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DaCdb New Member FORM (NewMember FORM tab)

One of the DaCdb updates released after July 2016 is the “New Member Form”.  This 

form is used to capture information about a new member that can be entered in the new 

member’s DaCdb record. Previously this form was emailed or printed and handed to a 

new member for completion.  Once completed, the club secretary would enter the 

information into DaCdb. The new version still allows the distribution and manual entry of 

information from the old form. The new version has the added convenience of 

electronically collecting and uploading a new record to the DaCdb database.

There are three ways the electronic record can be generated:

• The club secretary or designee can complete an online PDF document and submit it 

directly to the database

• An email can be generated in DaCdb and sent to a new member with a link to an 

online document for completion and submission.

• An email can be sent from Outlook, Gmail, or other preferred email providers to a 

new member with a weblink to the online document.

In all three submission choices above, a proposed member record will be electronically 

generated in the DaCdb database reducing the chances of mistyped information.  The 

record will be placed under the “Proposed Members” tab and an email will be sent to the 

new member and the designated club officers.  
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The steps in the next four pages need only to be 

completed in the initial setup of the online New 

Member Form:

• Select from the DaCdb provided information what 

the club wants to include in the online New Member 

Form

• Customize the reply email sent to the new member 

after completing and submitting the online New 

Member Form
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The next sections will provide three choices on 

how the club would like to capture the 

information on the online New Member Form

• The club secretary or designee can complete an online 

PDF document and submit it directly to the database.

• An email can be generated in DaCdb and sent to a new 

member with a link to an online document for completing 

and submission.

• An email can be sent from Outlook, Gmail, or other 

preferred email providers to a new member with a weblink 

to the online document.
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member with a link to an online document for completing

and submission.
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An email can be sent from Outlook, Gmail, or other

Preferred email providers to a new member with a

weblink to the online document.

Email a Link to the New Member

Send an email using GMAIL, Outlook, or your preferred email provider. Embed the 

link below into your email.  A personalized email can be sent to the new member by 

the club secretary, membership chair, or the new member’s sponsor.

Example link from the Rotary Club of Clayton – Club #4158:

http://IsMyRotaryClub.org/NewMember/?AccountID=D6910&ClubID=4158

Replace the club number 4158 with your club number

http://ismyrotaryclub.org/NewMember/?AccountID=D6910&ClubID=4158
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In one of the first slides of this presentation, we 

noted “A new tab will be inserted in this 

process”.  After the completion and 

submission of an online New Member Form, 

the “Proposed Members” tab will be inserted 

between the “Other Members” and “Terminated 

Members” tabs and will remain there until all 

New Member Form records are processed.
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Clicking the Proposed Members tab will display records 

received from the submission of the online New Member 

Form. 

Before changing the “Member Type” and entering the 

“Start Date” check each Member tab at the top of the 

record (not the top of the screen) for any mistypes.  The 

more information in the record, the better DaCdb’s

program can determine whether there is or is not a 

matching record in the RI database for this individual.  

Running Member Compare [My Club tab/RI Integration 

tab (on the left side of the screen)/Member Compare tab] 

10 to 15 minutes after submitting the new record will 

complete the add new member process providing a RI 

number for a new Rotarian.
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