District and Club database

Quick Start Guide

Welcome to DACdbrhis simple guide is designed to give you basic informatio
and an overview of some of our key functions. As you become comfortable w
the tasks, explore our further documentation located throughout DACdb. Mo:
importantly, we encourage your feedbaakd questions!

Thank you for choosing DACdb, and again, welcome!

www.dacdb.com (720) 504-7300
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My Club Tab Overview

Home Find CLUBS QUY®RI:N My DATA Committees PMailALL PMail Calendar DUES Reports Grants Club PAGES Files ATTND Region Help 1

FIND a Member MAP to CLUBs ListALL Clubs Submit Attendance Where CLUBS Meet Member DIRectory ezStory ezBulletin NewMember FORM  Secretary DOC r~oll Gallery Blog WVerify PText Sponsors Ignite

i Membefcafdso Rotary Club of Hollywood Club Members (club# 99969889) Search...
EELEES All Club members are listed under one of the three tabs below based on their MemberTypes or Terminated status. o Edit Club
Club Leaders can be added (or removed) to this display, by turning them on using the configure ICON at the top right and the "Show Club Officers" to Yes (or No).
4 -
I oo Bulk Email Submit Attendance Edit PHF/SM Add New Member
Club Information
Cub]Buletin ~ 2015-16 Club Officers
Club Calendar \d 1
Club Committees '; \g‘ i °
Club Dashboard \ i
Angelina Jolie  Pierce Brosnan  Tom Cruise Tom Hanks
7 Club Detail President President-Elect President-Nominee  President-Nominee
Secretary Club Director

Club Leadership History

Club Positions [ Active/H Memb ] Other Memb T ted Memb
e ctive/Honorary Members er Members | Terminated Members
y Member Cll.lh Cell
7 # +
WP als H. Office Fhone mm_
Member Compare 1 @ 2 ad Anderson, Richard Dean & Active (310) 285-9000 Angus@MacGyver.com
E1jiiansaction [Log 2 @ 2 ¥ Ed Aniston, Jennifer B3 Active (310) 275-6135 Jennifer@Aniston.com

BT Haln

1. Tabs and sunenu

2. Side menu

3. Shortcut buttons

4. Current Club Leadership

5. Membership listing with contact and edit shortcuts

Common icons:

# Settings ﬁ;_, Edit
-X_ 1 Save

“*: Export to Excel

. Export to Word Favorite
:‘ I !

 View pdf

%} Delete

] @

VCard

PMAIL



mm District And Club Database

District and Club database M Yy Club Tab Overview

¢CALY 52yQi 0S8 FFNIAR (2 SELX 2NBH ¢NB Of AO01AYy3 i
YSYOSNI AYTF2NNXI A2y FAStRa &2dz gyl @AarotsS 2y



mm District And Club Database

District and Club database Find a Member

Find a Member

Browse your membership by viewing the list provided on the My Club pramecan also scan
G20KSNE (eLlSa 2F YSYOSNAR FyR GSNXYAYIFIGSR YSYoS
these two easy methods.

1. My Club tab-> Search box

| My CLUB DATA  Committees PMail ALL PMail Calendar DUES Reports Grants Club PAGES Files ATTND Region Help
* AALLCIDS  Suisses . tamasa C11IBS Meet Member DIRectory ezStory ezBulletin  NewMember FORM  Secretary DOC  Poll Gallery Blog Verify PText Sponsors
N
Rotary Club of Hollywood Club Members (Club# 99969889) W
All Club members are listed under one of the three tabs below based on their MemberTypes or Terminated status.
Club Leaders can be added {or removed) to this display, by turning them on using the configure ICON at the top right and the "Show Club Officers" to Yes (or No).
on Bulk Email Submit Attendance Edit PHF/SM Add

~ 4

214 @2dz Gl GKS YSYOSNDRA FANRG 2N f1ad yry
with search results.

To search for members outside your club
1. My Club tab-> Find A Member

LLHLL)

Disirict and Oeb databse

Home | Find CLLIB My CLUB D5

FIND a Member AP to CLUBs List A

2. For a general search use tBearchab. For a more granular search, use fhadvanced
SearchiF 6@ 9y iSNJ &SI NOK ONARGSNRARIF |y Ot A0l GKS
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Find Member = 3%

Include: | Guests? | |Terminated? [ Global
Search for members. r @ PARTIAL first -OR- last name, PARTIAL email, or enter a Member ID (min 2 chars).
Example: "john" will F all of the JOHNs, JOHNSCONs, JOHNSTONs, as well as LITTLEJOHN, etc.

