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Installation & Upgrade

This Installation & Getting Started User’s Guide provides basic
information about installing and setting up RI District Administration
Software (RI-DAS).

Knowledge Base

The information that you require for learning and using RI District
Administration Software (RI-DAS) can be found in an extensive
Knowledge Base that is installed at the same time as the program.
The Knowledge Base provides a detailed explanation of the software,
step-by-step instructions and examples. The Knowledge Base can be
used as an online manual or sections can be printed to your computer
printer if you require printed notes.

u:n Digtrict Administration Secretary - Rotary Year 2003 F 2004

File View Preferences Window | Help

t?,l Diztrict Administration Help F1

District

Show System Info...

About...

The Knowledge Base can be opened from the Help menu or from the
Knowledge Base icon found with the other RI District
Administration Software (RI-DAS) icons. The Knowledge Base
requires Adobe® Acrobat Reader to be installed on your computer.

Installation & Upgrade
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Getting Support

Installation & Upgrade

Rotary International provides an on-line technical support forum for
users of RI-DAS. Our preferred method of communication is email
which effectively eliminates the time zone problems associated with
our support consultants and our customers being located all over the
world.

Many of you work with RI District Administration Software (RI-
DAS) at night at home. If a problem arises, the procedure would be to
notify Rotary International of the problem by email (overnight) to
distadmin.support@rotaryintl.org and generally expect a response
by the next business day.

Free support can be obtained from the RI-DAS Online Support Forum
located at the web site www.https:/riweb.rotaryintl.org .
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What Type of Computer to Use

RI District Administration Software (RI-DAS) is a Windows”
program and requires Windows 95/98, Windows 2000 or Windows
NT. The program will not work with Windows 3.11.

RI District Administration Software (RI-DAS) requires a Pentium
level PC (Personal Computer) or higher with a minimum of 32 MB of
memory and 30 MB of disk space. Network installations require each
workstation to meet the minimum PC ratings but the fileserver does
not need any special considerations.

RI District Administration Software (RI-DAS) will only run on an

Apple® computer if that computer is capable of running Windows 32-
bit programs.

Installing on a Single PC
RI District Administration Software (RI-DAS) will install
automatically from the installation CD or file downloaded from the

RI-DAS web site in the same way as other Windows programs.

Detailed step-by-step instructions for a stand-alone PC installation
can be found in the installation section (see page 11).

Installation & Upgrade
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Installing on a Network

Installation & Upgrade

The procedure for installing on a network is different to installing on
a stand-alone PC. The installation will be carried out from each of the
workstations that will use RI District Administration Software (RI-
DAS). No installation will carry out at the fileserver itself.

The primary consideration for network installation is the level of
permissions the user, who is installing RI District Administration
Software (RI-DAS), has to write to the network drives onto which
you will install the shared RI District Administration Software (RI-
DADS) files and programs. You will need to have sufficient
permissions to create directories and write files on the selected
network drive. You will also need to be able to create icons on the
workstation PC.

Once installed each user needs to have sufficient permissions to write
to their local hard drive and registry. RI District Administration
Software (RI-DAS) creates temporary files on the workstation
computer during operation and uses the registry to save user
preferences and settings.

Permission settings can be complex and incorrect setup can provide
unusual error messages such as “Can’t find file” or “A RI District
Administration Software (RI-DAS) installation does not exist”.
Please consult your network administrator to assist with installation.

Detailed step-by-step instructions for network installation can be
found in the installation section later in this chapter (see page 12).
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Installation & Upgrade
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After Installation

Installation & Upgrade

A detailed Checklist can be printed from the first section of the
Knowledge Base. The Checklist provides a list of actions required
for setting up and using RI District Administration Software (RI-
DAS) for the first time.

It is important to complete the Checklist actions before using RI
District Administration Software (RI-DAS). Some setup
requirements will affect the results of reports and club profile
statistics.

A sample district database, Rotary District Demo has been installed
with your RI-District Administration Software (RI-DAS). You may
find it useful to examine how this sample district has been setup as
well as to try out new functions first before attempting these in your
live district data.



Installation & Getting Started User’s Guide 11

Installation

Stand-Alone PC (Not connected to a network)

Insert the RI District Administration Software (RI-DAS) CD into
your CD-ROM drive. The Installation Menu should launch
automatically.

If the Installation Menu does not start, follow the steps below:

1. Click on the Windows Start menu and select Run...

2. In the Run dialog box, type the drive letter for the CD-ROM drive
followed by a colon (for example D:)

3. Click the Browse button. In the Browse dialog box, click on the
file named Setup.exe and click the Open button.

4. In the Run dialog box, click OK. The Installation Menu should
appear.

Click on the Install RI District Administration Software (RI-DAS)
button to start the installation.

Note: that the Knowledge Base User’s Guide will be installed as an
on-line document. You may need to install the Adobe Acrobat
Reader to read this document. Install this after installing RI District
Administration Software (RI-DAS).

Follow the on screen install instructions. Select the New District
Administration Installation option from the screen shown below, if
you have never installed this software before. Otherwise, select the
Upgrade Existing Installation option if you have version 3000 of the
software. Use the New District Administration Installation option
if you have version 98.

Installation & Upgrade
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Network Installation

Installation & Upgrade

4, Choose Installation Location X

Setup will install District Administration for Rotary District in the
following Folder.

Toinstall into a different folder, click Browse, and select
another folder.

‘f'ou can choose nat ta install District Administration for Fatary
Diistrict by clicking Cancel to exit Setup.

