 Identifying Club Officers on your 
Club Roster in the District Database

(instructions written specifically for Foundation Chairs)
It is very easy to identify your club officers and board members within your club’s database.  Log-in to the database and go to your club's listings.  Scroll down to where you see your members listed on the page.
 

If you have multiple members that you need to identify as an officer or board member, it’s easiest to do them all at one time.  Above the roster list, click on the pink button that says “Edit Club Positions.”  You must currently be listed as a club officer in order to edit your club membership.
 

This will bring up your current active club list, nicely organized alphabetically.  To edit a particular member, click on the pencil to the left of their name.  This will bring up their name, and a box called “Club Position.”  On the right of the box is a drop-down arrow.  Click on that arrow to see the many options available to you.
There are more than 60 different club positions currently listed, and you’ll probably find the one you need there.  For example, if you wish to indicate that a person is a member of the Board, you can scroll along the list until you see “Club Director.”  Click on that title, and it will move that position title to the person who are identifying.  BE CAREFUL, as there are MANY options available.  After selecting the proper title for the member, be sure to click the yellow “Save” button.  Now, when you return to the list of members, you’ll see that title beside the member’s name.

The Club Rotary Foundation chair would be identified by the title “Rotary Foundation Chair,” which is found about 2/3 of the way down the list.  But, if your Foundation chair is also the President-Elect, then you’d list them as the “Foundation CH/Pres-Elect.”  Or maybe they are the President-Nominee also, so they’d be the “Foundation CH/Pres-Nominee.”

Please use these instructions to help identify your club’s officers so that the District can communicate directly with them, and so your members will clearly know who the officers are!

Thanks, and have a great Rotary year!