[ Search I Advanced Search l Soundex Search

Name, Email or Business Name: .‘

Club Name / ClubID:

Phone Number:

Member ID:
Classification: Multiple classifications can be entered separated by commas
Ocecupation: | Select

Tip: Try aClassification search to find members you could introduce to each other at your next
meeting!
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Edit Club Information
Edit club contact information, meeting location/time, and much more.

1. My Club Tabk>Edit Club

"MyCLuB' y DATA Committees PMail ALL PMail Calendar DUES Reports Grants Club PAGES Files ATTND Region Help

= Suhmit Attendance Where CLUBS Meet MemberDIRectory ezStory ezBulletin NewMember FORM  Secretary DOC  Poll Gallery Blog Verify PText Sponsors Ignite

ards Rotary Club of Hollywood Club Members (Club# 99965888 Search... W e o B
All Club members are listed under one of the three tabs below based on their MemberTypes or Terminated status. Edit Club
Club Leaders can be added {or removed) to this display, by turning them on using the configure ICON at the top right and the "Show Club Officers" to Yes (or No).

> e Bulk Email = SubmitAttendance  Edit PHF/SM Add New Member

ation

2. Click through the tabs to edit club information.

([ AeR0-N My DATA Committees = PMail ALL | PMail Calendar DUES Reports Grants Club PAGES Files ATTND  Region Help

»CLUBs ListALL Clubs Submit Attendance Where CLUBS Meet Member DIRectory ezStory ezBulletin NewMember FORM Secretary DOC  Poll Gallery Blog Verify

Club Admin

Rotary Club of Hollywood 1D=09960880 Cancel Vi Update

.{ 'S
[ Information Address l Meeting Info I Links I Committees I Positions ] Billing ] Security ] PData I Notes -

Club Information

Enter the Club information. The fields marked with * are required fields.
Club Info:
*Club Name: Rotary Club of Hollywood (Level-7 change only)
Club Badge Name:  Hollywood Shorter form of Club Name used on Badges {max 32 chars)
Active: Yes

Club Sponsor: | {No Spensar}

Club Type: | Regular Club

3.2 KSYy FTAYA&AKSRI OfAO0] GUKS @&Stft2g a! LRI

Tip: This information is important to your membership and district. Please keep it current!
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Setup RI Direct

Connecting DACdb and Rotary International will allow you to upload and sync data easily

between the two databases fasterdh the ¥maikimethod. This eliminates the need for

duplicate data entry, and speeds up the process of integration. Rotary International also prefers

to have this method enabled as it reduces errors and manual labor at theiVéadhighly
recommend you enable RI Direct

Turning this feature on also gives you access to Member Compare. (Compare data between RI

and DACdb on one easy screen.)

RI Direct must be enabled ftwo places DACdband Rotary International.

Note: Once configured in both DACdb and R, it can t@ké&hours for Rl to enable the
system.

Enable at RI

1. Log into (or create an account at) My Rotdritps://www.rotary.org/myrotary
2. Go to: Manage-> Club Administration

3.' YRSNI 6/ tdzo 3 aS&oIORI &6 GNEdzd 22 G F&2 NI YR

1
+SYR2NJ t F NIYSNI hNABFYATFdA2YyE§

Of A «

WeTUB & MEMBER DAT

formation. Record new member sponsors so they receive recognition.

r remove members | Add, edit, remove club officers | Record a new member sponsor

S

.7 Update Club Data
Provide club information for the Official Directory.

Dé graes ate mailing address and contact information |
dit vendor partner organization

bership changes within 30 days, or by 1 January or 1 July, to ensure your club invoice reflects



https://www.rotary.org/myrotary
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4. {ONRtf G2 GKS o62dG02Y 2F GKS LI 3ISs FTAYR GKS
G5!/ Roé D

Enable in DACdb

1. Log into DACdb athttps://www.directory-online.com

2. Go to: My Club tab-> Edit Club button

3.hy GKS LYyF2NN¥IFGA2Y Gl o6 aONRtt R2¢gy G2 alf
4. ' YRSNJ G/ fdzo hLIiA2yaéd FAYR aw2iFNEB LYGSNFI O

Rotary Club of Hollywood Cancel = View  Update

Address I Meeting Info ] Links l Committees l Positions I Billing ] Security I PData l MNotes ;