& MNew District Administration Installation
™ Upgrade existing Installation
= Add Mew User to existing Ihzstallation

Installation Directony
’7 C:\Program FilesR otary InternationalsRD |

< Back Cancel I

During the installation you may be asked to re-start your computer
before the install is complete. Once Windows has restarted, if the RI
District Administration Software (RI-DAS) installation does not
automatically re-start, you may need to start the installation process
again by re-inserting the RI District Administration Software (RI-
DAS) CD and clicking on the Install RI District Administration
Software (RI-DAS) button.

After installing, start RI District Administration Software (RI-DAS)
from your Start menu. The first time you run RI District
Administration Software (RI-DAS) you will need to setup users,
which is explained later in this chapter.

A network installation of RI District Administration Software (RI-
DAYS) is always completed from the workstation PC. There is no
installation carried out at the fileserver.
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From the first workstation PC start the installation process as
described for the stand-alone PC above. At the Installation Location
screen (pictured above) select “New RI District Administration
Software (RI-DAS) Installation” and use the Installation Directory
button to select a network drive location.

If you want to install RI District Administration Software (RI-DAS)
on additional PC’s connected to the same network run the same
installation process at each PC.

At the Installation Location screen select the Add New User to
Existing RI District Administration Software (RI-DAS)
Installation option. Use the Installation Directory button to point to
the same network drive location that the previous RI District
Administration Software (RI-DAS) PC’s used. Point to the “Rotary
International” directory. The install program will always add the
“\rd” directory after the “Rotary International” directory.

Select Destin ation Directory x|

I'.' \Program Files\RD

=\

= Program Files Cancel |

£ mn
(e L=
Catm

IE ¥ \serverl \appsoft :J

If you have not pointed to the correct directory on the network drive,
or if you have insufficient permissions to read the required directory
an error message will be displayed.

Installation & Upgrade
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Installation & Upgrade

Rotary Districk |

@ Fleaze select the corect locabion,

(] | Cancel |

Use the Installation Directory button to locate the correct directory or
login as a user with administrator permissions.

Note: Unless each network workstation installation points to the same
RI District Administration Software (RI-DAS) file on the same
network directory, the installations will not be sharing the same
district database.
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Uninstalling RI District Administration (RI-DAS)

RI District Administration Software (RI-DAS) can have multiple
districts installed. Districts can be added and deleted using the
District function from the File menu.

To fully uninstall RI District Administration Software (RI-DAS)
together with all installed districts use the Windows Add/Remove
Programs function from the Control Panel.

Add/Remove
Programs

Re-Installing Rl District Administration Software (RI-DAS)

Re-installing RI District Administration Software (RI-DAS) will
refresh the program files (which may have become damaged by a
virus or some other program installation) and replace the Demo club
database.

To re-install and preserve your district registration and database use
the installation instructions above and select the Add New User to
Existing RI District Administration Software (RI-DAS)
Installation option.

Installation & Upgrade
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Adding or Upgrading Districts

Installation & Upgrade

The District function, found in the File menu, allows you to add your
district to the RI District Administration Software (RI-DAS) or select
and upgrade an older version.

strict Administration Secretary - Rotary Year 2003 /

File Wiew Preferences ‘Window Help

» D Mews District....

Setup User » [ DOpen District...

# Delete District
Club Update Impart y
['ata Import... X Cloge District
Data Expart..

Export District Kewwords...

B* Backup...
[ Restore...
%% Repair & Compact D atabase. .

Page targins...

|

5
l_ E it Digtrict Administration r
!

... [

Using the District menu you are able to create and register a new
district database as well as open and close district databases, useful
for looking at the demo database or when restoring a backup.

=
—
!

—

Select the New District sub-menu to add your district or the Open
District sub-menu to select the old database for upgrade.

Open the “Old \ eoe L [ o |
Version” of Dhama Disksick SEAD (Dl Versian) Cancel I
your district to

begin the

upgrade.
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ztrict Administration R egistration

A
b

A 4
FI. j"

Type the name of your district into the District Name field. The
example shown above is Rotary District 121.

Click on the Continue button. You should move to the next screen in
the registration process.

Type in a suitable name for the directory to which RI District
Administration Software (RI-DAS) will install the district files. This
directory will be automatically created under a directory named “RI
District Administration Software (RI-DAS)” which is itself under the
Programs Files directory.

Click on the Continue button to create the district files or start the
upgrade.

Installation & Upgrade
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Starting Rl District Administration Software (RI-DAS) the First
Time
The first time you login RI District Administration Software (RI-

DAS) the login User Name field will be empty. Click on the button at
the end of the field and choose the “Administrator” user name.

p%) District Administration Login - Rotary District Demo

ot [o]

Type the password “rotary” and click OK.

The new or upgraded district is now registered and will open with
your district name displayed in the middle of the screen.

# District Administration S ecretary - Rotary Year 2003 / 2004

DAS Mall

Installation & Upgrade
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Add Users

The “Administrator” login cannot be used to operate RI District
Administration Software (RI-DAS). The menu and button bar buttons
will be inactive. The Administrator is only able to edit users, which
should be your first job.

To add the names of the people who will use RI District
Administration Software (RI-DAS) in your district, open Define
Users from the Setup User menu.

Toolbar —

:5‘_2: District Administration Users

BDeE%|aE

Logged =]

User Mame

The Toolbar contains buttons to add, save and delete users. Click on
the New button to add each user name. Click on Save to add each
name to the list.

Installation & Upgrade
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Administrator Login

Installation & Upgrade

& Add User

User Narne : |.J Browvin

Paszword I
Security Level : IStan\:lard u

Remember Pagsword : [v

oK Lancel |

Type a password and select the security level.

Standard - Normal user

Administrator - Normal plus able to edit and add users.
Database Only - Can use the Secretary module only.

Read Only - Cannot make any changes to the database.

