District and Club database

Quick Start Guide

Welcome to DACdb! This simple guide is designed to give you basic information
and an overview of some of our key functions. As you become comfortable with
the tasks, explore our further documentation located throughout DACdb. Most
importantly, we encourage your feedback and 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 sub-menu

2. Side menu

3. Short-cut buttons

4. Current Club Leadership

5. Membership listing with contact and edit shortcuts

Common icons:

# Settings dz Edit
X‘ ] Save

=5 Export to Excel

] @

VCard

okl Export to Word Favorite
\ I ]

o -
BN View .pdf

%? Delete

M3l pVIAIL
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Tip: Don’t be afraid to explore! Try clicking the Settings wheel at the top of the page and select the
member information fields you want visible on the “My Club” page.



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 page. You can also scan
“other” types of members and terminated members. Don’t have time to browse? Search using

these two easy methods.

1. My Club tab --> Search box

|MyCLUB DATA  Committees =~ PMail ALL = PMail Calendar DUES Reports Grants ClubPAGES Files ATTND Region Help

" s ALLCUDS  Suuiucs . tamasa C11IBS Meet Member DIRectory ezStory ezBulletin  NewMember FORM  Secretary DOC  Poll Gallery Blog Verify PText Sponsors

WS

Rotary Club of Hollywood Club Members (Club# 99969889) W 15
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

2. Asyoutype the member’s first or last name, the member list will shrink, leaving you
with search results.

To search for members outside your club:

1. My Club tab --> Find A Member

LLHLL)

Disirict and Oeb databse

Home | Find CLUBS (RETEENVZN ) 1y
il

FIND a Member AP to CLUBs List A

2. For a general search use the Search tab. For a more granular search, use the Advanced
Search tab. Enter search criteria an click the “Search” button.
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Find Member

Include: | Guests? | |Terminated? [ Global

Search for members. r a 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.

Name, Email or Business Name: *

Club Name / ClubID:

Phone Number:

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

Tip: Try a Classification 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 Tab--> 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-99969889

[ Information Address ] Meeting Info I Links I Committees I Positions ] Billing ] Security ] PData I Notes -
Club Information

Cancel Vi Update

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. When finished, click the yellow “Update” button.

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 faster than the ‘email’ method. 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 their end. We highly
recommend you enable Rl Direct.

Turning this feature on also gives you access to Member Compare. (Compare data between R
and DACdb on one easy screen.)

RI Direct must be enabled in two places: DACdb and Rotary International.

Note: Once configured in both DACdb and R, it can take 24-48 hours for Rl to enable the
system.

Enable at RI

1. Loginto (or create an account at) My Rotary: https://www.rotary.org/myrotary

2. Go to: Manage --> Club Administration

3. Under “Club & Member Data” look for “Update Club Data” and click the blue “Edit
Vendor Partner Organization”

WeTUB & MEMBER DAT

bership changes within 30 days, or by 1 January or 1 July, to ensure your club invoice reflects
formation. Record new member sponsors so they receive recognition.

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

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

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



https://www.rotary.org/myrotary
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4. Scroll to the bottom of the page, find the “Partner Organization” section and select
“DACdb”.

Enable in DACdb

1. Loginto DACdb at: https://www.directory-online.com

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

On the Information tab, scroll down to “Club Options”

Under “Club Options” find “Rotary Interface” and choose “RI Direct Connect”.

P wNnN

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,

5. When finished, click the yellow “Update” button.

Tip: For detailed instructions see My Club tab --> “Rl help” in the side menu.

Destrict and Db database

Home @ Find CLUBS {(JLIE=RV:] )

FIND a Member MAP to CI UBs Li

Club Member Cards

Club Officers

P admin Functions
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Edit Club Officers
1. My Club Tab--> Edit Club

| niy cove

il Commrimees Phial Calendar OUES Repors OJrants Dot PAGES ChoPAGES Files ATTHRND Hegon 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) WR e BE
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  Edit PHF/SM  Add Naw Hember
= H15-16 Club Officers
Angeling Joks Pigrce Brosnan  Tom Crukss Tom Hanks
Presigient Fresciend- Sl Fremchen-Eamingy | Fremgent Ty
STty Oy DT
EI'\'
2. Click the Positions tab.
Club Admin
Rotary Club of Hollywood D~ Peseed Cancel View Update

Listing Options:
Show:

L ts: (Pepvp

Leadership History: Gk Mare

Oy members with Olub positions?

