
 
 

Member Quick Start Guide 
Welcome to Rotary! We hope you will maximize your 
membership by taking advantage of our online member portal, 
DACdb. This is more than an online directory- it’s an interactive 
tool to help you engage with our Club.  
 
Through DACdb, you can edit your profile, search for members, 
register for events, and much more! 
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Login to DACdb 
 
Your account in DACdb is automatically created when you join our Club. You won’t need to sign-up for 
DACdb, just sign-in! 
 
1. To log in for the first time, your email address is your username and your RI member number is your 
password. Your member number is located in many of your RI communications, including your Rotarian 
magazine address label. 
 

2. You will not need to enter your Club Number.  
Can’t remember your password? Click the blue “Forgot Password” link to reset. 
 
Tip: Don’t forget to bookmark the login page, check the “Remember Me” box,  
and check out our mobile version! 
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HOW-TO: Change your User Name or Password 
 
When you join Rotary, your preferred email address becomes your default user name. However, if you 
change email addresses, your user name will not change.  
Your default password is your Rotary International member number.  
 
These settings can be updated at your convenience. 
 
1. Click the “My DATA” tab, followed by “Edit My Data”. 

2. Click the “Login” tab. 
 

3. Edit the user name (does not have to be an email address) and password to your desired information 
and click the yellow “Update” button to save your changes. 
 
Tip: This login is for our club database, DACdb, only.  
This is not your login for Rotary International. To create an online account with Rotary International, 
visit www.rotary.org. 
 
  

http://www.rotary.org/
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Update your Membership Data 
 
When you log into DACdb, you’ll see the home screen, with District announcements, and a tab menu 
across the top.  
 
1. Click the “My DATA” tab to view your profile. 
 

 
2. To change or update your data, click “Edit My Data” located in the blue menu at the top of the screen.  
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3. Information tabs will appear below your name. Click into the tab you wish you edit. 
 
4. Some fields are ready to edit- just click into the field and type. Some fields have a pencil edit button. 
Click the pencil edit button and a popup screen will appear. Modify the information, and click “Save”. 
 

5. Add a field: To add an address, click the red “+” symbol at the top right of the module.  
 
6. When finished, click the yellow “Update” button to save your changes. You only need to click 
“Update” once to save edits made throughout your profile tabs. 
 

Tip: Keeping your information current is key to our success as a club! 
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Search & Browse for Members 
 
One of the benefits of being a Rotarian making new friends and colleagues. Use DACdb to search for 
someone based on name, classification, or company! 
 
1. From the “My Data” tab, click “Find a Member”. 
 

2. A search box will appear. Here, you can type in your search parameters (last name, company name, 
classification). The more information added, the narrower the results.  
 

3. After adding your key term(s), hit the “Enter” button on your keyboard or click the “Search” button on 
the top right of the window. Your results will be displayed below. 
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4. Find members by browsing a member list. Click the “My Club” tab, next to “My Data”. 
 

5. Club officers will appear at the top, followed by a list of your fellow members.  
 
6. To view and contact a member, click the name in blue, and you will be redirected to the member’s 
profile page.  
 
Tip: Hover your mouse over a name for an at-a-glance profile photo and contact  record.
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View the Club Calendar 
 
The Club Calendar is your resource to view club/district meetings & activities. You can view event 
details, and download reminders to your calendar. 
 
1. Click the “Calendar” tab, located across the top of the page. 
 
2. Click “View CLUB Calendar” in the blue submenu. 
 

3. Check the boxes for events you wish to view. 
 
4. The calendar will appear below.  
 
5. To download an event to your calendar, click the calendar icon in the “Action” column. 
 
6. To view event details, click the name of your event, located in the “Event Name” column. 
 
Tip: To get the most of out your club calendar, remember to check all the “event” boxes!
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Register for an Event 
 
If an activity is available for registration, you will see “Register Now” located in the “Action” column. 
 
1. To begin the registration process, click “Register Now”. 
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2. Verify the information is correct, and click the yellow “Registration NOW” button. 
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3. Click the yellow “Confirm Registration” to continue. 

4. After clicking “Confirm Registration”, you will receive the “Confirmation” screen. 
 

 
Tip: It’s a good idea to print this page for your records! 


