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 HOW TO MANAGE CLUB  
OFFICERS IN MY ROTARY 

GO TO YOUR CLUB’S PAGE 

Go to My Rotary and sign in. 

Or select Register to get  

a My Rotary account. 
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Select View Club. 



 

How to Manage Club Officers in My Rotary | page 3 | 2023 
 

 

  

GO TO THE MANAGE CLUB OFFICERS PAGE 

Go to the 

Members tab. 

Select Manage  

club officers. 
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VIEW CLUB OFFICERS  

Use the drop-down list 

to select the year. 

 

 

This page lists club roles and shows those 

that aren’t filled as “unassigned.” Only 

current officers can add, edit, or remove 

club officers. 
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ADD A CLUB OFFICER 

Select the + next to a role 

to assign a member to it. 

Or scroll through the list and 

use the SELECT button next 

to the member’s name. 

Search for a member by 

name or by email address 
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Verify the new officer’s 

start date, end date, and 

email address and select 

CONFIRM. 

Adding a Club Executive Secretary/ 

Director will be a three step process 

instead of two. You will have to confirm 

the member’s details as well. This is 

because nonmembers can be added as 

Club Executive Secretary/Director.  
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REPLACE A CLUB OFFICER 

Select the ... in the 

current officer’s row, 

and then choose 

Replace with 

someone else. 
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Choose SELECT next to the 

member’s name to assign that 

person to the role. You can 

also search for club members. 
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Confirm that the member’s 

information is correct. 

Select the date (today or 

after) when the new 

chair’s term will begin. 

Select CONFIRM. 
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REMOVE A CLUB OFFICER 

Select the ... next to 

the member’s name. 

Select Remove 

from officer role. 

Select REMOVE. 

Set the End Date for 

the officer’s role. 
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If the end date is before the end 

of the Rotary year, you can assign 

a different member to that role 

for the rest of the year.  

On the next page, use the + next to 

Unassigned under that role to 

assign another member to the role. 

 