w0506 B

Ovglvear Position Susnmary;  Cick Hers

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

et e Santied)

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

31 rreembses AIBISIGIHIIILINIEISIWI

Edit  Chub Member Rame MemberType Sac-Lwvl B015-1& Positions

= =
e, BRhand Do ATl Pt - Soariirass, Chub Dot Dub Progeares Chaie [P 20
sben, JMareiber Astien i

& Brosngn, Feroe Ao S ES 4 President-Elect, Soocretany (PES)

=g -

..E Cnga, Mkccdas Artrew 1

..-: Crasg, Ranad Actren 1

& Chase Tos Arthes " e e e e o 2 ]

-0~

.;.-’ G, Hads Actiew 1

&8 Dear, Cameron Acthes 1

=H =

& Hanks, Tom A " F‘_\--c---c-:h'l "-_:-"' e Chuh ICerecnor (P, ) Presacdent-Elect (PE)

¥ d - 13 5
-] =

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

e | B PR CTeE

Aative e Dele o
araand IS i e ¥ | sdditional roles
v L 1 - v
I_' ectivn position -- Curront masmbas poetion n use
5. Enter start and end dates.
6. Next to Position title, click ‘edit’ and a list of positions will appear.
—— —— ——— — r—

BiCtive Simrt Date

0o faanl

End Dabs
DEF I 2013

Clull Posithon Mams
ecretany, Secretary-Ehect

7. Check the box(es) next to the desired role(s) and click “Save”.

Club Role Selact

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

Choee Sawre

Attendanoe Secretary (ASh [30S]
Bulletin Editor {as)y [306]

CCO-Club Camrm. Offer (D00 [4057]
Club Admin Chadr (CeC) [387]

Clubk Dircctor

Club Exscutive Secretary (055 [&03F]
Club Programs= Chadér (C™C) [308]

Club Servieol Chair (C5C) [358]
Communsity Servicon Chair (O05] ]
Cisaster Relief Chair (DR [357]
District Events Coord

[nteract CThub Spanscr ([T [1535]
Intermational Serdor Chasr (IRS) [309)
iPast Presadent (190) [4/32)
Membership Chair [4) [377]

Pa=t Presidesnt (ro) [1,33]

President (P [471]

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

President-Elect (FEL [£/X]
President-MNomines (Ph] [4055]
Pubdlic Felations Chair (PR 1375
Rocording Secretary

Rotary Foundation Chg AFL (37

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

(TS [SS]

rier-Elact [TE] [454]

Fice Presidant (vi) [473]

Vocational Sarvics Chair (W) [Arad]
Webmaster (W] [358]

Youwth Services Chair (woc) [3525]

YWowth Services Project Chaic (MG [Lr0]

* If you add a position that has a known progression - such as a President-Nominee (PN)
DACdb will automatically populate the rest of the progression for you in each subsequent

Org Year! PN, PE, P, iPP, PP

8. Check the “Leader” box to enable position visibility at the top of your club’s page.
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9. You can assign leadership positions different security levels in DACdb. Level 4 is Club
officer.

Acthye  Sinrt Date End Dwte Club Posithon Mame

O oafE
iV -

201 Secretary, Secretary-Eec

. Hirmhar

When finished, click “Update”.

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 Vhere CLUBS Meet Member DIRectory ezStory ezBulletin

NewMember FORM  Secretary DOC Poll Gallery Blog
Club Admin

Rotary Club of Hollywood ID=995695889

Cancel Vie Update

[ Information ] Address ] Meeting Info I Links I C 1} I i, I il ] Security ] PData I Notes -
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

Tip: Encourage your members to provide profile photos so everyone can ‘see’ club leaders and
fellow Rotarians.

10
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Add a New Member
1. My Club Tab --> Add New Member

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

r MAPfu ™''Re  _ " *"' flhs  Submit Attendance Where CLUBS Meet Member DIRectory ezStory ezBulletin  NewMember FORM  Secretary DOC  Poll Gallery Blog Verify PText Sponsors Ignite
rds Rotary Club of Hollywood Club MemBere emsssnggsos Searct W2 o o B
B ry Ciub of Hollywoo u emp & 69889 =26aIC 7Y 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 Office & .
e Bulk Email | Submit Attendance  Edit PHF/S| Add New Member

iation

Fill in the member’s information. Note: * is required
3. If you do not already have an Rl member ID, leave this blank (0) for now.
When finished, click the yellow “Add” button.

