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Installation & Upgrade

Getting Support

Installation & Upgrade

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

Knowledge Base

The information that you require for learning and using RI Club
Administration Software (RI-CAS) 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.

.Eﬁv. Club Administration Secretary - Club Year 2006 / 2007

File “iew Preferences Switch Help

Members E,l Club Administration Help F1
Knowledge Base

About...

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

RI Club Administration Software (RI-CAS) provides technical
support for users of its products. Our preferred method of
communication is email which effectively eliminates the time zone
problems associated with our support and our customers being located
all over the world.
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Many of you work with RI Club Administration Software (RI-CAS)
at night at home. If a problem arises, the procedure would be to notify
RI Club Administration Software (RI-CAS) of the problem by email
(overnight) to clubadmin.support@rotaryintl.org and generally expect
a response by the next business day. RI Club Administration
Software (RI-CAS) support will respond quickly by emailing you.

Support is provided free. Continued free support can be obtained from
the RI Club Administration Software (RI-CAS) web site
https://riweb.rotaryintl.org.

Installation & Upgrade
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What Type of Computer to Use

RI Club Administration Software (RI-CAS) is a Windows " program
and requires Windows 95/98, Windows 2000 or XP. The program
will not work with Windows 3.11.

RI Club Administration Software (RI-CAS) requires a Pentium level
PC (Personal Computer) or higher with a minimum of 64 MB of
memory and 50 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 Club Administration Software (RI-CAS) will only run on an

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

Installing on a Single PC

Installation & Upgrade

RI Club Administration Software (RI-CAS) will install automatically
from the installation CD or file downloaded from the RI Club
Administration Software (RI-CAS) 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 10).
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Installing on a Network

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 Club Administration Software (RI-
CAS). No installation will carried out at the fileserver itself.

The primary consideration for network installation is the level of
permissions the user, who is installing RI Club Administration
Software (RI-CAS), has to write to the network drives onto which you
will install the shared RI Club Administration Software (RI-CAS)
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 Club Administration
Software (RI-CAS) 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 Club
Administration Software (RI-CAS) 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 11).

Installation & Upgrade
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Upgrade Preparation

The Version 1.0 version of RI Club Administration Software (RI-
CAS) will automatically replace your Version 4.0, 5.0, and 6.0
version and upgrade your database the first time you use the program
after installation.

Make sure you have made a backup of your database before installing
RI-CAS 1.0

Separate Secretary and Treasurer

Installation & Upgrade

Version 1.0 can only work with Version 1.0 files. If your club runs
separate installations of RI Club Administration Software (RI-CAS)
because of a separate secretary and treasurer then all installations
must be upgraded before they can continue to share files.

The version 1.0 upgrade can take place at any time. There is no need
to wait for a period end in the Treasurer module or for any functions
to be completed in the Secretary module.

Our recommendation is to wait until all installations of RI Club
Administration Software (RI-CAS) can be upgraded before upgrading
any. The primary consideration is that each user has an adequate
computer to run this software (see page 6).

Each RI Club Administration Software (RI-CAS) installation can be
upgraded independently using the same CD.
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After Installation

After Upgrading

A detailed Getting Started Checklist is available in the next section
of this User’s Guide and a copy is included in the Knowledge Base.
The Checklist provides a list of actions required for setting up and
using RI Club Administration Software (RI-CAS) for the first time.

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

A sample club database, The Rotary Club of Anytown has been
installed with your RI Club Administration Software (RI-CAS)
program. You may find it useful to examine how this sample club has
been setup as well as to try out new functions first before attempting
these in your live club data.

See page 20 for what to do after upgrading.

Chapter 1 — Installation & Upgrade
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Installation

Stand-Alone PC (Not connected to a network)

Installation & Upgrade

Insert the RI Club Administration Software (RI-CAS) 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 Club Administration Software (RI-CAS)
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 Club
Administration Software (RI-CAS).

Follow the on screen install instructions. Select the New Club
Administration Installation option from the screen shown below, if
you have never installed this software before. Otherwise, select the
Upgrade Existing Version 5.0\6.0 option if you have version 5.0 or
6.0 of the software. Use the New Club Administration Installation
if you are running version 4.0.
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Network Installation

‘_"3_- Choose Installation Location

Setup will install Club Administration for Rotary Clubs ik the
following Folder.

