
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

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! 

w w w . d a c d b . c o m            ( 7 2 0 )  5 0 4 - 7 3 0 0  
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My Club Tab Overview  
 

  

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 

   Export to Excel 

   Export to Word 

   View .pdf 

     Delete 

 

    Edit 

       Save 

    VCard 

    Favorite 

  PMAIL 
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¢ƛǇΥ 5ƻƴΩǘ ōŜ ŀŦǊŀƛŘ ǘƻ ŜȄǇƭƻǊŜΗ ¢Ǌȅ ŎƭƛŎƪƛƴƎ ǘƘŜ {ŜǘǘƛƴƎǎ ǿƘŜŜƭ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ 

ƳŜƳōŜǊ ƛƴŦƻǊƳŀǘƛƻƴ ŦƛŜƭŘǎ ȅƻǳ ǿŀƴǘ ǾƛǎƛōƭŜ ƻƴ ǘƘŜ άaȅ /ƭǳōέ ǇŀƎŜΦ 
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Find a Member  
Browse your membership by viewing the list provided on the My Club page. You can also scan 

άƻǘƘŜǊέ ǘȅǇŜǎ ƻŦ ƳŜƳōŜǊǎ ŀƴŘ ǘŜǊƳƛƴŀǘŜŘ ƳŜƳōŜǊǎΦ 5ƻƴΩǘ ƘŀǾŜ ǘƛƳŜ ǘƻ ōǊƻǿǎŜΚ {ŜŀǊŎƘ ǳǎƛƴƎ 

these two easy methods. 

 

1. My Club tab --> Search box  

 

2. !ǎ ȅƻǳ ǘȅǇŜ ǘƘŜ ƳŜƳōŜǊΩǎ ŦƛǊǎǘ ƻǊ ƭŀǎǘ ƴŀƳŜΣ ǘƘŜ ƳŜƳōŜǊ ƭƛǎǘ ǿƛƭƭ ǎƘǊƛƴƪΣ ƭŜŀǾƛƴƎ ȅƻǳ 

with search results. 

 

To search for members outside your club: 

1. My Club tab --> Find A Member 

 

2. For a general search use the Search tab. For a more granular search, use the Advanced 

Search ǘŀōΦ 9ƴǘŜǊ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ ŀƴ ŎƭƛŎƪ ǘƘŜ ά{ŜŀǊŎƘέ ōǳǘǘƻƴ.  
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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 

 

2. Click through the tabs to edit club information. 

 

3. ²ƘŜƴ ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ ǘƘŜ ȅŜƭƭƻǿ ά¦ǇŘŀǘŜέ ōǳǘǘƻƴΦ 

 

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 ΨemailΩ 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 RI Direct. 

 

Turning this feature on also gives you access to Member Compare.  (Compare data between RI 

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 RI, it can take 24-48 hours for RI to enable the 

system. 

 

Enable at RI 

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

2. Go to: Manage --> Club Administration 

3. ¦ƴŘŜǊ ά/ƭǳō ϧ aŜƳōŜǊ 5ŀǘŀέ ƭƻƻƪ ŦƻǊ ά¦ǇŘŀǘŜ /ƭǳō 5ŀǘŀέ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ōƭǳŜ ά9Řƛǘ 

±ŜƴŘƻǊ tŀǊǘƴŜǊ hǊƎŀƴƛȊŀǘƛƻƴέ 

 

https://www.rotary.org/myrotary
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4. {ŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜΣ ŦƛƴŘ ǘƘŜ άtŀǊǘƴŜǊ hǊƎŀƴƛȊŀǘƛƻƴέ ǎŜŎǘƛƻƴ ŀƴŘ ǎŜƭŜŎǘ 

ά5!/ŘōέΦ 

 

Enable in DACdb 

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

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

3. hƴ ǘƘŜ LƴŦƻǊƳŀǘƛƻƴ ǘŀōΣ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ ά/ƭǳō hǇǘƛƻƴǎέ 