Member Admin

Add N;\r Member ID={new} Cance o

[ Member l Photo l Contact ] Spouse ] Business ] Club l Login I Bio/Notes

Member Information
Member Information:
Member ID: |0 If former Rotarian, get RI ID# before continuing

Member Type:*  Active <

Prefix:

<

First Name:*

Middle Name:

Last Name:*

Suffix:

Previous Name: Former Name or Maiden Name

Gender:* | {Select} &

5. That’s it! Rotary International receives an automatic message to add the new member,
eliminating the need for you to enter the data twice! The new member’s RI member ID
should be issued 3-5 days in Member Compare.

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

11
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Retrieve Member ID

A few days after you’ve added a new member, check Member Compare to see if the Rl Member

ID has been issued.

My Club Tab--> Member Compare
Located in the side menu under Rl Integration

Desirict and Deb Gatabass

Home @ Find | CLUBS {(RIVESNYE
FIND a Member MAP to Cl UBs

Club Member Cards

Club Officers

‘---H-..-l‘"-“

~ Llub Letail

¥ RI Integratio

Member Compare

RI Transaction Log
RI Help

P Admin Functions

i
Li

3. Alist of your members will appear. Next to the new member’s name, click “Get Member
ID” and the RI Member ID will be added to the member record. Don’t see “Get Member
ID” yet? Keep checking back.

Tip: After your new member has an Rl ID, send a “Welcome” PMail with login credentials and

a copy of the Quick Start Guide for Members. Encourage your members to login and explore

DACdb!

12
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Edit, delete, or download a Member record

1. My Club Tab --> Member List

‘MyCLUB' y DATA Committees PMail ALL | PMail Calendar DUES Reports Grants
e LstALL Clubs  Submit Attendance  Where CLUBS Meet  Member DIRectory  ezStory

Rotary Club of Hollywood Club Members (Club# 999

| Club members are listed under one of the three tabs below based on their Membd

b Leaders can be added (or removed) to this display, by turning them on using th
ption

015-16 Club Officers

_ B

Jolie Pierce Brosnan  Tom Cruise Tom Hanks
President-Elect President-Nominee President-Nominee
Secretary Club Director

tory

onorary Members l Other Members ] Terminated Member

« |Member _ |Club -

1 & S e Anderson, Richard Dean B3 Active
2 & o ag Aniston, Jennifer &3 Active

2. In the Action column of your current member list, you will see the pencil ‘edit’ button, a
red “X” for terminate, and a shortcut to download the member into your Outlook
address book.

Edit:

1. Click the pencil in the Action column to open the Member Admin screen and edit a
member’s record.

13
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Member Admin

Anderson, Richard Dean 1D=800218027 Cancel Terminate Update

[ Member l Photo ] Contact ] Spouse l Business l PData ] Club ] Login l Alumni I UDF I Bio/Notes ] CLI ] Log

Member Information

Member Information:
Member ID: 0
Member Type:*= | Active B
Prefix: Mr. a
First Name:* Richard

Middle Name:  Dean —
Member Data Correct?
Last Name:*  Anderson What is this?

Suffix:

2. Click through the tabs and correct the member’s information.
3. When finished, click the yellow “Update” button.

Terminate

1. Click the red “X” in the Action column to open the Termination Screen.

Enter Termination Reason

Delete Member Record I0=800218027 Cancel Terminate

Is this delete only for the local district database? > () Yes @ No

Member Delete Verification:
Member ID: 0O Gender: Male

Name: Anderson, Richard Dean (MacGyver) Admission Date: 01/03/1980
Business Name: AMC Movies

Club Name: Rotary Club of Hollywood

Angeles10250 Constellation Boulevard , Los Angeles, CA 90067
ermination Data:

*Date of Termination:
mm/dd/yyyy - required field) - please make sure this is correct

this club for: 36

years; - and -
other clubs{s) for: 0 years.
Please Indicate if: || Current Club President | Past Director, RI
| Current Club Secretary | Past District Governor
Reason for Termination: " Relocation {Term Letter Sent) "1 Joining New Club (Term Letter Sent)
| Family Obligations {Term Letter Sent) 1 Attendance
" Business Obligations (Term Letter Sent} | Deceased

7| Health/Personal

Other, please indicate:

If Relocation or Joining another club, have you notified clubs in the member's new area of a former Rotarian moving to their locality?