Club Information

{Lwy  #=Pre. Jen_t.\ T r’.T;Treas\. sident-Elect)
Club Options:
Notify on File Upload: Notify Club members when 2 document is added or updated
Map Display: Turn on/off MyClub map display

‘ Rotary Interface: |RI "Direct Connect” » ’I Direct Connect Interface also requires correspending setting in RI MAP,

52 KSYy FTAYAaKSRI OfAO0] GKS &Stt2¢ a! LIRIGSE o

Tip: For detailed instructions see My Clubtah dawlL KSfL¥E Ay GKS aARS Y

Destrict and Db database

N>

Home  Find | CLUBS (QEeRVE]
FIND a Member MAP to CI UBs Li

Club Member Cards

Club Officers

P admin Functions



https://www.directory-online.com/

mm District And Club Database

District and Club database Edit Club Officers

Edit Club Officers
1. My Club Tab> Edit Club

]

r iy CLUS BigA Commimess Phial Calendar OUES Reports OJrants Distct PAGES Chub PAGES Files ATTND FRegon RIR Help Admin  Setup

CLLEs UsiALL Clubs Submil Alenoaes 7 - "1185 Mosi  Momber Diflnciory ezSiory eorBulleln HewhMember FORM Secreiary DOC Poll Gallery Blog Veriy FPlexd Sponsors  ignie
Rotary Club of Hollywood Club Members (Club# 99965889) LR -
Al Oy muprribasrs a0t Eed wndor ong of the thie bs Balow Baspd on Bl Mamber Types or Torminated status. ——@
Oty Lieaders Can e aodded (or memoredl) o this display,. By Turmang Thrm on using e configune TO0N 3% the top night and e "Show Oub: OIMoors” bo es (or Mo,

[ Bull Email  Submit Attendance  ESRPHE/SM  Add Hew Hember
= H15-16 Club Officers
Angeling Joks Pigrce Brosnan  Tom Crukss Tom Hanks
Presigient Fresciend- Sl Fremchen-Eamingy | Fremgent Ty

Sporetany ity DarecTor
EI'\'

2. Click the Positions tab.

Club Admin

Rotary Club of Hollywood O~ Pese8 Cancel View Update

Thes s 3 s of Oub members and tThed positiond 5) i this Ouwb. Mombers get added T0 ths st by being a member of the Oub (there s No acd ink
here). Member positions within the Oub can be edited from this soreen, kst cick on the PENCIL « icon

Listing Options: Lisul n ts: (Prepvp et be Camties)
[ —— Oy members with Olub postions? Leadersp History: CICK Mare
Ovgvear w0506 B Position Summary:  Cick rers

3. Click the pencil edit button next to thdember name.

21 el AIBICIEIHIIILINIPISIWI
Edit Chub Member Hame MemberType Sec-Lvl BO15-1& Positions
==
e, BRhand Do ATl r Pt - Soariirass, Chub Dot Dub Progeares Chaie [P 20
sben, JMareiber Astien i
& Brosngn, Feroe Ao S ES 4 President-Elect, Soocretany (PES)
==
..E Cnga, Mkccdas Artrew 1
..-: Crasg, Ranad Actren 1
P oy i g [P
& Chase Tos Arthes " --\_—\.-mn-l Mo [P
-0~
.;.-’ G, Hads Actiew 1
&% Dear, Cameron Arthen 1
=H =
& Hanks, Tom A " F‘_\--c-:-c-:h'l "-_:-"' e Chuh ICerecnor (P, ) Presacdent-Elect (PE)
i d - 13 5
-] =

4. Club Position Admin screerr Edit
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& CFpTead . Clalk [Ad]) oo B0 & i (R

e | B PR CTeE

Aative Sar Ops Esal Diale Club Positegs Mame

Positin
armaria % ot Trasare ¥ 4 | pdditienal roles
Trpirparer-if ]

w . . Micrriser 1 = s

I dectiven pasition -« Curront mesmbes position i uso

5. Enter start and end dates.
6. bSEG G2 t2a AUAEY GAGE ST Ot A0l WSRAGQ

T

R —
Simrt Date End Dabs
0o faanl DEF I 2013

BiCtive Clulh Posithon Names

ecretany, Secretary-Ehect

7.1 KSO1 GKS 02E06S8auv ySEG (2 (GKS RS&ANBR

Club Role Select Slose | Saws

District Default Kay: Position [Rolaxey] [$-Lwvl / Sort]

