DISTRICT 9212

How to Manage District Committees

Samuel Mburu

innovation@rotary9212.org



Step 1

To create a new committee, you must go to your club homepage and log in. Then, click on Member
Area on the top right.

&€ > C @ rotary9212.0rg 2 % 0O o 5
Search Q  District Innovation Member Area | Logout
Rotary @ Home  Events Calendar  Timeline  DG's Newsletter ~ Contact us

District 9212

Step 2

Once logged in, click on ‘Organization’ then District Committees.

& > C @ adminclubrunner.ca/60074/Welcome 2 % 0 o ]

¢ District 9212 Welcome, District Innovation [ Logout] Home English +

Admin  ForClubs For Members Membership Contacts Communication ~Website ~New Website (Beta) Documents Reports Attendance Events New Bulletin (Beta)

Donations  Help

District Organization Chart  District Committees  Define Club Position Types  Define Club Executives  District eDirectory Reports 2.0  District eDirectory Builder 2.0 ~ Comments Management

Step 3
Click on ‘Add New Committee’.

Admin  ForClubs Grants ForMembers Membership Contacts e{ELFEIM Communication Website New Website (Beta) Documents Reports Attendance Events

New Bulletin (Beta) Donations (Beta)  Help

District Organization Chart  District Committees  Define Club Position Types  Define Club Executives  District eDirectory Reports 2.0  District eDirectory Builder 2.0 ~ Comments Management

Committees

View Yearly Committees Committees
View Standing Committees

Reports << Current:2022-23 >

Committee Listing Add New Committee

Member Committees
Name Chair Type Actions
Unknown ( Director: Unknown )
District Public Image and Innovation Committee Abenezer Feleke X

District Foundation & Stewardship Committe Protus Lumiti X



Step 4

Provide the relevant information and click on ‘Save’

Add New Committee
Current: 2022 - 23

Name (at most 250 characters)

J Private

Description (at most 1000 characters)

(J Associate to a previous year's committee

District Membership Committee v

Cancel Save

Step 5

Once added, click on the committee created. In this case, we will click on ‘District Public Image and
Innovation Committee’.

Admin ForClubs Grants For Members Membership Contacts [MU{ELFEIUM Communication Website New Website (Beta) Documents Reports Attendance  Events

New Bulletin (Beta)  Donations (Beta) Help

District Organization Chart  District Committees  Define Club Position Types ~ Define Club Executives  District eDirectory Reports 2.0 District eDirectory Builder 2.0 ~ Comments Management

Sommittees

View Yearly Committees Committees

View Standing Committees

<< Current: 2022-23 >

Reports
Committee Listing 'Add New Committee
Member Committees

Name Chair Type Actions
Unknown ( Director: Unknown )

District Public Image and Innovation Committee Abenezer Feleke X
District Foundation & Stewardship Committe Protus Lumiti X

Total: 2 committee(s)



Step 6

Add members to the committee by clicking ‘Add Member’.

Admin  ForClubs  Grants Membership  Contacts Communication Website New Website (Beta) Documents Reports Attendance Events

New Bulletin (Beta) ~ Donations (Beta)  Help

District Organization Chart ~ District Committees  Define Club Position Types  Define Club Executives  District eDirectory Reports 2.0  District eDirectory Builder 2.0 ~ Comments Management

Committees Committee List

View Yearly Committees
y Home > District Public Image and Innovation Committee
View Standing Committees

Reports << Current: 2022 -23 >>

Committee Listing

Member Committees
Carry this committee over to next year
Members  Subcommittees Documents  Email
O Sort using first name Add Member
Name “ Club # Position #  Access Level #  Preferred Phone ¢+  Email ¢ Actions
Feleke, Abenezer Addis Ababa-West Chair abenezer@kodastropi.com X
Image, Public District Office Chair Member publicimage@rotary9212.org X
Innovation, District ~ District Office Member innovation@rotary9212.org X
Timeline, District District Office Member timeline@rotary9212.org X
Step 7

Select member based on club and name. Indicate the position held in the committee, noting that the
Chair and Secretary can edit the committee. Click on ‘Save’.

Add a member to District Public Image and Innovation Committee

1) Please locate the member either by selecting their club and name, or by searching their
name:

Clubs: gy 0kimau v OR | ast Name v

Members:  ombok. Eric v Type at least 3 letters of name

2) What is the position or title of that member in this committee?

3) What is the access level of that member in this committee?
® Member

O Secretary or Administrator (can edit this committee)
O Chair (can edit this committee)

Cancel Save



Step 8
To create a document repository, click on ‘Documents’.

<< Current: 2022 -23 >>

Carry this committee over to next year

Members ~ Subcommittees Documents  Email

Name Owner Uploaded File Last Updated  Authorization
& Main

- Receipts

© Handbook

= Club Runner

5 Newsletter

Step 9

Click to add a folder and provide the folder name & description. Then click ‘Save’.

Please select folder
Main v

Name (at most 250 characters)

Description (at most 1000 characters)

Y

cae [ s

Actions
Bl
BleZzXxan
BhZxan
BLhZXxan
BLZxOn



Step 10

Within the folder, click to add a file. Provide the name and description. Remember to change the
access level if the document is to be shared to other users beyond the committee members. Click on
‘Save’.
Please select folder

----- July 2022 v

Name (at most 250 characters)

Description (at most 1000 characters)

Access Level:
Committee Members v

Select file to upload:
(bmp, doc, docx, eps, gif, html, htm, jpeg, jpg, pdf, png, ppt, pptx, pub, swf tif, txt, vsd, xIs,
xIsx, rtf, zip) Note: File size should not be more than 10M.

Choose File | No file chosen




Step 11

To communicate to committee members, click ‘Email’ then ‘Compose New Message’.

District Public Image and Innovation Committee

Home > District Public Image and Innovation Committee

<< Current: 2022 - 23 >>

Carry this committee over to next year

Members Subcommittees Documents Email

Please note that this screen only displays emails that were created in the past 3 months. Drafts will also remain in the system for 3 months.

Date Last Sent Subject Owner Actions
Jun 28 2022 10:28 AM EST New Logo District Innovation Open | Delete
Step 12

Select the members to receive the email and compose the email.

Email To All Committee Members

Step 1: Step 2:

Select the recipients of this message by clicking on the Enter your email subject and message.
group name to expand, then select from the list of Sibijsak

people.

=~ @ District Public Image and Innovation Committee
Feleke, Abenezer

Image, Public

Innovation, District

Mwangi, Samuel

Message: |f you are copying and pasting from Word, please use the
Paste from Word icon ( ()

Rich Text Editor Plain Text Editor

30mbok, Eric [@ [a [I‘E‘ =i E @@
& @ Timeline, District - @ m

Y EEREIES

| Format - || Font - || size ~

/B I USXx x L[| ==
LA

‘ [ source |



Step 13

Scroll down and click ‘Send’.

Step 4:

Choose your email options and send.

Send a list of recipients as an attachment.
Copy me on this email.

Step 5 (Beta):

Choose the date and time (in Eastern Time) when this email will be
scheduled to be sent. Leave blank to send this email right away.

Note: Works for sending only, will not take effect if you save as draft or
send a test email.

& EST Tip: Type ‘A’ or 'P' to switch AM/PM.

Send Test Email To Myself Only m