14
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2. Enter the termination date and reason- these are required by RI.
3. Click the yellow “Terminate” button.

Download member contact information to your address book:

1. Click the contact card in the Action column, and follow the prompts on your computer.

I Action

Tip: For a quick look at member contact data and photo, hover your mouse over the member
name. Click the name to view the member’s details.

15



mm District And Club Database

Distict and Club database Compose, Save and Send PMail

Compose, Save, and Send a PMail

The quickest and easiest way to communicate with your club is through our internal email
system, called Personal Mail, or PMail. Look for the PMail icon in member records and
throughout DACdb for access. Check out the complete guide to PMail in the
Help/Documentation section of the PMail window.

1. My Club Tab --> PMail

"MyCLUE' ly DATA Committees PMail ALL PMail Calendar DUES Reporls Grants Club PAGES Files ATTND Region Help

r MAPio ™ V1Rs st ALL GIUDS  Suiime s ..o - 7T oo otvRe Maat Member DIRectory  ezStory ezBulletn  NewMember FORM  Secretary DOC  Poll Gallery Blog Verify PText Sponsors Ignite

[cards Rotary Club of Hollywood Club Members (cClub# 99969889) Search e 3K

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}.

Bulk Email Submit Attendance Edit PHF/SM Add New Member

Edit Club
- Information

fmation

2. Select the type of member to email, and click the “PMail” button.

Select PMail x

Select the Member types that you looking to PMail.

Member Type: @ Active @ Active-LOA @ Active-Associate @ Active-Corporate
(Al ON | OFF) @ Active-RES “|Honorary ~JAlumini “JAlumni-Verified

" |Alumni-INTERACT I Alumni-ROTARACT —|Alumni-RYE " |Alumni-RYLA
/ ~|Friends of Rotary —|Guest —|Guest-Rotarian ~|Proposed

| Staff Position

3. Type your message in the box. The default email inserts the first name of the recipient.
4. Format the colors, fonts, paragraph styles, etc. using the Editor toolbar.

16
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Add CC Add BCC Show/Change Reply To Attach File

Dear {%FName%},

Start YOUR Message Here...

5. To save your message, click the “disk” button in the upper right of the Editor. It is
recommended to save your progress every few minutes as you compose the message.

VR 1y OATA | Commitiees | FMal ALL | PMail | Calendar  DUES | Reports | Granis | Club PAGES | Files | ATTND | Region | Help

5 CLUBS ListALL Clubs  Submit Atlendance Where CLUBS Meal Member DiRectory  ezStory  ezBulletin _ NewhMembor FORM  Secratary DOC  Poll  Galleny  Blog  Verly FText  Sponsors  lgnite
Personalized Mail =3
P e yons e o - : L ==y gy,
Change delivery time and date: Click the Schedule Dalivery button (upper right)
Sei

roup of recipients: Click the Select Group button (upper right)
Change the templata: Click the SeIect TEMPIATE bulton (UPPer HGHT)

it T mave your temeplate: click the Save button i in the upper left of the Editor

If you click & navigation link on the Iaft you are /esving the COMPosa area - you may 1056 your work on your current PrMain

.| Sand options Type=ciubio
Laupar, Cyntnia 1 ek, tnis e assaga il e semt From your nem
Angerson. michard Dean: Aniston, Jennifers Cegs, Nicolas: Crela. Deniel; Cruise, Tom; Damon, Mat: Diez Camsron: Henks: Tom: Jonnson. Gwayne: Joiie,
Samding to: 18 | Anoeimal Ustnan Cyninia: Losel, Jenmier: Moy, Loonards Pt Brat: Sk wit Sooars. ovi Biewart, Patrick: Wiharepaon, Resses
€.cc__AdaBcc  showschanas Reply To___Astach File
EREE J L= ol i
s s % x W= = = >
ree— T T
Dear {FFNames} .

Start Y OUR Message Here...

6. The Save Template screen will appear. Choose to save your message in a Personal or
Club folder (other officers may access). Give the message a name, and decide if this
replaces a previous version. Click “Save” when finished.

Save Template 4

This function saves a custom or modified PMAIL message for re-use at a later time. Depending on
your security lewvel, the PMAIL message may be sawved into folder areas that are shared by users on
this system.

