Quick start guide to the database

For PETS and AGs
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1. HOW TO LOG ON
2. HOW TO USE THE FIND TAB
3. EFFECTIVE USE OF THE DATABASE – EXAMPLES
4. HOW TO EDIT YOUR INFO AND YOUR CLUBS INFO
5. UPDATING POSITIONS IN YOUR CLUB
6. CLUB AND DISTRICT CALENDAR
7. REPORTS
8. FILES AND FORMS – DOWNLOADS
9. USING PMAIL
Section 1   - How to log on

Step 1   -go to www.rotary7770.org and click on the database link
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Step 2  log in using your username and password – this will be provided to you at the conference, but any officer of your club can look at your file and give this to you.   Your username is your email address you have listed in the database and your password is your rotary ID number.   Your club number is needed for officers, P, PE, T, S etc.    A club number list will be available at the meeting but again your current officers have this info. 
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Sign In . youremail 3

your rotary id number
{charleston@aol.com ___.qususily your EMal adéress)
——

(Usually your RI MemberID)

Not required unlass your are an AG or District Officar.

Your club number

Forgot UserName/Password? Click Here
Or other Loain Problems?

My Email address changed, now what?






2.   How to use the Find Tab
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This tab can be used to find any member in the district.   You can search by any of these parameters to find a rotary member. To locate out-of-District Rotarians click the “GLOBAL” box.
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3. Examples of club utilizing the database 

Examples of clubs utilizing the database effectively to  manage their club data and those who need improvement.     (The instructor will show you two examples)

4.  How to edit your information and your club’s information

a. Editing your club info

Step 1 – Click on “My Club”
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Step 2 - Once the club info is listed you can click on edit
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After clicking on the edit button you will see this screen - the most important items to keep up to date are:

a.  Club info

b. Where you meet

c. Club positions
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Step 3 – Update general info on your club
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Step 4 – Meeting info
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Enter the Club meeting information. This information is displayed on the Club View page and is used to populate where Clubs
meet display.

Meeting Start Time: 12:30 pM_ (hhimm AM/PM, -or- Use 24-hour Military time, &.g. 1800 iz 6:00 PM)
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Meeting City: Mt Pleasant, SC 20464
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Meeting Province:

Meeting Postal Code:




b.  Editing you own information

Step 1 – click on MY Data tab. 
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Step 2  - Click on Edit My Data – also note this is where you can view your dues history, attendance and change your password.  You club has to be using the dues bill and attendance modules for information to show up however. 
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Step 3 – to edit your member info simply fill in the spaces listed under the member tab, to edit you contact info click on the Contact tab and update all your contact info.  
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Step 4 – edit or add your photo

Click on the Photo tab first.   To find a photo that you want to upload you simply click on the browse button to look for the photo on your computer.   Once you have found it simply open it and then hit the yellow update button.  The photo must be in jpg or gif format to upload and the system will automatically resize it for you. 
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To delete and existing photo simply check the box and hit the yellow  update button.  

5. Updating, positions in your club

This is important for your current officers to be listed correctly in the database and it is important to list the elect positions – like president elect.  As the New  Year begins on July 1 – all the elect positions will automatically roll over to the positions that will be held.  For instance the president elect will become the president, secretary- elect will become the secretary, etc. 

      a.   Click on My Club data as shown.
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Scroll down to section 3 of the club data and then click on Edit Club Positions. 
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C.  Click on the pencil icon as show in the next picture to edit that persons info. 
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So if we wanted to assign Howard as the president elect we would click on the pencil and then select a position from the drop down menu.   As you can see there are numerous positions from which to choose. 
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6.  Club and District Calendar

The database lists all events that are going on in the district as well as club events.  
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This is what you will see once you click this tab. 
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If you just want to see your clubs events just uncheck all the events except  “Club Event”. 

You can add events to your club calendar by clicking on this tab. 
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7.  Reports

The database has many preformatted reports that can use for your club – Examples of two are listed below, but you can explore all of them and pick out the ones most useful to you. 
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Membership reports
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You can either view it on the computer screen or export it out to word or excel for further editing and printing.     The members you have on one page the less information will be shown.  