If you do not wish to type your password each time you login to RI
District Administration Software (RI-DAS), click the Remember
Password checkbox.

Close the Define Users screen and Close the district. Then Open the
district again. This time you will be able to login with one of the new
user names you have created and all the RI District Administration
Software (RI-DAS) functions will be active.

Each time you login in to RI District Administration Software (RI-
DAS) you will be presented with a list of User Names which includes
those you have added as well as the Administrator login.

The Administrator login should only be used if for some reason you
have forgotten the password for the other login names or cannot login
because of a problem with your database.
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After Upgrading

The password for Administrator is always “rotary” unless changed
by you.

RI District Administration Software (RI-DAS) has some minor
differences to the earlier versions, for example the member name is
now made up of 5 fields (Title, First Name, Middle Name, Last Name
and Suffix), previously there were 3 fields (Title, First Name and Last
Name). The address fields now include a separate State field and a
separate Gender field has been introduced.

After upgrading you may wish to open the Contact Grid and check
to see if the names and addresses of people need adjustment.

You will need to check that the Gender field is correct for female
members as Gender was set to “male” during upgrade.

The “Married” checkbox has been removed from RI District
Administration Software (RI-DAS). If you still require this
information on members set up a User Defined Field for marriage
status.

Tracked Positions are new to RI District Administration Software (RI-
DAS). Check the Preferences menu and add Tracked positions.

In the Treasurer Module you may need to check the names of your
bank accounts in the Chart of Accounts. Previously bank accounts
could have a separate name to the account name, now there is only
one name for bank accounts.

Check the Chart of Accounts layout is correct. It is now possible to
select between different layout formats from the View menu in the
Treasurer Module.

Generally run reports and review information on contacts and

accounts to ensure the upgrade was accurate before uninstalling your
old database.

Installation & Upgrade
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Installation & Upgrade
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Getting Started Checklist

Use this Checklist as your guide to setting up RI District
Administration Software (RI-DAS). The Checklist steps will point to
the appropriate sections of the Knowledge Base where detailed
instructions can be found.

Knowledge Base

-@E-Disl[i[:l Adminiztration Secretary - Rotary Year 2003 / 2004

File Yiew Preferences Window | Help

District |2} District Administration Help Fi

Show Spstem Info...

About

The Knowledge Base is a complete User’s Guide and was installed
when you installed RI District Administration Software (RI-DAS). It
can be opened from the Help menu or from the Knowledge Base icon
found with the other RI District Administration Software (RI-DAS)
icons. The Knowledge Base requires Adobe® Acrobat Reader to be
installed on your computer.

Be sure to email distadmin.support@rotaryintl.org if you have any
questions. We are here to help you understand this software and get
the full benefits it can bring to your district.

Secretary Module

The Secretary Module is where you keep the people and clubs that
make up your district. Although named "Secretary Module" this
program is not normally run by the district secretary.

Any person who has the time can maintain the district’s computer
records stored in your RI District Administration Software (RI-DAS)

Getting Started Checklist
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Getting Started Checklist

database. The results of keeping these records up-to-date can then be
shared with other district officers.

Copies of your RI District Administration Software (RI-DAS)
database can be regularly sent to other district officers as an email
attachment. In this case you would send a backup file which would
be restored by the receiver.

Reports can be exported from RI District Administration Software
(RI-DAS) in a number of formats and sent as an email attachment or
even published on your district web site.

Internet Option

The best way to share your RI District Administration Software
information is by using the RI District Administration Software ASP
option. This allows the program to be run via the Internet and any
district officer (with the appropriate password) can login to the RI
District Administration Software database from anywhere at any time.

For example, any assistant district governor (ADG) can login to your
district database from any computer with an Internet connection and
complete a club visit memo. At the same time, the district attendance
officer can be entering the club Member & Attendance information
received from clubs and the district treasurer can be entering financial
transactions, each from their own separate locations. Meanwhile the
district governor can access this collaboratively produced district
information at any time and make use of the club profiles or contacts
data to manage the district. Even the incoming district governor can
share these files from any location and start creating the district
structure for the next year taking advantage of the valuable
information that already exists.
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Setup Steps for Rl District Administration Software (RI-DAS)

Step 1 —Setup District

Once you have installed RI District Administration Software (RI-
DAS), completed the registration of your district name and created
users, all explained in the Installation section of the Getting Started
User’s Guide, you should follow the following steps to set your
district up:

Upgrade from version 5.0 or 6.0

If you have a version 5.0 or 6.0 database to upgrade then the upgrade
should be done now as the first step to setting up RI District
Administration Software (RI-DAS). Upgrade instructions are
provided in the Installation section of the Getting Started User’s
Guide. After upgrading complete the Checklist steps which follow:

File | View Preferences Windo

Di:s:tri.: etup...
Other Clubs. .. k‘
Femashrans

In District Setup, found under the View menu, the first tab District
Details enter your district mailing address. Refer Chapter 2 Setup
District & Preferences.

Step 2 — Setup Positions & Committees

In District Setup, found under the View menu, the second tab
Descriptions add district positions, district committees, club
positions, affiliate positions and other positions. Also connect
positions to committees where appropriate. Refer Chapter 2 Setup
District & Preferences.

Getting Started Checklist



26 Installation & Getting

Started User’s Guide

Step 3 — Create Other Club Types

In District Setup, found under the View menu, the second tab
Descriptions add Other Club Types in preparation to adding Other
Clubs. Refer Chapter 2 Setup District & Preferences.

Step 4 — Create Other Clubs

Step 5—Import Data

Getting Started Checklist

File | View Preferences Windov

%4 District Setup...

i Zones/reas... Ig

In Other Clubs found under the View menu create the Other Clubs.

