1 - Event Information and
Section 2 - Event Schedule.

Edit Club Event

Ewvent Status: Active - (ID=77157517) Cancal | View | Detet= | Update
- Section 1 - Event Information - db—
Ewvent Category: Club Event %

Club/District Name: virginia Peninsula -

Event Name: Virginia Peninsula Rotary Charter Night

Enable Registration: Mo - R egistration: [Nl ~
S N O S #h % o 5% % o A Oy & oo @& @ Flash < Media [0 B —
= Paragraph T Fort Mlame T Size - B i U W a® a;, E = = =
35th Anmual Charter Night at the Hampton Yacht Club
URL Link to Webpage: (Optional: Info & Photos)
Must begin with www. -or- http:// to be a URL link
-- And/Or --
! EBrowse
uUpload NEW File: (i-=. event flyers, info, photes. File must be in PDF, TXT, HTM, HTML, DOC, XLS, GIF or IFG format)
Location / Comments: O R}, 8 38/ % BB @@ 43 o A O 1 e GE @ Flash & Media [ B § 7 HTML
" Faragraph = Fort Mame = Size ] B L R e e e
Zuth . =
Aummusal .
Charter
Nignt
ot i s as the Virminia
rrsraas tary Chun
esenrates 5 vear
Frépserivtend
-
Confirmation Footer: ™ [ (£ # 35 M 5% (3 4 o A D «r e @ @ Flash & Media [0 B2 — 7 HTML
Add:dtﬂ Botean le %" Paragraph -~ Font Rlame - Size - B i U W a2 a, = = =
confirmation emai
-
Section 2 - Event Schedule ——
Start Date: 02/26/2011 m [ tea End Date: 02282011 FE (Mot required UNLESS different)
Start Time: 06:00 PM (hh:mm AM/PM, -or- Use 24-hour Military time, e.g. 1800 is 6:00 PM)
Cancer | view | peite | | Update |

Last updated on: 01/16/11 Ar: 03:50 PM  By: Richard Summerville Creared: 01/11/11 By: Walter Neilson
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Club BULLETINS Sub-Menu Tab

Many clubs upload their weekly/monthly club bulletins to DaCdb. This allows you to view current and past
bulletins from your club. By clicking on the file name, you can view that bulletin.

View the following action buttons on the Club BULLETINS tab.

» Add Bulletins File - page to add uploaded file to Club Bulletins folder.
» Add URL - page to add bulletins description and URL for upload file.

» Add Folder - page to add a new folder for club bulletins.

» Copy, Move, Rename, and Delete - options for file manipulation.

ndance | Where CLUBS Meet | Club CALENDAR. || il MewMember FORM

Rotary District 7600
Virginia Peninsula

Motify Members on Upload: Yes
Home ==-- click links here to navigate

Add Bulletins File | 424 URL | Add Fokder | Copy | Move | Fencrme | Delete |
Wiee  Blewame | modfied | Size |
I B 1an 2011.pdf 01/12/11 10:45 AM 311 KB
I B pec2010.pdf 01/11/11 03:06 PM 347 KB
I B nov2010.pdf 01/11/11 03:02 PM 4,435 KB
B oct2010.pdf 01/11/11 03:02 PM 2,542 KB
I B sep2010.pdf 01/11/11 03:01 PM 1,649 KB
B Aug 2010.pdf 01/11/11 03:01 PM 356 KB
I B 1ul 2010.pdf 01/11/11 03:01 PM 354 KB
F B 1un 2010.pdf 01/11/11 03:00 PM 309 KB
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POLL Sub-Menu Tab

This My CLUB sub-menu allows you to create a poll for your club. The process allows clubs and districts to poll
club members on various topics. The results are calculated and displayed in real time for analysis.

' ll PoLLiNnG SYsTEM MANAGEMENT

Poll Name Votes Start Date End Date Manage

What should the next club project be? 0 10/07/2011 10/08/2011 Edit - Stats - Delete

g

By clicking on the “Create Poll” button, another page is displayed that allows you to enter the information for
the poll.