:, Template Type: Personal =
| Template Mame:
k [(Sawe default startup template using the mame: defawlt. )
Sawve Metadata: Mo 2| IF 'wes', the termplate will be sawed with the From Mame, ReplyTo and Swbject.
Replace Existing: Mo = If "yes', the template will replace an existing template with the same name.
[

b
Cancel e
=

17




mm District And Club Database

Distict and Club database Compose, Save and Send PMail

7. After your message is composed and ready for delivery, click “Send”.

- -

Personalized Mail 3
PMail lets you send personalized messages to members. Schedule Dellvery Sotoct Group Seloct Templane e
Change delivery time and date: Click the Delivery button (upper right)

Select a group of recipients: Click the Select Group button (Upper right)
Change the template: Click the Select Template button (upper right)

To sawe your template: dlick the Save button 5 in the upper left of the Editor.
If you click a navigation link on the left you are /eaving the Compose area - you may lose your work on your current PMail!

. ‘Send Options Type=ClubID

* FROM Lauper, Cynthia If blank, this message will be sent from your name

Anderson, Richard Dean; Aniston, Jennifer; Cage, Nicolas; Craig, Daniel; Cruise, Tom; Damon, Matt; Diaz, Cameron; Hanks, Tom; Johnson, Dwayne; Jolie,

| TO
Angelina; Lauper, Cynthia; Lopez, Jennifer; Nimoy, Leonard; Pitt, Brad; Smith, Will; Spears, Britney; Stewart, Patrick; Witherspoon, Reese;

Sending to: 18
View Member Types

= Subject: Rotary Club of Hollywood

Add CC Add BCC Show/Change Reply To Attach File

Tip: To PMail an individual, click the member’s name to open the member record and find the
PMail button in the top right corner.

Did you know... Tags are fields that auto-
populate with information. To add ‘tags’ to
your message, click the ‘insert tag’ button in
the message editor. Even though your
template looks funny at first, the final product
will be a personalized email to each recipient. Type your message here...

Yours in Rotary Service,

Dear Rotarian {Y%oFMName%:}.

{Y%SenderName%:}

Email: {%SenderEmail%a}
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Create, Edit, and PMail a Committee
Create a committee to communicate and share information with a select group of members.

1. My Club Tab --> Club Committees (side menu)

== RSaTC
DAC|db VY G o

Destrict and Oeb catabase

Home Find CLUB y DATA Committees PMail ALL PMail Calendar DUES Reports Grant|

FIND a Member MAP . "1UBs ' stALLCiubs Submit Attendance Where CLUBS Meet Member DIRectory
Trial Setup

ezSto

Club Member Cards

Rotary Club of Hollywood Club Members (Club# 9

e All Club members are listed under one of the three tabs below based on their Mer|

Club Leaders can be added (or removed) to this display, by turning them on using

< 2015-16 Club Officers
Club Committees

Club Dashboard ! L o

Angelina Jolie  Pierce Brosnan Tom Cruise Tom Hanks
7 Club Detail President President-Elect President-Nominee President-Nominee
Secretary Club Director

Club Leadership History

2. The Committee page will open, and display current committees. Click the yellow “Add
Committee” button.

= Display Options

Rotary Club of Hollywood Committees

(07 ron mmterame o ommmese oy

0 2 ¥ @fgwgﬁﬂ Hollywood A-Team CLUB Committee 2015-16

Rotary Club of Hollywood Club Committees 2015-16 Sesrch... W e o B

A list of committees belonging to this Club is shown below. Change OrgYear Sequence Clon Add Commit

«

Mo Committees: 1

3. Add committee name and details, then click “Save”.
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Club Committee Admin

Add new Committee ID={new} Canc

[ Information Options ] Security

Committee Information
This Committee is Viewable on a Public Website
Committee Info:

*Committee Name: 2015-16 (Custom Year)

v B

Org Year:

Committee Type: CLUB Committee Group-de-Groups:

Committee Affiliation: = Rotary Club of Hellywood RoleKey:

<
Parent Committee: {Remove this Committee from the Parent structure}

Sequence No: 0

Committee sequence number in listing (Note: leave 0 to sort by Committee name)

Committee Description:

EEEEAE

L | l l <> Sourcel

x? pu— a—

4d | = = ._']

-1 B

After saving the committee, the “Members & Positions” tab will appear.
Members and Positions tab --> “Add/Delete Committee Members”.

Club Committee Admin
Pretend Club

ID=800102614 Cancel Clone View Update

[ Information ] Options ] Security I Members and Positions

Committee Memioazs Positions

This is a list of Committee members and their Committee Position on this Committee.
Click ¥ to ADD or DELETE members to this committee.
Click ¢ to change the position of a member on the committee.

