Submitting Rotary Foundation Contributions through the Database
You can submit contributions to the Rotary Foundation from your club members or club by completing an on-line form.  The on-line form is found on the District and club database website.  If you don’t know where to find the database, go to http://www.rotary7570.org/, and click on the button on the right that says “District Database.”  Drop down and click on “DaCdb login.”

For most users, your username is your email address, your password is your Rotary membership number, and you will need your club number.  Your club secretary can help you with your membership number.

Once you log-in, you can click on the “Reports” tab, and on the Report page, drop down to “2.10 - Rotary Foundation Transmittal,” and select your club name on the filter tab.  Click the button, top right, that looks like a computer monitor (and says “view” on it), to view the report on screen.  This will bring up your club listing of all active members.

Note:  you should verify that each of your club members has their Rotary membership number listed to the left of their name – if it is missing, it means that their member number has not been input on your club database yet.  Your secretary can find the number and correct this before you submit the form.
If your roster is correct with all of your current members and their member ID listed, you simply enter the amount of each member’s contribution to the Foundation next to their name.  If you have a contribution from the club, just list that amount beside the club’s name at the bottom of the roster.  
Note:  You can ONLY submit contributions of a similar type on one report.  For example, you can submit sustainer contributions to the annual fund, or contributions to Polio Plus, but the two different types must be submitted on different reports.  Continue until all of the contribution amounts have been entered.

When you have entered all of the member contributions, the on-line form will total the amounts you have entered.  Verify that this matches your contributions before continuing.

Be sure to check the box for the contribution designation:  Annual Fund, World Fund, Polio Plus, or a matching grant designation (must have the grant number).
Once everything is verified, click on the yellow button that says “Process page and Submit.”

A report will appear that lists all of the names, contributions, contribution type, etc.  You should print 2 copies of this report:  one for your records, and one to send with the contribution check to the Foundation.

A copy of this report will be emailed to the club president, the club Foundation chair, the person who completed the report, and the District Foundation chair.

Now, simply mail the check and a copy of the transmittal report to the address listed!  Thanks!