..l App New PoLL

Welcome the add poll section. This section allows you to create a new peoll. Enter the poll guestion inte the poll title field and the
corresponding selections into the answer fields. Click the add button and the the form will be displayed on the districtclub home page
instantly.

Poll Question
TS form field should contain the poll question. Be sure to use proper punctuation and capitalize the first word of the sentence

What should the next club project be?
H_PDII Answers
Ese form fields should contain the available answers to the poll quetion. Enter each answer into a separate form field. There is a limit of
six answers to a poll guestion. Leave exira form fields blank if you want dont want to use them.

Answer 1 Answer 4

Dictionaries for Kids

Answer 2 Answer 5

New playground

Answer 3 Answer &

New sanitation system for schools

[ Ponl start/End Date |
The poll start date and end date determine the period of time that the poll will be online and taking votes. The default start date is setto

today’s date and the default end date is setto 30 days from now. Use the calander below to modify the dates.

StartDate EndDate

10/07/2011 10/08/2011
[ select Roll key r Level |

View Level Role Key

Level 1 -
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Poll Statistics and Analysis

PoLL STATS
il

Welcome the poll stats section. This section displays the current results for the poll fitle displayed above. The corresponding answers are
displayed below with the respective number of votes received and percentage of total votes.

Poll Answer Votes Percentage
Dictionaries for Kids 10 il
New playground 40 &0
New sanitation system for schools 50 50%
Total: 100 100%
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Gallery Sub-Menu Tab

This sub-tab allows you to add pictures of your club’s activities.

a ZGUEST Of DistricT ALBum LisT

Album Name Pictures Last Update Size Play Album

There are no albums currently in this directory

Add New Album | f——

@ Type inthe title ofthe new album
Rotary Friendship Exchange urea_he_ﬁ.lhnm

By clicking on the Create Album button, a new page will display so that you can upload the pictures. When
you are finished, you can name the album. By clicking the Start button, you can view the album as a slide
show.
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ZGUEST OrF DistricT ALBUM LIST

Album Name Pictures Last Update Play Album

Rotary Friendship Exchange 3 10/07/2011 115 KB Start!

Total 3 119 KB @

Add New Album

@ Type in the fitle of the new album

a ZGUEST Or DisTRICT PHOTO GALLERY

v Exchange of Bann
4 10/07/2011

President Hubert
1060712011

| Rotary meeting i
S 100712011
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New Member Form Sub-Menu Tab

The New Member Form is a comprehensive document that is used to add new members to the Rotary
database. This sub-menu tab, found on the right side of the page under the My CLUB tab.

o u : ?
ad District 7600 § |
{ \ el o Click Hete and go to Wehsite 03 ‘

gl e =

" ek Hom MyCLUB My DATA | Committees | PMail | Calendar | DUES | Reports | Speakers | Club PAGES | ATTND | Help
FIND a Member ‘ List ALL it Attendance ‘ Where CLUBS Meet ‘ Club CALENDAR ‘ Club BULLETINS ‘ Fall ‘ Gallery ‘ MNewMember FORM

This document is a PDF form that allows the member to input the data in the light-blue highlighted fields. The
new member can enter the data into the document and email a copy to the club secretary.

Notice the New Member form information highlighted in yellow below which directs the club member to
complete and return the form to the club secretary so that the data can be entered into the database. As with
the Add New Member functions, required input fields are preceded with asterisks.

3 ";ﬁn,;;.-__ ROTARY CLUB QF virginiaPeninsula
5 MEMBER INFORMATION FOR DaCdb SYSTEM

PERSONAL FACTS FOR ROTARY CLUB DATABASE

Memiess ane asked [ campie te B infaanatian aoq uested Al Staded items (Y] aee essential fields
—_—_—— h cAfter camareting this faemm, pau can SAVE itin paur camputes; PRINT It, ar E-mrail it as an Attachment

- — * Please return thisform to the club seaetary.