Other Clubs are the Rotaract, Inner Wheel and other similar
organizations that can be connected to people (Contacts). This step
can be skipped as Other Clubs can be added directly and as needed,
while adding a contact. Refer Chapter 2 Setup District &
Preferences.

If you have no data to import go directly to Step 6.

Your district information, people and Rotary clubs, can be imported
into RI District Administration Software (RI-DAS) from other
software (including an extract of your district data available from the
RI database, check with RI).

Your district information can also be created by importing each
database from any Rotary club in your district that uses RI Club
Administration Software (RI-CAS).

It is also possible to firstly import from other software then at a later
time import the same club and member information from the club’s
RI Club Administration Software (RI-CAS) database without creating
duplicate records. RI District Administration Software (RI-DAS) will
attempt to match a member from the two different sources by
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comparing the Last Name, Date of Birth and Date Joined fields for
each person.

Once you have successfully used a club’s RI Club Administration
Software (RI-CAS) database to update or create your district
information a special reference is created which links a member in the
club’s database and the same person in the RI District Administration
Software (RI-DAS) records.

When importing data from a non-RI District Administration Software
(RI-DAS) source the import file should include the Rotary club name
as part of each record. RI District Administration Software (RI-DAS)
will attempt to match the imported Rotary club name to one that
already exists in RI District Administration Software (RI-DAS). If
the import process does not find the Rotary club in RI District
Administration Software (RI-DAS) it will create a new club. This
may be a rapid way to add clubs to your RI District Administration
Software (RI-DAS) records.

Import from a non-RI District Administration Software (RI-DAS)
source is discussed in Chapter 28 Import Export. The Club Update
Import from a club that uses RI Club Administration Software (RI-
CAS) is found in Chapter 27 Club Update Import.

Step 6 — Setup Rotary Clubs

ict Administration Secretary - Rotary Year 2003 / 2004 B 202 E 2| EE 19

File View Preferences Window Help

Rotary Clubs

BOEX ! [ Boseoie. &5 @ @82

Seleot |m| Clubs

Diag a column header here to gioup by that column

Goforth Paul b
[Monday |7-30pm | Dawber Judith Lion [F

Getting Started Checklist
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Click on the Rotary Clubs button on the button bar to open the Club
Grid and add the Rotary clubs for your district. Adding Rotary clubs
is discussed in Chapter 3 Setup Clubs & Contacts.

Step 7 — Setup Zones/Areas

File | Wiew Preferences ‘windo

54 Distict Setup...
Other Clubs...

If your district is split into zones or areas these can be added using the
Zones/Areas function found under the View menu. Refer to Chapter
2 Setup District & Preferences.

Step 8 —Add Contact Records

Seciatary - Rolary Yeas 2000 £ 2004

ADSEx! 38 a0 3
Wiea: [H:mh:l List l
Fuotary Tubes ID'E‘.'I A ciume heade here ko goup by hat, coben,
:_}J" Fepail Hams | Club Meme Patnei's Fisst N Merbe T
. 1% Adame Jim ezt Pernant Hils Susan Active - Ordin

Now that all the clubs and other components have been setup in RI
District Administration Software (RI-DAS) you can finally add the
people.

If you have imported contact records or are adding them manually it
is recommended that you read the section on how RI District
Administration Software (RI-DAS) works using the Member Type
field, connections to clubs and assignments of positions, which found
in Chapter 3 Setup Clubs & Contacts.

Getting Started Checklist
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Step 9 — Edit Name Format Preferences
File View | Preferences Window Help

Address Format... !

Tracked Positions. ..

Options...
EE]

Name Formats are where you establish how RI District
Administration Software (RI-DAS) will display people’s names for
the different situations where names are used. Refer Chapter 2 Setup
District & Preferences.

Step 11 - Edit Contact Records

The Contacts Grid discussed in Chapter 7 Contacts Database
describes how you can create views and edit contact information
directly in the grid. This is more important if you have imported your
contact records.

Step 12— Opening Club Statistics

ub Statistics - 2003 7 2004

Start Jul Aug | Sep Oct
% aaaﬁ{ 81 gﬂ_{ .70, 54.30

etings Held 4 5 4

eetings Required 4] 5 4

stz Report Recelved srafngl /5403 10/6/03 117440

(el Honorary) 36 37 * 35 3

Adtive il 3 El| 23 3
Serior Active 3
Honorary z
New Members
T erminating Merbers
Avverage Age
Paul Harrs Felowship

i3 Cancel

Getting Started Checklist
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Getting Started Checklist

Club statistics found in each club’s Club Profile are compared to the
Start numbers. These are normally transferred from the June close
numbers from the previous year, but if this is the first time you are
using RI District Administration Software (RI-DAS) you may need to
add these opening statistics.

Adding club statistics is discussed in Chapter 8§ Club Profiles.
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Treasurer Module

Step 1 - Starting date

The Treasurer Module is designed to manage the income and
expenses for a district governor or a district committee. This is a full
accounting system that is normally run “stand-alone” on a separate
computer to the Secretary Module. Very little of the information
contained in the Secretary Module is needed in the Treasurer Module.

Install RI District Administration Software (RI-DAS) on the computer
used by the treasurer and follow these setup steps:

RI District Administration Software (RI-DAS) will look at your
computer’s date and set the starting date for your accounts as July 1%
of the current Rotary year (July 1* to June 30™). If you would like to
load balances and transactions into the previous year, you must
change your computer’s date to June 30 or before of the previous
Rotary year before creating your district database.

If you have already created your district database and wish to change
to an earlier start date, you must delete the district and create it again
with the computer date set as outlined above.