4. ¦ƴŘŜǊ ά/ƭǳō hǇǘƛƻƴǎέ ŦƛƴŘ άwƻǘŀǊȅ LƴǘŜǊŦŀŎŜέ ŀƴŘ ŎƘƻƻǎŜ άwL 5ƛǊŜŎǘ /ƻƴƴŜŎǘέΦ 

 

5. ²ƘŜƴ ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ ǘƘŜ ȅŜƭƭƻǿ ά¦ǇŘŀǘŜέ ōǳǘǘƻƴΦ 

 

Tip: For detailed instructions see My Club tab --Ҕ άwL ƘŜƭǇέ ƛƴ ǘƘŜ ǎƛŘŜ ƳŜƴǳΦ 

  

https://www.directory-online.com/
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Edit Club Officers  
1. My Club Tab--> Edit Club  

 

2. Click the Positions tab. 

 

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

 

4. Club Position Admin screen --> Edit 
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5. Enter start and end dates. 

6. bŜȄǘ ǘƻ tƻǎƛǘƛƻƴ ǘƛǘƭŜΣ ŎƭƛŎƪ ΨŜŘƛǘΩ ŀƴŘ ŀ ƭƛǎǘ ƻŦ Ǉƻǎƛǘƛƻƴǎ ǿƛƭƭ ŀǇǇŜŀǊΦ 

 

7. /ƘŜŎƪ ǘƘŜ ōƻȄόŜǎύ ƴŜȄǘ ǘƻ ǘƘŜ ŘŜǎƛǊŜŘ ǊƻƭŜόǎύ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέΦ 

 

* 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. /ƘŜŎƪ ǘƘŜ ά[ŜŀŘŜǊέ ōƻȄ ǘƻ ŜƴŀōƭŜ Ǉƻǎƛǘƛƻƴ Ǿƛǎƛōƛƭƛǘȅ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ȅƻǳǊ ŎƭǳōΩǎ ǇŀƎŜΦ 
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9. You can assign leadership positions different security levels in DACdb. Level 4 is Club 

officer. 

²ƘŜƴ ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ ά¦ǇŘŀǘŜέΦ   

 

 

¢ƛǇΥ 9ƴŎƻǳǊŀƎŜ ȅƻǳǊ ƳŜƳōŜǊǎ ǘƻ ǇǊƻǾƛŘŜ ǇǊƻŦƛƭŜ ǇƘƻǘƻǎ ǎƻ ŜǾŜǊȅƻƴŜ Ŏŀƴ ΨǎŜŜΩ Ŏƭǳō ƭŜŀŘŜǊǎ and 

fellow Rotarians.  
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Add a New Member 
1. My Club Tab --> Add New Member 

 

2. Cƛƭƭ ƛƴ ǘƘŜ ƳŜƳōŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ bƻǘŜΥ ϝ ƛǎ ǊŜǉǳƛǊŜŘ 

3. If you do not already have an RI member ID, leave this blank (0) for now. 

4. ²ƘŜƴ ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ ǘƘŜ ȅŜƭƭƻǿ ά!ŘŘέ ōǳǘǘƻƴΦ 

 

5. ¢ƘŀǘΩǎ ƛǘΗ wƻǘŀǊȅ LƴǘŜǊƴŀǘƛƻƴŀƭ ǊŜŎŜƛǾŜǎ ŀƴ ŀǳǘƻƳŀǘƛŎ ƳŜǎǎŀƎŜ ǘƻ ŀŘŘ ǘƘŜ ƴŜǿ ƳŜƳōŜǊΣ 

ŜƭƛƳƛƴŀǘƛƴƎ ǘƘŜ ƴŜŜŘ ŦƻǊ ȅƻǳ ǘƻ ŜƴǘŜǊ ǘƘŜ Řŀǘŀ ǘǿƛŎŜΗ ¢ƘŜ ƴŜǿ ƳŜƳōŜǊΩǎ wL ƳŜƳōŜǊ L5 

should be issued 3-5 days in Member Compare. 

 

Tip: A word of caution:  Avoid changing the new member record until the RI ID number is in 

the DACdb system. 






































