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 1 Help? Contact PhilMorris@Rotary7690.org or 336-887-7435 

Karen and I will be happy to arrange 1 on 1 DaCdb instruction at a 

computer near you. 

 

 
Sign In 

 

Credentials 
User Name: usually your email address 
Password: usually your RI Member ID number 
Club Number:  Find your club number at 
http://rotary7690.org/7690-Club-Numbers.shtm 
 
PROBLEM?    
You may request your Sign In credentials.  Send your 
request by email to PhilMorris@Rotary7690.org  
Include your name and your club name in the email. 

 
How to update your own member profile 
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 2 Help? Contact PhilMorris@Rotary7690.org or 336-887-7435 

Karen and I will be happy to arrange 1 on 1 DaCdb instruction at a 

computer near you. 

 

 
How to manage your club’s records (Security Level 4) 
 
The key to managing your club’s records is found in the ‘My CLUB’ tab:  

 
 

Section 1 – Club Information 
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 3 Help? Contact PhilMorris@Rotary7690.org or 336-887-7435 

Karen and I will be happy to arrange 1 on 1 DaCdb instruction at a 

computer near you. 

 

 

 

 

 

 
How to Add a New Member to DaCdb: 
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 4 Help? Contact PhilMorris@Rotary7690.org or 336-887-7435 

Karen and I will be happy to arrange 1 on 1 DaCdb instruction at a 

computer near you. 

 

How to manage Club Positions 
 Section 3: Club Members and Positions: 

 
Edit Club Positions screen: 
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 5 Help? Contact PhilMorris@Rotary7690.org or 336-887-7435 

Karen and I will be happy to arrange 1 on 1 DaCdb instruction at a 

computer near you. 

 

 
 

 
 

 
 

Did I do it right?  

 Visit http://www.rotary7690.org/databasesupdate.shtml 
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 6 Help? Contact PhilMorris@Rotary7690.org or 336-887-7435 

Karen and I will be happy to arrange 1 on 1 DaCdb instruction at a 

computer near you. 

 

Calendar 

 

 
 

Event Type District Calendar Club Calendar  

District Event Yes Yes  

District Reminder Yes Yes  

District GOV Official Visit Yes Yes  

Club Meeting No Yes 
Use ‘Club Meeting’ for those events 

restricted to club members, or of local 
interest only. 

Club Event Yes Yes  

Club Fund Raiser Yes Yes 

PROBABLY a club fund raiser such as 
“Weekly Bingo” at a local recreation center 
should be considered a ‘Club Meeting’ and 

not a ‘Club Event’ or ‘Fund Raiser.’ 

Multi-District Event Yes No  
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 7 Help? Contact PhilMorris@Rotary7690.org or 336-887-7435 

Karen and I will be happy to arrange 1 on 1 DaCdb instruction at a 

computer near you. 

 

A new event registration procedure for DaCdb: 
We will be phasing in a new event registration procedure over the next few months.  Look for it to start with the District 
7690 Installation of District Officers event.   
 

Click on REGISTER 
NOW in the calendar or 
on the REGISTER NOW 
link that is sent with 
the announcement of 
the event.  This screen 
will appear.  Click on 
the REGISTER NOW 
button on the bottom 
right of the screen.  
 

 
 
 

STEP 1 – Your 
Information 
We’re using Walter 
Abele as an illustration.  
If he wanted to add 
another person 
(spouse, guest) he 
would click ADD 
ANOTHER PERSON.   
 
If not, he would click 
CONTINUE.  Our 
example will show 
adding an additional 
person. 
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 8 Help? Contact PhilMorris@Rotary7690.org or 336-887-7435 

Karen and I will be happy to arrange 1 on 1 DaCdb instruction at a 

computer near you. 

 

Register Another 
Person 
This pop-up screen will 
appear.  Walter can 
add another Rotarian, a 
spouse (or partner), or 
a guest.   
 
He would repeat this 
process for each 
person he wants to 
register. 
 

 
  

We have shown the 
screen after he added 
his spouse. 
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 9 Help? Contact PhilMorris@Rotary7690.org or 336-887-7435 

Karen and I will be happy to arrange 1 on 1 DaCdb instruction at a 

computer near you. 

 

STEP 2—Make 
Selections  
In this particular event 
there are no selections 
to be made, but this is 
where he would make 
selections for each 
person (such as food 
choices, outside event 
selections for District 
Conference, etc.) 
 
Proceed to 
Confirmation. 
 

 

Step 3— Verify and 
Confirm 
This screen will appear, 
verifying the 
selection(s) he has 
made.  
 

 

Step 4 – Payment 
This screen will appear 
asking him to choose 
his method of 
payment.  In this case 
the only choice is by 
check, although credit 
cards would appear as 
an option if the District 
were accepting them. 
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Karen and I will be happy to arrange 1 on 1 DaCdb instruction at a 

computer near you. 

 

This pop-up screen will 
appear when PAY BY 
CHECK is selected.  
From the drop down, 
he would select the 
type of check he’ll be 
sending (personal, club 
or company in this 
case) before he can 
proceed to the next 
screen. 

 

This is a confirmation 
of his registration 
which he can print for 
his records or e-mail to 
his club treasurer if 
appropriate. 
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