Step 3 - Accounting format

Accounting Format, found under the View menu, defines the layout
of your Chart of Accounts. There are two options one with Income
accounts first and one with Asset accounts first. Select the option you
wish to use. This selection can be changed at any time.

Step 4 - Setup Chart of Accounts

Add and change the accounts you wish to use for your district’s
accounting system. New accounts can be added at any time however
it is a good idea to decide on an accounting structure as early as
possible. Refer to Chapter 24 Chart of Accounts.

Getting Started Checklist
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Step 5 - Setup additional Entities

Step 6 - Setup taxes

Step 7 - Setup projects

Step 8 —Setup Clubs &

If your district runs a separate trust or foundation then you can setup a
new entity and Chart of Accounts for this. Refer to Chapter 4 Setup
Accounting.

If your districts needs to account for either sales tax or GST/VAT
style of tax use Tax Code Setup found under the View menu.

Projects is how RI District Administration Software (RI-DAS) takes
care of fundraising activities and charitable donations. Create a
separate project for each activity. Refer to Chapter 20 District
Projects.

Other Clubs

RI District Administration Software (RI-DAS) uses the Rotary clubs
and Other Clubs setup in the Rotary Club Grid and Other Club
Setup for billing and accounts receivable.

If the district treasurer operates from a separate computer, the Rotary
clubs and Other Clubs can be obtained from a separate Secretary
Module database by restoring a backup file, however it is probably
just as quick to re-enter the clubs in the Treasurer Module copy.

Step 8 - Load opening balances

Getting Started Checklist

Opening balances are the closing Balance Sheet balances from your
last set of (non RI District Administration Software (RI-DAS))
accounts. Read the Load Opening Balances chapter in the
Knowledge Base for detailed instructions. Loading opening balances
requires some double-entry accounting skills and we recommend you
obtain assistance to ensure this important setup phase is correct.



Installation & Getting Started User’s Guide 33

Getting Started Checklist
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Overview

Overview

RI District Administration Software (RI-DAS) is a product designed
so that a computer beginner can manage a district with ease and style.
Getting started is uncomplicated and the way it works is easy to
understand.

How does RI District Administration Software (RI-DAS) work?

The information you need is held in three lists — Contacts (people),
Clubs (Rotary Clubs) and Other Clubs (Rotaract, Inner Wheel, etc.).
The lists fit together and form your district. Using the lists you can
establish the jobs people do (positions), such as district chairs and
committees, club presidents or exchange students, and you can collect
information about your clubs — statistics on member numbers and
attendance, projects, events and correspondence.

Above all you can easily communicate with people using email, fax
or letter and coordinate your district activities.
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Connections Between the Lists

Rotary Club List

Contacts List

Blacktown Rotary
Mr. Peter Smith
President

East Brunswick Rotary
Miss. Hillary Jones
Exchange Student

Greenacre Rotary

Mrs. Janice Klinger
President

Kyle Bay Inner Wheel

Mrs. Karen Smith
President

Blacktown

Crystal Springs

Devonport River

East Brunswick

Other Club List

Blacktown Rotaract

Blacktown Inner Wheel

East Brunswick Rotaract

Greenacre Probus

Kyle Bay InnerWheel

The information in the lists can be imported from another program,
typed in manually or gathered electronically from the Rotary clubs in
your district.

Contacts

The Contacts List contains three groups of people:

Rotary club members (listed by Member Type — Active,
Senior Active etc.)
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2. People “Sponsored by” a Rotary club e.g. exchange student,
ambassadorial scholar

3. People who are “Non Members” of a Rotary club e.g. Inner
Wheel president.

People are listed in a “spreadsheet” like grid which is able to be
changed by you to list any group and any information you need to
use.

istrict Administiation Secretary - Rotary Year 2003 / 2004 | Cl =& = | =) A8 = o) @ ===

File View Preferences Window Help

Dristrict o 3 )
=]
Bo=dx"! (3siaoSE 0 |

Yiew  [Dats Change [7] ssket [urReconds -

»

Drag a colurn header here to graup by that coluran

Club Mame Feport Mame City State/Prov. ZIP/Postal Code E-mail Send b
»
' est Pennant Hills | Adams Jim Mr San Antony 58209 Letter
') Johnsontown Adams-5chneider | Wwenton TD GB004 Letter
U windsar Agran lan Mr San Antany TD 58218 Letter
Thiee Jacks AlesiaJim Mew Hartford TD 53413 Letter
— Asealon Allen dirm Awealon tAM 6E308 Letter
= Maunt Druitt [ne. Allizon Sid Mo Oakland TD Letter
San Antong Allizop Bill Mr. SanAntong TD 54032 Letter
Thiee Jacks Allven Bart Mr Hamiltan 7O H334E Letter
Asealon Host Altdoerffer b arty Awealon tAM f3432 Letter
Beaver Hills Intera | Andersan Ben Mr Boeme TD 58006 Letter
Morth Rocks Anderson Dan Mr | SanAntony TD 58230 Letter
Riverstone Anderson Dick kMr | San dntony TD GB217 Letter
Beaver Hills Anderson Thomas. | Beaver Hills [l 52640 Letter
Asvalon Host Anglea Bruce Mr Awvalon MM 58248 Letter
Camberly Annan Lance Mo Letter
Camberly Annat Rick Mr Cambridge TD Letter =
4 |

1196 records selected - sarted by E-rail, Sort Mame

The grid above includes all club presidents and shows their name, the
club they belong to, their partner’s first name and contact phone
numbers. The information shown (name, phone etc.) is called a
“View” and can be changed by you and saved.

The group included here is the club presidents for the current year.
The group is selected by a “Select Filter” and these can also be
changed and saved. For example you could create a Select Filter to
show all exchange students or all committee chairs or everyone on a
particular committee. Each time you the select a new group, you see
the information from the “View”, their names, partner’s names, phone
numbers etc. The number of groups you can create is unlimited.