0 Committee Member found. + Add/Delete Committee Members

(] rcion embertams cudame | comiespuion [ remind |

Select members from the left column and use the right arrow button to add them to the
committee. To remove members, select the name on the right, and use the left arrow.
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Select Members on Committee

Hollywood A-Team - 2015-16

Find: | Enter partial last name, club number or MemberID
Order By: @ Member (Club) ) District (Member) ~) Member (Business)
) Club (Member) ) Club (Member) MemberType " Business (Member)

Member Types: | Include All Member Types in Search (default Active only)

Position: | Member *New* Members added below will be assigned this committee position

S o et Sow o b o

Anderson, Richard Dean (Rotary Club of Hollywood) Aniston, Jennifer (Rotary Club of Hollywood)
Cruise, Tom (Rotary Club of Hollywood) Brosnan, Pierce (Rotary Club of Hollywood)
Damon, Matt (Rotary Club of Hollywood) Cage, Nicolas (Rotary Club of Hollywood)
Diaz, Cameron (Rotary Club of Hollywood) Craig, Daniel (Rotary Club of Hollywood)
Hanks, Tom {Rotary Club of Hollywood) >>

Johnson, Dwayne (Rotary Club of Hollywood)

Jolie, Angelina (Rotary Club of Hollywood) <<<

Lauper, Cynthia (Rotary Club of Hollywood)

Lopez, Jennifer (Rotary Club of Hollywood) <<<All

Nimoy, Leonard (Rotary Club of Hollywood)
Pitt, Brad (Rotary Club of Hollywood)
Shatner, William (Rotary Club of Hollywood)
Smith, Will (Rotary Club of Hollywood)
Spears, Britney (Rotary Club of Hollywood)
Stewart, Patrick (Rotary Club of Hollywood)

committee for reference. Otherwise, you might consider remaving them.

Cancel

7. When finished, click “Save”.
8. To assign committee chair or other leadership roles, click the pencil edit button next to
the member name, and and enter the member’s position in the popup window.

Mote: Deleted/Terminated members are highlighted in Yellow. If this is a historical committee (e.g., Past Presidents), it may be acceptable to leave terminated members on the

Member Name: Cage, Nicolas

Last Updated on: Newer By: Created: . *Committee Position: Member

(¢ | hctn Membertlame _cubName  Commitie Postion
& Cage, Nicolas Enter Membet's Position on Committee »

9. Using the icons in the Action column, easily delete, view reports, PMail or text the
committee.
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Rotary Club of Hollywood Club Committees 2015-16 Search W | B

A list of committees belonging to this Club is shown below.

= Display Options

Rotary Club of Hollywood Committees

Cammice tame Commsepe o

U 4 Holtywaod A-Team CLUB Committee 2015-16

Change OrgYear Sequence Clone Add Committee

Tip: Think outside the committee box- create a committee to reach out to specific groups,
such as young leaders, the current Board of Directors, Past Presidents, or club members who
share a common interest. You can have as many committees as you like!
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Submit Monthly Attendance

The upgraded Attendance module allows you to track weekly and individual member
attendance. Without the subscription, you can still submit monthly attendance reports to your
district through DACdb. Let’s take a closer look.

1. My Club tab --> Submit Attendance

[Y'ReMU=WY Iy DATA  Commitiees | PMail ALL %

to CLUBs List ALL Clubs Z.-7# Attendance Gallery Blog Verify PText Sponsors

Rotary Club of Hollyw

Ignite  Website Tral Setup
W o = X

New Member Edit Club
ail C Submit Attendance

-

All Club members are listed under ongt®
Club Leaders can be added {or remo? 7 Officers™ to Yes (or No).

ation

2. Click “Submit Monthly Attendance”.

" "AeNV-N My DATA Committees PMail ALL PMail Calendar DUES Reports Grants Club PAGES
o CLUBs ListALL Clubs Submit Attendance Where CLUBS Meet Member DIRectory ezStory ezBulletin N

\/ Monthly Attendance|

gtlendance now

« Submit MONTHLY Attendance
« Edit Monthly Attendance

*** Banked make-ups are now available to all subscriber:

3. Choose the report month, then edit the form with your club’s information.
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Attendance Reporting

Just complete this "attendance form”, and then press Submit ATTENDANCE below.

