
ENTERING MEMBER INFORMATION AND PHOTOS 
 

ONLINE ENTRY 

• Enter Member information through the District Website (www.rotarydistrict5650.org) or your club website if 

you have a ClubRunner Subscription. 
 

• Information entered through ClubRunner (the websites mentioned above) will automatically transfer to 

Rotary International* – you only need to enter it once! In most cases the information is integrated within a 

few hours of entry on ClubRunner. 
 

• Do not enter the information directly on the Rotary International website to avoid issues with  data not 

matching between ClubRunner and Rotary International 
 

• If you need assistance logging in to the District Website, check the “How To Guides” page of the District 

Website (click here). For Login assistance, review the document Using the District Website: Logging in 
 

• Access to add or update Member, Officer or Club information on ClubRunner is limited to Current Club 

Officers (and Administrators for clubs with ClubRunner Subscription). 
 

 
 

 

 

  

After you log on, your name will appear 

and this link changes to Member Area. 

Select the Member Area link to access 

administrative functions. 

This is the Administration Page. If 

another view shows (called Launchpad), 

click the Administration link. 

 

http://www.rotarydistrict5650.org/
http://rotarydistrict5650.org/SitePage/how-to-guides-to-district-ri-websites


NEW MEMBERS 

 

• For this purpose, “New” Members refers to New Active or Honorary Members only; Active-Satellite and 

Active-Corporate are included here 

 

• Transferring Members, reinstating returning members or changing an Active Member to Honoray is discussed 

in a later section 

 

 
 

 

 
 

  

Scroll down. Find the For Club Executives 

Section on the lower right of the screen.  

 

Select Active Member List. 

Club 

Member 

Names 

Hidden 

Select Add New Member 



NEW MEMBERS, Cont. 

 

  
 

 
 

  

Date Joined defaults to today. The date 

can be changed but no more than 30 

days back. 

Default Login Name and Password will be 

set but you can set specific information 

(many choose to use Email as Login Name) 

Select the Add Member Button. 

Do not change or the information will 

not “roll up” to Rotary as intended. 



 

NEW MEMBERS, Cont. 

 

 
 

The Rotary member number will populate to the Rotary tab.  

  

Select update to add photo. 
 

Select Edit to update other data on this 

page. 



TRANSFERING A MEMBER 

 

It is important to process the steps in order for Rotary International (through ClubRunner) to effectively manage 

the transfer of a member. 

 

STEP 1 – the FROM club terminates the member on ClubRunner; the club (or member) should generate the 

printable version of the profile to provide information to the new club; this includes the member number 

 

STEP 2 – the TO club adds the member, on ClubRunner 

 

 
 

 
  

Select Transfer New Member 

Club 

Member 

Names 

Hidden 

If you have the Rotary ID that is 

the fastest, most accurate 

search. 

 

Name and country works 

relatively well, though it may be 

hard to know how the name 

was on the system. 

 

Select Search 



TRANSFERING A MEMBER, cont. 

 

Match the information provided by the member and select that record (sample results created: 

 

Name: John Doe 
Rotary ID: 1234567 
Location: Omaha NE United States 
 

ABC Rotary Club –  

 

Add Member 

Name: John Doe 
Rotary ID: 1235678 
Location: Dallas TX United States 
 

DEF Rotary Club –    
 

Add Member 

Name: John Doe 
Rotary ID: 1236789 
Location: Salt Lake City, UT United States 
 

GHI Rotary Club –    
 

Add Member 

 

The information at Rotary International will download to create the new member record. 

 

You can update information as needed by accessing the member profile. 

  



REINSTATING A  MEMBER 

 

• Once you have selected the Inactive Member List from the Administration Page, select the Inactive Member 

Name from the list. 

 

 
 

• Locate the name and select the Change Status link 

 

 
 

  

Scroll down. Find the For Club Executives 

Section on the lower right of the screen.  

 

Select Inactive Member List. 

Select Activate Membership to change 

the member from Inactive to Active. 

It is best to leave the information on this 

page  as shown and select Activate 

Membership. 



HONORARY  MEMBERS 

 

• You can change a member from Active to Honorary on ClubRunner and this information will integrate with 

Rotary International. 

 

Active Member to Honorary 

 

 
 

 
 

 
 

  

Scroll down. Find the For Club Executives 

Section on the lower right of the screen.  

 

Select Active Member List. 

Locate the 

member name 

and select 

Change Status 



 

Inactive (terminated) Member to Honorary 

 

• You may choose to add a former member back to Rotary – but as an Honorary Member 

 

 
 

• Locate the name and select the Change Status link 

 

 
 

  

Scroll down. Find the For Club Executives 

Section on the lower right of the screen.  

 

Select Inactive Member List. 

After Change Status, select Activate 

Membership. 

 

Select Honorary as the Membership 

Type and process. 



UPDATING MEMBER INFORMATION AND ADDING PHOTOS 

• Once a member is in the system, information can be updated by the member or Current Club Officers (or 

Administrators for clubs with ClubRunner Subscription) 

• The member logs on to ClubRunner (the first time they will need to register) 

• On the Admin page: 

 

 
 

 

 
 

 

 

For assistance (including telephone help and tutoring), with the websites, setting RI Integration, etc., contact 

Exec@rotarydistrict5650.org 

  

Scroll down. Find the For Members 

Section on the right column of the 

screen.  

 

Select Edit My Profile. 

From there select the edit button on the 

page to change the information. Select 

Save. 

 

The various can be selected to view 

and/or change information specific to 

that page. 

mailto:Exec@rotarydistrict5650.org


* ClubRunner (websites mentioned at the top of this document) is fully integrated with the Rotary International 

database. 

 

Information entered through ClubRunner (the websites mentioned above) will automatically transfer to Rotary 

International* – you only need to enter it once!  

• In most cases the information is integrated within a few hours of entry on ClubRunner. 

• It is possible that it may take a little research such as the case of transferring members since that has to be 

coordinated with the former club. 

• This research will be conducted by ClubRunner and Rotary International so need for you to be concerned 

unless you are notified that action is needed by you. 