Ta installinto a different folder, click Browse, and select
anather folder.

*r'ou can chooge not bo ingtall Club Administration For Rotany
Clubsz by clicking Cancel to exit Setup.

t«' Mew Club Administrabion [nstallabiore
" Upgrade Existing Yersion 5.0%.0
" Add New User to existing |nstallation

Installation Directon
C:\Program Files4Rotary IntemationalhBCY

< Back | Mest = | Caticel |

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

A network installation or upgrade of RI Club Administration
Software (RI-CAS) is always completed from the workstation PC.
There is no installation carried out at the fileserver.

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 Club Administration
Software (RI-CAS) Installation” if you have never installed this
software before (or Upgrade if you have versions 5.0 or 6.0) and use
the Installation Directory button to select a network drive location.

Chapter 1 — Installation & Upgrade
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If you want to install RI Club Administration Software (RI-CAS) 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 Club Administration Software (RI-CAS) Installation
option. Use the Installation Directory button to point to the same
network drive location that the previous RI Club Administration
Software (RI-CAS) PC’s used. Point to the Rotary International
directory. The install program will always add the “‘\rc” directory
after the Rotary International directory.

Select Destination Directorp x|
[ \Frogiam Fiies:\RCY ’TI
=¥
(== Program Files Cancel |
3 Demo
3 Reports
IIE v Mhserverl\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.

Rulaiy Cluls [ <]

° Please select the momect Innahnn

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 Club Administration Software (RI-CAS) file on the same network
directory, the installations will not be sharing the same database.

Installation & Upgrade
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Uninstalling Version 1.0

RI Club Administration Software (RI-CAS) Version 1.0 can have
multiple clubs installed. Clubs can be added and deleted using the
Club function from the File menu (you will need the Administrator
login to delete a club).

To fully uninstall RT Club Administration Software (RI-CAS)
together with all installed clubs use the Windows Add/Remove
Programs function from the Control Panel.

Add/Remove
Programs

Re-Installing RI Club Administration Software (RI-CAS)

Re-installing RI Club Administration Software (RI-CAS) 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 club registration and database use the
installation instructions above and select the Add New User to
Existing RI Club Administration Software (RI-CAS) Installation
option.

Installation & Upgrade
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Adding or Upgrading Clubs

Open your
club’s database
to begin the
upgrade.

The Club function, found in the File menu, is where you will register
your club in RI Club Administration Software (RI-CAS) or select and
upgrade a Version 1.0 club.

|
Fig 'Windew Hela
D) HemCs
L |_: —
. Delete Oub

Wit Moo die e

¥

Using the Club menu you are able to open and close clubs as well as
create a new club or delete a club.

Select the New Club sub-menu to add a new club or the Open Club
sub-menu to select a club for upgrade.

& Select Club
Club Mame a Ok
P atary Club of ArTown [Dema)
The Branch Rickey dward
Ratary Club of Larson West [0ld Version) ﬂl
[<]

Chapter 1 — Installation & Upgrade
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Rotary Clubs

PRODUCT USE AND REGISTRATION

Club Hame IFlotar_l,l Club of Larson ‘West

Registration Code

Cancel | | Print FaxBeg Form _ . I Continue I

Type the name of the new club. Do not add any spaces or punctuation
to the name.

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 Club Administration Software (RI-CAS) will install the new
club. This directory will be automatically created under the RI Club
Administration Software (RI-CAS) directory in the location of your
RI Club Administration Software (RI-CAS) programs and files.

Click on the Continue button to create a club or start the upgrade.

Starting Rl Club Administration Software (RI-CAS) the First
Time

The first time you login to RI Club Administration Software (RI-
CAY) after registration, the login User Name field will be set to “User
1” and “rotary” as the password .

Installation & Upgrade
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Add Users

Administrator Login

& Club Administration Login - Hotary Club of AnyTo x|
I User Hame t E
(«z..) |User EI | aK I
- Password ; - ]
&
Dplions - - .