Select Club:

Reporting Month: MONTH ENDING:  Select Month Ending < Correcting DATA for this Month [ 7?

End of the Reporting Month (excluding Guest=1 ) members
Average o |%
Attendance: specify percentage as xx.xx (le. 87.12% = §7.12 or 100% = 100.0)
In other words, DO Include the DECIMAL Point.
MNo. of Meeting

Held:

0-None -

Meeting Cancelled Please Give DATE and REASON meeting cancelled, otherwise LEAVE BLANK
/ Reason:

Submitted By: Submitted by: Lauper, Cynthia

"Thank You"

for using the electronic ATTENDANCE module

You must press the SUBMIT ATTENDANCE REPORT button to send your club's attendance data.

(- Submit ATTENDANCE Report ! '
Rotary Club of Hollywood i

Membership: Total MEMBERSHIP: ] (hint: 21 ACTIVE members ( Active=19 Active-RE5=2 ) currently In database as of the

4. When finished, click the yellow “Submit Attendance Report”.

Tip: Learn more about monthly attendance reporting, and our upgraded weekly attendance

module from the Monthly Attendance home screen.

Did you know... DACdb also offers a Weekly Attendance module that allows clubs to track

meetings, makeups, excused absences, check-in users with barcode scanners and RFID tags and

more! Click on the “ATTND” tab for more information.
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Add a Meeting to the Calendar

The DACdb calendar tool offers many options, ranging from recurring meetings to events that
require registration. Start by simply adding weekly meeting information, then, as you become
more comfortable, explore additional features.

1. My Club tab --> Club Calendar (side menu)

Home | Find | CLUB ‘MyGLUE' y DATA
FIND a Member MAPto . """ .stALL Cluk

= &

Club Member Cards Rotar
Club Officers All Club
Club Lead
¥ Club News - Infog
Club Informatig
+ 20151

Club Calendar E

2. Look for the red “Add to Club Calendar” and select the event type. (meeting, event,
fundraiser)

Calendar of Events
Rotary Test District 9969 - Calendar for Rotary Club of Hollywood

Event Calendar Param

Calendar: [ @ List 7 Block ] Search Now To Word To Excel Printer Format

Include Events: g Test 3 District Event District Reminder District GOV Official Visit
(Al ON | OFF) E§Club Meeting @ Club Event [ Club FundRaiser —| Multi-District Event
Add to Club Calendar:
Jan 2016 - Jul 2017 <2 DREV | MEXT 3> Go To: | January E 2016 a Go

Select Event Type
ACTION EVENT NAME LOCATION / COMMENTS

3. Name the event and add details.
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Add Club Event

Event Status: _Active E (ID=new) Cancel | Add |

Section 1 - Event Information
Club Meeting

No a {Mote: After Adding this Event, you will have the opportunity to configure Registration Options)

Enable Registrations:

atc)).

Registration: Closed a {Sets an event to be Open for registrations, or Closed so no registrations can be made except by those that may Edit the event {moderators,

4. Scroll down the page and find Section 2. Enter the start date and time.

—Section 2 - Event Schedule (
a - _ TBA End Date: -
*Start Date: | (mm/delyyyy) ] {mmJddiyyyy) - (Not required UNLESS different)
*Start Time: * {hh:mm AM/PM, -or- Use 24-hour Military time, e.g. 1800 is 6:00 PM)
Recurs: One-Time a

EETHE In

'--_'A

5. When finished, click the yellow “Add” button.

Tip: Create a recurring weekly club meeting. It’s simple! Just select ‘weekly’ next to ‘Recurs’ in
Section 2. Remember- this will duplicate your meeting, so title the event something simple,
like “Weekly Club Meeting”.
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Create a Newsletter/Bulletin

If you’re like most Rotary clubs, you write, print, mail, and email a newsletter to your
membership. ezBulletin provides professional designs you can customize and save for future
use. To start creating your new newsletter, check out our complete guide to ezBulletin!