[eecik oove O more redes from thee 1St bebows for the SAME time perod s

Attendanoe Secretary (ASh [30S] President-Elect (FEL [£/X]
Bulletin Editor {as)y [306] President-Posmimes (o) [405]
CCO-Club Camrm. Offer (D00 [4057] Pubdlic Felations Chair (PR 1375
Club Admin Chadr (Cao) [307] BEocording Seoretary

Clubk Dircctor Raotary Foundation Chg RFY [3F7]
Club Executive Sacretary (O55] [40323] Secretary [2) [453]
Club Programs Chaér (OaC) [308] Secretary-El 23]
Club Servieol Chair (C5C) [358]

Community Servicos Chalr (COS5] [E]

= (5&AD [357]
Chair (&) [7]

Disaster Relief Chadr (DR [7] [T [=s]
District Events Coord
[nterect Chub Spanscr (INT] [1525] =1 [4r4]

Intermational Serdor Chasr (IRS) [309) o President WP C4753)

iPacEt Prosedent (1=0) [4/32) Vocational Servics Chaie (wOS) [Arad]
Membership Chair (4] [347] Webmaster [WH] [3E]

Pa=t Presidesnt (ro) [1,33] Youwth Services Chair (woc) [3525]
President () (4,17 Youth Services Project Thair (%G) [1ro]

* |f you add a position that has a known progressiesuch as a Presidesitominee (PN)
DACdb will automatically populate the rest of the progression for you in each subsequent
Org Year! PN, PE, P, iPP, PP

8./ KSO1 GKS a4[ SIRSNE o0=RE 2 6&KBI aiz$) 2Fa REAANY O
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9. You can assign leadership positions different security levels in DACdb. Level 4 is Club
officer.

Active

Sionrt Date End Dwte Club Posithon Mame

O oafE
iV -

201 Secretary, Secretary-Eec

T

2 KSYy FTAYAaAaKSRI OfAO0O] a! LRIFGSt®

My CLUB

My DATA Committees PMail ALL PMail

Calendar DUES Reports Grants Club PAGES Files ATTND Region Help
o CLUBs List ALL Clubs Submit Attendance VWhere CLUBS Meet Member DIRectory ezStory ezBulletin

NewMember FORM  Secretary DOC Poll Gallery Blog

Club Admin

Rotary Club of Hollywood ID=99569889 Cancel Vie Update

[ Information ] Address ] Meeting Info I Links I C 1} I

TR GRS . g g |
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.

Listing Options:

Listing Reports: (Pop-Up blockers must be disabled)
Show: [ | Only members with Club positions?

Leadership History: Click Here
OrgYear: 2015-16 [

Position Summary: Click Here

CAL) 9y O2dzNI 3S

82dzNJ YSYOSNAE (2
fellow Rotarians.

LINE A RSGNALINR T A f
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Add a New Member

1. My Club Tab-> Add New Member

"MyCI.UB' y DATA Committees PMail ALL PMail Calendar DUES Reports Grants Club PAGES Files ATTND Region Help

"' Chs  Submit Attendance  Where CLUBS Meet Member DIRectory ezStory ezBulletin  NewMember FORM  Secretary DOC  Poll Gallery Blog Verify PText

Sponsors  Ignite

ards Rotary Club of Hollywood Club MemBberswe 08969889 Seard W e B

All Club members are listed under one of the three tabs below based on their MemberTypes or Terminated status.

- Information

iation

Club Leaders can be added (or remaved) to this display, by turning them on using the configure ICON at the top right and the "Show Club™O

Bulk Email Submit Attendance Edit PHF/S|

Edit Club

Add New Member

2.CAtt Ay GKS YSYGoSNDRaA

3. If you do not already have an Rl member ID, leave this blank (Bp¥ar

4. 2 KSYy FAYAAKSRY OfA0O1 GKS &Stt2g a! RRE

AYF2NXYEFGA2Yy® b20SY F

o dzi @

5, ¢KFadQa A0H w20l NBE LYGSNYylFraAzylrt NBOSA@GSa |
0KS ySSR F¥2NJ eéz2dz 02 SyaGaSN (KS
should be issued-3 days infMember Compatre.

StAYAYIFGAY3

Tip: A word of caution: Avoid changing the new member record until the Rl ID number is in

the DACdb system.
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