
ROTARY CLUB OFFICERS AND CLUB INFORMATION 
 

ONLINE ENTRY 

• Enter Officer and Club 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). 

 

OFFICER POSITIONS 

All Clubs should have these Club Officers (Executives and Directors) in place: 

President 

President-elect 

Treasurer 

Secretary 

Membership 

The Rotary Foundation 

Public Image Chair 

Service Projects Chair 

Polio Chair 

Executive Secretary/Director for clubs that 

use that position 

 

Additional officer positions can be defined to fit the needs of your Rotary Club. 

 

DEADLINE 

December 31 – Club Officer Appointments for the next Rotary Year (starting July 1) are due. 
 

It is important to have the officers in place as that information is used by Rotary International to generate the 

Official Directory. Rotarians looking for a club to visit, and potential Rotarians visiting the Rotary.org Website, are 

connected to the clubs through these Officers. 
  

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


 
 

 
 

  

This is the Administration Page. If 

another view shows (called Launchpad), 

click the Administration link. 

 

After you log on, your name will appear 

and this link changes to Member Area. 

Select the Member Area link to access 

administrative functions. 

Scroll down. Find the For Club Executives 

Section on the lower right of the screen. 

Select Define Club Executives. 

 



ONLINE ENTRY – OFFICER POSITIONS, cont. 

 

• The Rotary Year is July 1 through June 30. 
 

• We are entering data for the 2017-18 Rotary Year (starting July 1, 2017) 
 

• The Current Year (2016-17) will display 
 

• Select the Next Year link at the top 
 

 
 

 
 

• Now you will be viewing the 2017-18 Officer List 

• Select Edit for each position to select the member for that position 

• Select each name and view the member profile 

• Be sure there are email addresses for each officer 

 

 

 

  

Club 

Member 

Names 

Hidden 

Club Member 

Names 

Hidden 



 

CLUB INFORMATION 

 

• Information about club meeting time and location, club logo, etc. is updated using the Club Information Page 

then Edit Club Info 

 

 
 

 

 

 

  

Scroll down. Find the For Club Executives 

Section on the lower right of the screen. 

Select Define Club Executives. 

 

The Club Data, like Member and Officer 

Information, will integrate to Rotary 

International. 

 



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

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.  

mailto:Exec@rotarydistrict5650.org