1. My Club --> ezBulletin

B

i1 4 My CLUB 1% ' PMail ALL | PMail =~ Calendar DUES | Reports | Grants | Club PAGES | Fi

Pto CLUBs List ALL Clubs Submit Attendance ‘Where CLUBS eel

Member DIKectiy  w:o 7 eZzBullein  Ne

2. Find “Help” at the bottom of the side menu.

Home Find CLUBS QU'HNV:N MyDATA Committees PMailALL PMail Calendar DUES Reports Grants Club PAGES Files ATTND Region Help

FIN_DeMembgr MAPto CLUBs ListALL Clubs Submit Attendance Where CLUBS Meet Member DIRectory ezStory ezBulletin NewMember FORM  Secretary DOC Poll Gallery Blog Verfy PText Sponsors

¥ ezBulletin Listings Welcome to the new version of ezBulletin. If you are experiencing difficulties using this version of ezbulletin, you may switch back to the previous version by clicking here.
Published ezBulletins All Bulletins Search
Approved ezBulletins

BeviewjezRuleting Choose a bulletin to edit, create a new one or archive an existing Bulletin.
Draft ezBulletins New Bulletin

-+

—

Archived Bulleting

@ Draft
© I T ™ T "

ﬁ 9{ A5 AN OE Holiday Bulletin Club Template 2 Anderson, Richard Dean 2012-03-22 12:00 AM

Tip: If you’re creating a ‘separate’ newsletter for members without email, try this shortcut:
After you complete the ezBulletin, click the “View PDF” button, and you will have a printable
version of your newsletter. Print it, fold it, and mail it-voila!
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Reset a Password

1. Go to the DACdb login screen https://www.directory-online.com
2. Click “Forgot Password?”

DACdb

The District and Club database was developed to assist districts and clubs to meet their administrative reporting requirements to Rotary
International, and to foster easier communications within the district for the district leadership, district committees, club leadership, and of
course the members of Rotary Clubs.

Sign In DACdb Mobile
]

Just got better!

User Name: {Usually your EMail address)
Password: (Usually your RI MemberID or Last Name) Have you tried
Club Number: Mot required unless you are an AG or District Officer hwhb DACdb Mobile
yet?
Remember Me: | DO NOT check this on public systems (e.g., libraries, internet cafes) ‘
Login
) http://m.DACdb.com
Forgot Password?
Login HELP Go To DACdb Mobile
n m Create DACdb Mobile Desktop ICON
Create DaCdb Short Cut  View Mobile Website  Privacy Policy

3. Enter your Username (probably your email address)

Reset My Password

If you forgot your password, you may reset your password using this reguest form.
An email will be sent to you with a link. By clicking on that link you can enter a new password for your account.

Enter your User Mame below and we'll immediately send the password reset email to your preferred email address.
The email should arrive within several minutes.

Enter your User Mame here:
A (Note: This is usu ur email address)

4. Click the green “Submit” and check your email. You will receive an email with reset

instructions.

Tip: Remember, you do not need to enter your club number to log in!
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Edit User/Login Credentials

Assist a member by reviewing and updating their login credentials.

1. Find the member in DACdb, and click to edit the record.

2.

3.

In the Member Admin screen, click the “Login” tab.
Member Admin

Hanks, Tom Cancel Terminate Update

I Member I Photo l Contact l Spouse I Business I PData l Club Login Alumni l UDF l Bio/Notes l CLI I Log _

Member Login Information

Login Credentials:

User Name: ‘Tom@Hanks.com | Email Login to User

Password:

‘oclcoooc |

The Password is no longer displayed, It can be reset by entering a new value,

Security Lvl:  |4-Club Officer N | Note: This Security Lvl setting everrides Club Position setting
Reset Password: Prompt for Password change on next login?

Verify the Username (email address) and edit if necessary. Click the yellow “Update”
button.

Note: changing a contact email address (on the “Contact” tab) does not by default
change a login email address.

Member Admin

Hanks, Tom

Cancel Terminate Update

I Member I Photo I Contact I Spouse I Business I PData I Club I Login I Alumni I UDF I Bio/Notes I CLI I Log

Member Login Information

Login Credentials:

'* User Name: ‘Tom@Hanks.com |(] il ooinitoliser ]
e ———
.""* Password: ‘........ |

The Password is no lenger displayed. It can be reset by entering a new value,

Security Lvl: 4-Club Officer | Note: This Security Lvl setting overrides Club Position setting

Reset Password: Prompt for Password change on next login?

4. Send the member an email with both username and password details by clicking “Email

Login to User”. Verify the member’s email address in the “Contact” tab before sending.

If you make changes to either the User Name or Password, save your changes before

sending the email!
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Edit User/Login Credentials

5. Or, type in a new password for the member, click the yellow “Update” button, and

direct them to the DACdb login screen.

Tip: Until it is replaced, the default password is the member’s Rl Member number. Encourage

members to edit their password details to something more ‘memorable’.
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