Member:  miiehr *First Mame Fokert mi E
*Nickname Bob (Badge name) *Last Wame E2E
- * *Date of Girth: 11 06 745 *E-mail address PeT@cox net

e gse check the I I below toindicate which is vour pre ferre d mailing oodne ss

Residence |:| 2930 Cheyenne Dr

Address Street

When the club secretary receives the following completed form from the club member, the information can
be entered into the database.
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New Member Form - Page 1

LG ROTARY CLUB OF
- MEMBER INFORMATION FOR DaCdb SYSTEM

L T

PERSONAL FACTS FOR ROTARY CLUB DATABASE

Memhiess are asked ta campkete te infosnation mg uested A Stased items [ T) ore essental fieids
wAftes cample ing this faam, yau can SAVE it in yawr camputes; PRIMT it, ar Emaail it as an Attaciment

Flease return thisform to the club secetary.

Member: 1t *First Name Ml
*Mickname [Badge name) *Last Mame
*Date of Birth: /! / *E-mail address

He ose check the I:I below toindic abe which is vour are ferre d mailing oddee ss

Eesidence |:|

Address Street
City State Zip
Phone: Fax

Yacation D

Address Street
City State Zip
Phone: Fax

BUSINESS: com pany:

Ocoupation [/ Job Title:

FPhone: Ext: Fax: Cell Phone:
Business |:|
Address Street

City State Zip

Eostal Box D

Address Box Mumber City State Zip
CLUB: [Check appropriate boxes) to be filled out by club secaetarny

Classification:

*ember Type: Active: D Active — Rule of 85:|:| Active — Leave DfAbsenDE:D Honorary:D
Paul Harris Fellow: 'f'es:D NDZD If yes, which Rotary year? [ li.e: 96,97
*Induction D ate: ! N Spansar’s Mame
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New Member Form - Page 2

FAMILY:
Spouse or *First Name: *Last Name:
Significant *Date of Birth / /
Other Married: YesD NOD *Anniversary Date: / /
Children s) Names (s): Gender: Date of Birth
v IV
v ] VA
v ] f] I
v O I
v f e
M —
PREVIOUS ROTARY CLUBS: *Rotary ID number
Name of Club: City/State Date Joined: Date Resigned:
Name of Club: City/State Date Joined: Date Resigned:

CLUB ACHIEVEMENTS: ie.: offices heid in club and which year.

HOBBIES & INTERESTS: i.e.: golf, fishing, and hunting

NOTES: ie.: Community positions, projects, organizations, subjects you could give a 30 minute talk to the club.
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Club Secretary DOC Sub-Menu Tab

This sub-menu tab includes the documentation for the My CLUB tab on the DaCdb database. Each tab is
detailed along with the sub-tabs under My CLUB tab. The hyperlinks listed below will take you directly to the
appropriate documentation.

Club Leadership

Section 1 - Club Information
Submit Attendance

Edit Club
Add New Member

Section 2 - Club Committees
Club Committee Bulk Clone
Add Club Committee

View Club Committee
Committee Links

Section 3 - Club Members and Positions
Edit Club Member

View Club Member

Terminate Club Member

Club Members and Positions Functions

My CLUB Sub-Menu Tabs

FIND a Member
List ALL Clubs
Submit Attendance
Where CLUBS Meet
Club CALENDAR
Club BULLETINS
Poll

Gallery

New Member FORM
Club Secretary DOC
RI Tranlog

Rl Comp

Verify
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Rl Tranlog Sub-Menu Tab

This My CLUB sub-menu provides information on the type of transactions transpired during a specified time.
Additional filters by Club, and types of transactions. A specific member can be reviewed.

RI Transaction Log —

The RI Transaction Log shows the transactions (Adds, Updates and Terms) being sent to RI. Depending on the club-level setttings, the interface to RI is either: a) turned off,
b) send via email, or c) send via the new electronic interface. The transaction log below will show the status of all current and past transactions.