* Open Secretary Module
Open Treazurer Module

Click OK.

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

If you want to record the names of the people who will operate RI
Club Administration Software (RI-CAS) you will need to add Users.
RI Club Administration Software (RI-CAS) logs the changes made to
the database by each User, which may be useful for checking errors.
You can also skip adding Users and continue to use the “User 17 login
each time you use RI Club Administration Software (RI-CAS).

Each time you login in to RI Club Administration Software (RI-CAS)
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.

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

The “Administrator” login can not be used to operate RI Club

Administration Software (RI-CAS). The menu and button bar buttons
will be inactive. The Administrator is only able to edit Users.

Chapter 1 — Installation & Upgrade
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Toolbar

Installation & Upgrade

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

'E}v' Club Administration Secretary - Club Year 2006 7 2007

File Miew Preferences Switch Help

Club 2

Setup User p [®* Change Pazsword..
m Defing Users...

From the list of Users shown, click the buttons on the Toolbar to add,
save and delete users.

IR |

User Mame ‘d
Henry King (u]{
Karen Howard




Installation & Getting Started User’s Guide 19

Click on the New button to add each user name.

Edit Uzer - Heriiy King [ x|

Uzer M ame: :

Paszword : I

xxxxx

Securnty Level : IStandard tl

Remember Password : W

The Return Email
Address is used in
RI-CAS Online. It
is inactive in the
desktop version.

Return Email Address: |

Ok Cancel

Type a password and select the security level.

Standard

Database Only
Administrator
Read Only Both
Read Only

-Normal user — can use both Secretary &
Treasurer modules.

-Can use the Secretary module only.
-“Standard” plus able to edit and add users.
-Can “see” but not change both modules.
-Can “see” Secretary module only.

If you do not wish to type your password each time you login to RI
Club Administration Software (RI-CAS), click the Remember

Password checkbox.

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

Chapter 1 — Installation & Upgrade
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After Upgrading

Installation & Upgrade

RI Club Administration Software (RI-CAS) Version 1.0 has some
new options not available in earlier versions. You may wish to update
your database to be able to use these.

Club Structure

Club Structure saves a layout of the positions and committees for
your club for each Rotary year. The layout makes it easier when
assigning members into positions and for reporting. Setup the Club
Structure for the current year, then as each past or future year is
opened for the first time the structure you have built can be copied.
You will find Club Structure in Club Setup, found under the View
menu or in the Position Assignment function.

Photo Database

Version 1.0 stores member photos inside a separate Archive & Photo
database. Member’s photos are automatically copied to this database
during the upgrade. It is now possible to transfer the Archive &
Photo database to the treasurer and any other copies of RI Club
Administration Software (RI-CAS) run by your club using the
Backup and Restore functions. Due to the size of the photo database
file it may be necessary to use a CD burner to complete the transfer.

Newsletter Preferences

Each member (and non-member) now can have a preference setup for
how they would like to receive the club’s newsletter. The preference
is setup in the Club section of each member’s record. To use the
preference for sending newsletters you will need to create Filters that
select members based on the newsletter preference fields. The filters
will use the new options found within the Club fields of the Filter
setup.
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Partner’s Salutation

A new field for partner’s salutation can be used when sending emails.
This field needs to be completed before it can be used.

RI Languages

The “official” RI Languages codes have been added to Club Setup.
These language codes need to be added to each member in the
Personal section of a member’s record under the Other Details
button.

RI Occupation Codes

The “official” RI Occupation codes have been added to Club Setup.
These occupation codes need to be added to each member in the
Personal section of a member’s record under the Other Details
button.

Auto Makeups Preference

Version 1.0 includes the automatic assignment of makeups to missed
meetings. This works for the makeups you enter (click an Automatic
button) or for the makeups created by the Events function. The way
RI Club Administration Software (RI-CAS) assigns makeups can be
controlled in the Auto Makeup section found under the Preferences
menu.

Attendance Worksheet Preference

There are new options for the printed worksheet used for checking
attendance at the door of your meetings. The options can be changed
using the Attendance Worksheet section found under the
Preferences menu. Note, if the Honorary Members option is
unchecked, Honorary members will not be included in the list of
members included with each meeting.

