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TIP: When loggin, forgotten password click on 
forgot/reset password and follow the steps.

DACdb Login
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My Data
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Makeup
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Admin Functions
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TIP: Click on Admin Functions to edit Positions under the Blue 
Club Navigation Bar. Then click on Edit Club Positions to 
continue editing.

Club Positions



TIP: Be certain to use the correct Org Year!
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TIP: After 
updates, click 
on RI 
Integration to 
upload changes 
to Rotary 
International.
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Membership Success Center
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Club Committees
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TIP: Click on pencil to edit the Committee
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Find A Member
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PMail

TIP: Once you have started, the system will time 
out after 30 minutes! Templates are 
customizable!



22

TIP: Pmail delivery can be scheduled!
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TIP: Pmail reading can be tracked!



PText

TIP: Ptext is great for a quick reminder text or 
message of unscheduled gatherings! Alternative 
app: What’s App –however all Club Members 
would have to sign up for the app to be included.
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Files
TIP: 
Public 
Files are 
open; 
while 
Secure 
Files are 
limited to  
Rotarians!



TIP:  12.5 
Member 
Dynamic 

Extractn – 
custom report

Reports
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TIPS:
Use Goto Button to 
more to a specific date

Check only boxes at 
top for the specific 
type of event you are 
searching 

Click Add Event 
Button at top right to 
enter a new event

Calendar
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TIP: Remember 
to click on the 
social media 
links to add the 
event on those 
websites!

Adding An Event
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TIP: While working on an Event, 
keep it listed as In-Active until 
you are ready for it to be Seen!
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TIP: RSVP can be enabled to allow 
for RSVP with options listed.
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• Registering for an Event
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Event 
Confirmation 
Form

TIP: Print for your 
records
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District Leadership
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RotaryBelinda@gmail.com

DACdb Support / Learning

TIIP: Look under Help Topic first. DACdb  University 
TuesdayTraining is a copy of past video online classes.
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My.Rotary.org

TIP: Register for your Rotary Account here with your RI ID# which can be 
found above the address on The Rotarian magazine or the Club Secretary (Keep 
your RI ID# handy as any donations made are assigned to this number as well.)





45

My Rotary
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Goals



47

TIP: Click on the Edit  Button to access 
editable goals. Then save each category 
and more toward the next banner at top 
to do same.
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TIP: After setting  goals, 
click the Green Save 
button and move to next 
column.
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50 TIP: To 
receive 
credit for 
Club 
Activities, 
the activities 
must be 
entered in 
Service 
Activities on 
Rotary 
Showcase!
See Blue 
button on 
bottom 
right to 
enter.
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TIP: Prior to 
entering new 
Club Projects, 
search 
keywords for 
the project. 
Projects can be 
copied from 
year to year 
with updating. 

TIP: Click ADD  
A NEW 
PROJECT at top 
right to enter a 
new project.
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Participate
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Events & Connections
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Knowledge & Resources
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TIP: Sign up for any course – it’s free to Rotarians! Should you have a Club Officer Position, 
this is a fabulous way to learn more about the duties.

Learning Center
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Who We Are
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Brand Center

TIP:
Brand 
Center 
contains 
sample 
brochures, 
logos, 
advertising, 
and videos.
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TIP: Watch 
Video prior 
to creating 
the Club 
Brochure.

Club Brochure Video
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TIP: Click 
on 
Brochure 
Picture to 
begin.
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TIP: Click CREATE to get started, Use the 
navigation buttons to edit different areas.
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TIP: Save 
your 
information 
in a file where 
it is easily 
recreated. 
Once this file 
is closed 
there is no 
more edits!
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TIP: Use the drop-
down menus to 
navigate to the 
location to be 
edited with club 
pictures or written 
information 
customized to the 
Club!



Presidents Elect!
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