Search Criteria:
Search: Filter: Period: E[mm!dd;’mry} To: H[mm;’dd,"ww: - or - Age: ldays ~ Suhmu
Options: Show: [ V| Adds Updates [¥] Sync [¥] Terms ] @
Status: [] Done [] RI Hold (Held for processing)
Group By: pate -
Select Club:  Virginia Peninsulz (3807) +
Select Member:  { All Members } v

0 Members in Queus

| District | Date [Member Name ____[Club Name ___| Action | Done _ Hold | Mail | RIDC | Date Sent |Entered By | Action |

Mo transactions found.
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RI Comp Sub-Menu Tab

This My CLUB sub-menu tab allows the secretary and club officers to compare the member data that is on the
DaCdb and the Rotary International database. By clicking on the “Compare” button, a printable version of the
differences can be printed.

RI - DaCdb Club Member Comparison

Virginia Peninsula (5807)

Ra'mi® Pret

Information in Rotary + > Information in DaCdb

£ Member Name MambarID MambarType  Modified Member Name MomberID MomborType Modified  Actions
1 I= [ - . Active 2009-06-26

2 Iz e - Active-u35 2011-07-06

3/ Active 2011-04-18 |= t Compare
4 Honorary . Aw . Honorary 2009-04-28 Compare
5 / Active 2011-04-18 |= t Compare
6 ) Active 2011-04-28 = - Active 2011-04-28 Compare
7 b= e Active 2011-09-14 = et Fae b - Active 2011-09-14 Cindare
81 Active 2011-04-18 1= CMare
91 Active 2011-04-18 1= t Compare
10 Active 2011-04-18 1= Compare
11 ( Active 2011-04-18 |= t Compare
12 Active 2011-04-18 1= Compare
13 t I= | Active-u35  2011-07-06 Compare
P e - ‘ S dden 1P A1Y AT AP Pamases
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This comparison can be printed, emailed, PMAiled to club member.

RI - DaCdb Member Comparison

Jroo - e »- Frint | Close

] Information in Rota B Information in DaCdb

Adember Information:
MemberlD:

First Name:
Middle Name:
Last Name:
Mame Suffix:
Badge Name:
Gender:

dailing Addresses
Home Address 1:

Address 2:

Address 3:

City:

State:

Postal Code:

Province:

Country:

Office Address 1:

Address 2:

Address 3:
City: | piapisi Sess —

State: 4
Postal Code:
Province:

Country: [ st S P

Yhone Numbers:
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Verify Sub-Menu Tab

In an effort to improve quality and accuracy of the member information on the DaCdb, the Member
Verification feature can help the club secretaries and club officers to validate member information.

Member Verification allows you to send your club members a formatted email with the member’s profile
information included in the PMAIL message. When the member receives the email, the options are:

» Click on a Verily Information link - which will update their profile.
» Click on a Login link - which will take them to the DaCdb login screen and give them the choice to
update their own profile information.

Under Member Edit, you can also verify if the data is correct. If verified, the picture caption will state a date
verified and by whom. If not verified, the picture caption will state: “Member Data Correct?”

[[] Member Data Cormect? Verified: 10006/2011
WEW \Uhat is this? By: Thorn, John S.

Rev. 9/2011
DaCdb User Guide
for Club Secretaries -104-



You can select a member from the list and send the PMAIL, which will be returned to the club secretary.

Save PMAIL Message Cancel I Save Pmail

This function saves a custom or modified PMAIL message for re-use at a later time. Depending on your security level, the PMAIL
message may be saved into folder areas that are shared by users on this system.

From:  cyndis Lz 22

Display Name
Leave thse fields From Email:  lezin@ooxnat Bounced e-mail go here
blank if others are ReplyTo Email: o b bk
using this template
Subject: ¢y Member Verification PMail subject line
Comments:  £7q)| Cyndia Lee s

Enter optional comments that apply to this template -- for refernce only

* File Name: 15 _pember Verification.html

[Note: The file name must be valid -- characters and numbers ONLY; Special characters are NOT permitted)
O Replace existing file?

Save Folder: - S e
( baiees & Club Folder Visible to all PMAIL users within your Club

security level) @ Personal Folder - Visible only to yourself (default)

Option: [ save template with metadata?
Ifyou check this, the template will be saved with the From Name, From Email, ReplyTa, Comment and Subject entered above,
This eptions if unchecked by default. If you are saving into an District, Club folders,
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