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HOW TO ADD AN OFFICER 

Adding a club officer in Rotary’s database gives that officer access to resources needed to 
do Rotary business online. 

Go to rotary.org and sign 
in to MyRotary. Then go 
to Manage, then Club 

Administration. 

1 

2 
Select Add/edit/remove club 

officer. 
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Next, scroll down to the Unassigned 
officer positions and select Assign for 
the current or incoming officer position 
you want to assign.  
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4 
Select from the member list the person you want to 

assign to the officer position by clicking on Add. 
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Confirm by selecting Add Current 
Officer or Add Incoming Officer. Or, 
you can select Edit Contact Info to make 

changes. 

 5 

6 
Select the correct position 
from the drop down menu. 
Confirm all information is 
correct and select Submit. 