Overview



Installation & Getting Started User’s Guide 37

Behind each row in the grid are the details stored on each person. To
add a new person or change the details, just pop-up the Contact
Details card.

Contact Details

Information on each person is clearly laid out. The connection
between a Contact and a Rotary Club is noted as well as the positions
they hold. If this person was a “Non Member” then the connection
would be to an Other Club or there may be no connection at all.

EE Contact Details - Mr Anthony Cooney

BAoDE! | y2r(es-e- 2@

LContact ] Personal ] Al Fields ] Motes / History
Mame... | |MrAnth0n_l,l Cooney Contact Details
i+ pale " Female Home Phane I[B‘I 0] 827-3763
Address. | 343 Buffalo Hall Road Business Phone |[B1 018278130
Cambridge, MM, 50535 Wobile I[E1 097z 721
Fax |(510y827-8125
E-rnail Ianthony. coonew@supplynet. com
Send message by IE-maiI |;| WA |
Club Details Positions: Add | Bemove |
This is where a T ftive - Orcirary -]
person iS connected Dl ICamberIy ﬂ Community - Committee bMember 20022003
Date Joined 08701715959 Community - Committee Member 20012002
to a club. sieone ] [F]Club Positior:
D ate Resigned I b [ ] President SO0
—_— PR
Time In Fiotary [14 pears, 0 manths This is where the
Classification |Intemet Services pOSlthIlS held arc
added.

Notice the circled “Send Message By” information. Here you can set
the preference this person has for receiving messages from district.
Later you will see how you can email, fax or mail messages directly
from RI District Administration Software (RI-DAS) using each
person’s preferred method.
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Adding positions to a Contact is a snap. Click on the Add button and
a list of the positions you have created is displayed. Select one and
you are done.

Search:  [Distic Position: ga I
Disterct Treasuier &
e T e

matiorE reitonmert « Committes Mamber
Membesship Development - Chairman Hualiesh

Membesship Development - Commisee Member
Pzt Distoct Gowveiner
Viocation - Chaiman
8 u;mpn .ii « Committes: Member
+ SR
Past Piesident Help
Fresadan] —I Q
Presdent Elect
Secratay
Treasures
| +] Fil Prsitiors
S
1 Y sidek
3] Afflizte Pasifions L b |
Ambassadoisl Scholar

Exchangs Slucknl -« _ Ew |
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Rotary Clubs

The Rotary Clubs are also listed in a “spreadsheet” like grid which
can be changed by you. The clubs listed can be grouped and selected
in the same way as the contacts can and messages sent to the officers
of selected clubs in seconds.

Rotary Clubs

ol 800~ ! Doseen. 2 & B DM DHD |
Selsct  [al Cue |
Ea =
Erotary Chbis Dhay o avenen b ancied bassie 1 Qrows b E1al cobiria
L i FepotPecsived]  CwaMeme. | ChisCalogores MestigDay | MesingTine Frasdert Secrelwy
L =] Byvalon Chib Goowarg Wadrmsday T M1 Calior Broen . | Mortague Holshe,
FEAILERINE |7 =] [ r— | Chab i Diznger Moy 1200 Heaa MrPol Golortn Coithopier Haths
O Eemseer Hilz Chab 5 hanking Moy F g fon T:300m Mz Judih Davber M Jack Hoss
] =] |Bevedy Hi: | Ok Goovirg [Wedresday | E:20pm i Fichard Derd |Mir dobn Jediers
= |kl | ks Goewirg [Tussday | 7 00w e 7306 |y wiliam Jobeeion | Cesig Mo
] Bz kil City Chubr Gscairg Thaasday P00 (Chpde Lacy
] u] | Bkl Sunis | Chas Gacnamrg | Tusmsday ) Wt Hicpacs Havde,
cutmetsral | [ ] [Cambey |k S [Trwasday [7:15m M1 finthong Coceey M Stzphen Govin_|
i) Ciodraze5 ubeana Club i Dlanger wadrngda F Bi Robet Glass 1 Dion Lisdeton
O Coeztwmod Ch Shanking Theasday 12 3lom My Finges Funbess Wiz Josnns Hew
| = | Comstwood Sunise | ke Beovrg | Tuesday [ 700am M1 Fichard Miner  |M1 Ricbert Guindie
0 |Coyed Eat | Ch Shrieing ety I My AndeweDiela, M1 lanBurs
] Esshwood Chubs Shankirg Thaasday B0 Mo Andorg MoOure M1 Palmer Salield
n O |Etwood st | B in Danger | Trwasday 1200 Moon M1 Slaphan Huy M1 Frankin Marsha
] Gragrsone Chub: [scwirg M iy B pe Iy Ml Dembas Jiohn Hilton
B 0O {lchareni | bt in Dianger | Truazday | E0pn i, Jutws Heliesiaend | Mz Arsda Buter o
1 : o

22 ezt selecied - sorted by Chb Harme, |

You can setup checklists which are useful if you need to note when a
club has done something such as send a report or respond to a request.
The checklists can be used to send a message to those clubs who have
not sent the report or responded. It is very quick and efficient.

You can create “Club Categories” which can include any useful club
characteristic you wish to note such as the club status - growing,
shrinking in danger, or a fact like — “has exchange student”. You can
then sort and select clubs using these categories to produce very
useful management information.
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The clubs displayed on the grid can be grouped by the information
displayed so that you can quickly group or sort clubs by the days or
times they meet, zones or areas, number of members or even the
average age of the members.

Behind each row of the club grid is a comprehensive Club Profile
which contains a wealth of information and facts on each club.

