
  

          
                

                

 

 

HOW TO ADD A MEMBER 

GO TO YOUR CLUB’S PAGE 

Go to My Rotary and sign in. 

 

Or choose Register to get a 

My Rotary account. 



  

Choose View Club. 

Go to the Members tab. 

GO TO THE CLUB ROSTER 



  

ADD A MEMBER 

Choose Add a member. 

SEARCH MEMBER DATABASE 

Type the member’s 

email address. 

Type the member’s ID. 

Type their first and 

last names. 

Select SEARCH. 

Enter any information you have for 

the member. The more information 

you can provide, the easier it will be 

to see if the prospective member is 

already in the database.  

  



  

If you find no record of the member, 

select ADD NEW MEMBER. 

ENTER MEMBER DETAILS 

Complete the required fields in 

the ENTER MEMBER DETAILS 

section. Then choose CONTINUE 

If you searched for a member and 

found who you were looking for, this 

page will ask you to confirm their 

member details before continuing to 

the final step.  

  



 

ADD MEMBERSHIP INFORMATION 

Choose Active for a full, voting, dues-

paying member, to be counted in 

your RI membership numbers. 

Choose Honorary if membership is 

being used to recognize someone for 

service or embodying Rotary ideals. 

Select the date when the 

member joined your club. 

(It must be within the past 

30 days.) 

 

Add one or two sponsors, 

if the member had any.  

Select CONTINUE. 

Check the 

Procedure 

certification box. 

Congratulations! You have added 

a member to your club. 


