B

Club Officer Access
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Location of Member Access

O\

Member Access
can be found on
the Rl home page,
WWWw.rotary.org.




Club Officer Functions

With Member Access, club presidents and secretaries can
* View and change club membership data.
* Pay club dues.
* Search club and district data.
» Update club data.
* View reports of Rotary Foundation contributions.



Main Screen

Club presidents and ~
secretaries have
additional
navigation options.
These are displayed

in the green '<
highlighted box on
the left-hand side of
the screen.




Update Membership Data

Download a list
of club
members to
your computer.

Add members
to your club.

View Rotary Foundation
and membership reports.

View and edit
club data
(meeting details
and club
officers).

/

View terminated members.

View and edlt individual records.




View Membership Data

The view function
shows the name and
contact information

for each member.
You can also view
o Committee
participation

» Offices held

* Membership
details




Edit Membership Data

N

The edit function
allows you to
change

» Contact
information

* Member
information




Add Members

| wrak s - D E A Qe (Favortes (Hstory | By S 7] - ] [Ju
frequently | Club Data | Members |Logout
asked
questions

To avoid adding someone who is already in the Rl database, it is highly recommended
that you search for the member before adding him/her as & new member.

Search for an existing member
Search Criteria

Search by IDs

1] Submit

Or criteria below
Last Name #2 characters required Submit |

First Name: |
City
Country Select Country ]

When adding a new member to your club, search
for that member first to avoid duplicates. You can
search using the membership ID number or name.




Terminate Members

N

When terminating
a member from
your club, use the
drop down boxes
to indicate

* Reason
* Date




Pay Club Dues

You can view
your club’s
semiannual
report and pay
club dues using a
credit card.




Search Club and District Data

The online version of the
Official Directory allows
you to

Official Directory 2005-2006 * View current committees
and task forces.

* View the RI Board of

swscummsensaree “7_——1 " Directors and The Rotary
Current Board

Foundation Trustees.

hry International

The anline version of the Official Directory contains current commi
district information, searchable by district or city.

Current Trustees

Search for Club and District Information: ° SearCh for CI u b and
— / district information.
City: [

Submit



Update Club Data

Use the Club Data
Form to change
your club’s

» Meeting day

/ « Meeting time
/  Meeting
/ location

e Other details

|



Update Club Officer Information

The bottom portion
of the Club Data
Form allows you to
enter the names of
incoming club
officers.

After installing the club officers, you must update their contact information such as their
address, phone, and e-mail (A direct link to “Update Membership Data Application” is
provided). This contact information will be printed in the Official Directory, and will be used
for all Rl mailings.




View Club Recognition
Summary

A Club Recognition
Summary (CRS)
report shows
contributions to The
Rotary Foundation
for all club members
and other donors.
The district governor
also has access to
this report.




View Monthly Contribution

Reports

A Monthly
Contribution Report
(MCR) shows Rotary
Foundation
contribution
information for all
clubs in your district.
The district governor
also has access to this
report.




Resources

For more information on Member Access:

 Contact your Club and District Support
representative.

 Go to the Frequently Asked Questions (FAQ) page.
» Go to Member Access.