Club Profile

The key to effective club management is the ability to collect
information on each club. The Club Profile lists all the relevant
information you will need to know on a club.

b Profile - Avalon

nle-e-3a |

5 ChbEvenis | E-Fundaisng | 7 - Club Visit 1 8- Club Notes
1- Club Details ] 2- Club Officers ] 3- Statistics ] 4~ Associations
Edit Details.. |
Club Name:  Avalon Charter Number: 12345
District Number: EB50 Date Chartered:  9/15/33
Zone/Area:  Areal2 Date of last import:
Mailing Address: The Club Secrelary Billing Address:  The Chi Treasurer
o1 1 PO Box 354

Awalon, WN, 56308 Awvalon, MN, 56304

UsA USA
Meeting Place: 34 Abercrombie Diive Meeting Time:  7.00am

Avalon, Minnesota, 76543 Meoling Day:  Wednesday
Categories:  Clubin Danger

Club Details are the basic details on each club such as the club’s
name, contact address information, meeting place and the particular
club categories you have assigned.
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ub Profile - Avalon

Rle-e-a @ |

5 - Club Events ] E - Fundraising ] 7 - Club Visit ] B-Club Naotes
1 - Club Details ] 2 - Club Officers ] 3 - Statistics ] 4 - Associations
Sheow:  |Current Year EI Edit Detalls...
President Browndale Carl M
2003 / 2004 83 Crozsbridge Lane

Avalon, MM, SE308
Home Phi846-4218Bus Ph: 490-1141
Message By: Letter

Secretary Halshouzer Monty

2003 / 2004 2306 Blanton
Avalon, MM, BE308
Home Ph:828-8468Bus Ph: 6325200
Message By: Letter

Treasurer Pozzanzki &l M

2003 / 2004 1516 Stoneriver Cres
Avalon, MM, 56308
Home Phi434-557 38 us Ph: 685-1031
Message By: Letter

Club Officers lists all the people with relevant club officer positions
for the Rotary year you have selected. RI District Administration
Software (RI-DAS) “knows” who the clubs officers are and these lists
are filed “automatically”.
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; Club Profile - Avalon

Ble-e- 2@ |

5-ClubEvents | 6 - Fundiaising 1 7 - Club Visit 1 8- Club Motes
1 - Club Details ] 2 - Club Officers ] 3 - Statistics ] 4 - Agsociations
A ugus 1] ooz /2004 [[] _Editatisics | Gosk.. | addField |

Month To Date

Attendance % 81.90% 82.65%

Meetings Held I} -

Meetings Required 5

Date Report Received 9/5/03
Start To Date Change Goals

Membership [excl. Honorary] 36 36 1] -

Active 30 30 0

Senior Aclive [ 53 1}

Honorary 2 2 0

New Members 1] 1 1

Terminating Members 1] 1 1

Average Age R9.40 R9.20 020

Paul Harris Fellowship 14 14 1]

I I 1 I I
-I_i Kinme Crnes [ [92474 [ Thireran [1% e [ ames

Statistics lists the attendance and membership information and
displays trends and comparison to the club’s goals. This information
can be gathered electronically each month from your clubs.
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Other Clubs

:éﬁ ub Profile - Avalon

Bs-e- @ |

5 - Club Events b £ - Fundraising 1 7 - Club Visit b - Club Motes
1-CibDetals 2-ChbOffcers ] 3- Statistics 4 - Associations
Show: [Current Year = Cubs.. | Contects..|
Exchange Student Kolb Gerald
2003 / 2004 16 Sherman Lane
Avalon, MN, 53501
Home Ph:7937-4625Bus Ph: 134113
Far:732-0279
France
Exchange Student Kiuger Tony Mr
2003 / 2004 27 Addison Street

Avalon, MN, 5B308

Home Ph:827-3427; Bus Ph: 827-5653
Far:827-3427; E-mail. jihgai@iksokisdf
Gematy

Associations are the people and Other Clubs who have an association
with this club. This group is created “automatically” by RI District
Administration Software (RI-DAS) identifying the connections
between the lists of people and clubs in your district information.

The other sections of RI District Administration Software (RI-DAS)
Profile list Club Events, Fundraising activities, Club Visit memos and
General Notes.

Besides Rotary clubs your district will also need to keep track of other
clubs, often associated to the Rotary clubs themselves.

The Other Club setup creates these clubs and allows a connection to
be made from the Other Club to a particular Rotary club in the same
way as the Contact records are connected to clubs as mentioned
earlier.
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&% Other Club Setup

aAlnEx(sl®

I ame —

Name |ABE Corporation Inc.

ABC Corporation Ine.
Beaver Hills Inmer Wheel Club Club Type IED"ﬁpamJ

Beaver Hills Interact Club
Blacktown Rotaract Club ity i I
Crestwood Inner Wheel Tatal Members I i}

Crestwood Rotaract Club
Greenacre Probus Club -
Zerith Industries Inc. Mailing Addi

PO Box 6445
Chazka, MM, 50236

Notes:

Details of Other Club mailing address and numbers of members can
be used in the communications and Treasurer sections of RI District
Administration Software (RI-DAS).

Other Club “types” can be established by you and can include
organizations such as companies, charities or any group you wish to
track in your district. As the Other Clubs can be billed in the
Treasurer module, this is an excellent place to setup district
conference sponsors or other interested parties.

People in your Contacts lists can be connected to Other Clubs in the
same way as they would be to a Rotary club. You are now able to
extend your district information to include a wide range of
organizations and the people associated with these.
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District Keywords

An exciting concept for your district would be the ability to create a
resource database to allow a more effective coordination of projects
and activities.