The TRF report is used to transmit your rotary foundation check assuring the correct spelling of names and ri numbers. 

[image: image24.png]Report Setup

The Rotary FOUNDATION Transmittal (TRF) @ IEB
Club:  Mt. Pleasant -

Members:

Include terminated club members on report?

To RUN this report, click on the ICON above right:

IS0 7o run/view this report - generating an entry form on the screen, that when submited will Email the transmital form.
B 10 create an xcelfile that you can manusl prepare th transritl
@

- To create 3 Ward document that you can manual prepare the transmial

Report / Description

© The Rotary Foundation Transmittal (TRF)
‘The Rotary Foundation Transmittal (TRF)




8. Files and Forms

This tab allows you to pull down forms and files made available to you from the district.   When you see a folder picture that means you have to click in to the folder to see its contents.  
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For instance if we click into the District Training References you will see all the files related to last years PETS – this years files will be made available shortly.   As you can see there are 5 folders listed.   To get info on membership for instance,  you would click on Membership 
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Once you are in the membership folder you will see various documents that you can download and print. 
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By clicking on the title it will open up the document in the format listed (word, excel or adobe). 

9.  Using Pmail 

Pmail is short for personalized mail.  This is the tool you will use to send all your emails to other rotary members.    The power of this is that you can send an email to your entire club, committee or certain members with a few easy clicks.  

Step 1 – email your club members

Go to the My Club tab first
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Then you will see the page that looks like this – only part of it is shown here[image: image29.png]Welco
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Step 2 .  Scroll down to the section that lists members – note the button Pmail on the right this is the button you will click on to send your email.  By default all the members are checked see the checked boxes on the left.  You can uncheck all or some if you want this to only go to certain members. 

[image: image30.png]rreteone.
Williams, Kelly P. Mrs. 777

| e e sl

rendance | Whero CLUBS Mest | Club CALENDAR | Club BULLETINS | Newember FORM |

There are 40 Club Committzes found for OrgVesr selscted.
allmembers are checked to start wi

Section

Member Type:
(&1l ON | OFF)

Active-R85 [T Honorary-Pay at Door [[] Honorary. [ Alumni
[ Guest [0 Guest-Rotarian [ Friends of Rotary [Ceroposed

st Posiion
Current © Terminated i posions | s | s erses | °

AJBICIDIEIFIGIHIJIKILIMINIOIPIQIRISITIVIWIALL
=

T E——T—

Member Name

e ey g g ™ etivieniTarm | acive TEEE v | v 1021 fancasamagbelizouth.net
hrt, Linda A 68 & Edit|View|Term | Active | Past President B4y [sa-32-2639 | ¢ | ¢ |10/29 atighticu.org

ery, James R. (im & Jud) @ yyiepirerm | active s71-8176 | ssresa | ¥ | V| /14 peen@sercom

nnett, Sean (Tina) & Edit|Visv|Tarm | Active |iPast Prasident 843,821 |843-821-3009 ¥ | 5/13 |sbennett@sssetintagration.com
perry, Rita (CHRIS) &8 Editlvien|Tarm | Active s21-0055 | e7329m v | 63 |emy@srestersummenilie.org
Bradham, Allen C. (Barbara) 8 ey jrarm | active 843875 0436931300 | /| ¢ | 28 |dissstarcarez47@gmailcom





Step 3 – click on Pmail and select one of the pre formatted emails   - to start with simply use the fist one 
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Click on the bubble to the left of the number 01 and you will see the preformatted email created for you to all the members you have checked.  The email will show coming from you and addressed to all your club members if you left them all checked. 
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Step 3  Fill in your information  first the body of the message and then you can attach any files you need to send by clicking on the attachment link – you can send up to 3 attachments at one time. 
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The email is addressed to each member by first name, that is the %FName% is above and it also signs the email for you with your signature and contact information. 
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Yours in Rotary Service,
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