District Keywords are created by your district and “published” to
your Rotary clubs via email or via the Internet. The clubs can apply
the key words to their members and the assignments are automatically
included in the monthly club electronic reporting to district.

MIEIE |
District Details ] Deszcriptions h
[ SR ) U Mew.. | Edi.. | Delete |
District Pasitions -
. ) -
District C.o.mrmttes (o Doctor o
Club Positions - E arth Maving E quipment ‘res
LCI Pasitions (“ rI:ia\r\'yher : \I“r:es
Affiliate Positions c | e
Mon-Lionz Positions i Truck - Large res
Other Positions . Truck - Small ; Tes
. “Wwarehouze Space Available T'es
Achievements I
D o
~
Otheer Club Types [
Countriess of Origin {
[~

In the district Contacts list you now have the ability to select and
communicate with people based on their District Keyword
assignments.

Imagine you had a project that called for the use of a small truck for a
weekend. Using the key word assignments you could pull up the list
of people who had offered the use of a small truck and send them all
an email requesting availability.
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Properly coordinated the district keyword functions can create
enormous value for your district.

Communications

Overview

Select a group of Contacts or clubs and send them a message directly
from RI District Administration Software (RI-DAS). For example,
you want to send a reminder to all your clubs who have not sent their
monthly report to district. Most of your club officers prefer email but
some still want a fax and one or two prefer to receive a letter.

From the Club Grid select the clubs without a check mark in Report
Checklist you created. Then click on the Email button. The RI
District Administration Software (RI-DAS) message screen will pop
up and contain the names of all the club officers who have a preferred
“message by” of email. Write your message and click Send. RI
District Administration Software (RI-DAS) works with your

computer’s email profile and sends the message to each person in the
list.

E Message Details - New E-mail !Em
._ | £ Send | = | * B | U] | Frofiles: Microzoft Outiook - @ | EI
Font. il -8 ~|BIU|/=s=|i=

To | President Subject:

z [Mrz. Judith D awber] |S eptember Report Mot Received
Camberly [Mr Anthony Cooney)

Crystal East [Mr. Andrew Delamare] Meszage... I
Riverstone [Mr Clarence B ayem)
‘wiest Pennant Hills (Mr Charles Brown| |Dear President,
windzor [Mr dzhley Boyce)

This email is being sent a5 a reminder to get your manthly reporting
=ert into district a5 soon a5 possible.

The reporting deadline has now passed and according to our records
wee bave not received the monthly report from your club. If you have
=ent your report please respond to this email =0 we can check why LI

Attachments... I
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With the same group still selected from the Club Grid, click on the
Fax button. Only those club officers who want to receive a fax will
be included in the list. You can re-use the text from the message you
just sent by email by clicking the Message button. With the message
already written (using the email text) just click the Send button. RI
District Administration Software (RI-DAS) will use the MAPI
compliant fax software available to your computer to send a fax to
each of the people in the list.

Finally, still with the same group selected, click the Letter button.
Only those people who prefer a letter will be included in this list. Re-
use the text from the email message then click the Print button. Fully
formed letters properly merged with the club officer’s and addresses
will be printed to your printer.

The same method of sending messages can be used to distribute
monthly newsletters, invitations to functions, notifications of
meetings etc. and can include any group, club officers, district
committee chairs, exchange students or anyone you have setup.
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Reporting

Overview

The information contained in your district lists is only as good as your
ability to create useful management reports and rosters.

The reports available in RI District Administration Software (RI-
DAS) are extensive and useful.

B District Administration Reports - 1196 Contacts Selected

a | EN=] | - | Select: Al Records - ‘ (3]
5 - Statistics ) 8- Dishict Lists | 7 - Club Visits 1 8- Club Nates
1 - Labels 2 - Contacts ] 3 - Positions ] 4 - Clubs
rLabel Typpe—————— Orderby—— 5
& Mailing Address & Member Mame (A |
" Mailing Address With Barcods " Post/Zip Code Print |
" Name Tag ! =
" Name Badge Export |

~Label Type

& Laser [fwvery L5160 - Letter)
" Laser [fvery L7160 - 54)
Dot Matrix [Svery 5623)

From mailing labels to roster lists the RI District Administration
Software (RI-DAS) reports cover everything you should need to
manage your district.

For example, the Positions reports allow all your district and club
officer positions, for any Rotary year, to be accumulated and printed,
exported or published on your web site. This is in effect an instant
district roster and is constantly kept up-to-date and can be reprinted
and re-published as often as you need.

The Statistics reports show the trends of attendance, membership and
fundraising efforts for your district and for each club.
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The Contact reports provide useful telephone lists, email lists or
event attendance lists for any group in your district.

The District reports list your district structure broken down into
zones or areas, the zone/area officers and the clubs they are
responsible for. There are also reports to list past district officers,
other clubs, import dates to manage electronic reporting and mailing
labels for your clubs.

All this information can be printed or can be sent directly to a web

site. You will be surprised at the power and simplicity of the RI
District Administration Software (RI-DAS) program.
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Treasurer

In addition to the club and people management, RI District
Administration Software (RI-DAS) has a complete accounting system
for district.

The Treasurer module can be run on a separate computer and is
designed to manage a district governor’s expenses. The module can
also be run independently by any district committee that requires
accounting control at no extra cost.

The Treasurer module includes:

» Invoicing and receivables management based around the
Rotary clubs and Other clubs in the district. District dues
can be calculated on the number of members in a club as
well as incremental dues for new members added during
the year.

» Cashbook for multi bank accounts to manage the cash
received and expenses for the district.

» General Ledger and chart of accounts to create useful
district level financial reports, budgets and complete

control over charitable activities.

RI District Administration Software (RI-DAS) has been created for
you. Please enjoy.
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