Chapter 1 — Installation & Upgrade



22 Installation & Getting Started User’s Guide

Filter Folders
New Filter Folders allow filters to be collected into useful groups

rather than in one long list. You may wish to add Filter Folders and
re-organize your filters.

Installation & Upgrade
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Chapter 1 — Installation & Upgrade
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Getting Started Checklist

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

Knowledge Base

é}v Club Administration Secretary - Club Year 2006 / 2007

File View Preferences Switch | Help

Members (2} Club Administration Help F1
Knowledge Base

About...

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

Be sure to contact the RI Club Administration Software (RI-CAS)
support clubadmin.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 club.

Secretary Module

Getting Started Checklist

The Secretary Module is a database of people that includes your
members, past members, potential members and others. Although
named "Secretary Module" the club secretary does not normally run
this program.
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Any person who has the time can maintain the club’s records stored in
RI Club Administration Software (RI-CAS).

The results of keeping your club records up-to-date can then be shared
with other club officers, including the secretary.

Copies of your club database can be regularly sent to other club
officers as an email attachment. In this case you would send a Data
Transfer file which would be “retrieved” by the receiver.

Reports can be exported from RI Club Administration Software (RI-

CAS) in a number of formats and sent as an email attachment or even
published on your club’s web site.

Getting Started Checklist
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Setup Steps for Rl Club Administration Software (RI-CAS) for
Rotary Clubs

Once you have installed RI Club Administration Software (RI-CAS),
completed the registration and created users, all explained in the
previous section of this guide, you should follow the following steps
to set your club up:

Step 1 - Setup Club Meeting Day

é}v Club Administration Secretary - Clu

File | View Preferences Switch Help
Club Setup...
’: Badge Board Mumbers. ..
In Club Setup, found under the View menu, select the meeting day
from the first tab Club Details. All other entries in Club Setup can be
entered later but the meeting day is important for the attendance

functions. Refer Chapter 3 Setup Club & Preferences for more
details.

Step 2 — Setup Positions & Committees
In Club Setup, found under the View menu, the third tab
Descriptions add and change club positions and committees to suit
your club. Refer Chapter 3 Setup Club & Preferences.

Step 3 — Setup Club Structure
In Club Setup, found under the View menu, the third tab
Descriptions click on the Club Structure button to establish how
positions and committees should be structured. Refer Chapter 3 Setup
Club & Preferences.

Step 4 —Import Data

If you have no data to import go directly to Step 5.

Getting Started Checklist
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Your club member information can be imported into RI Club
Administration Software (RI-CAS) from other software (including an
extract of your data available from the RI database, check with RI).

When importing data from a non-RI Club Administration Software

(RI-CAS) source the import file should include the member’s last
name.

Import from a non-RI Club Administration Software (RI-CAS) source
is discussed in Chapter 33 Import Export.

Step 5—Add Member Records

{&) Club Administration Secretary - Club Year 2006 /7 2007

File “iew Preferences Switch Help

tembers
J- | DO = > SR ] == [3)
EJ Vigw... | [P Fietds i ] [see= JF
| Partners Salutation|  Fiepart Name First Mame | Initials
» Allizop Arthur Andre A5,
|| Amberly Jo Joanne J.0.
Anderfield Reggy R.K. R.E.
] % Annat Anne Anne A
Asher George George G
: || Aovis Andrew Andrew AL
rg“ || Buolane Frank Frank F.
Bradlington John John JC
Eradson Daniel D aniel oo

Now that the club has been setup in RI Club Administration Software
(RI-CAS) you can finally add your members.

Two fields are particularly important in every member’s record. the
Member Type and Date Joined fields determine “who” is included
when creating meetings in the Attendance function. Chapter 7
Member Database for more details on adding members to your
database.

Getting Started Checklist
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Step 6 — Edit Name Format Preferences

Getting Started Checklist

.E}v. Club Administration Secretary - Club Year 2006 /

File View | Preferences Switch Help

Meml Mame Format...
F Address Format...
siode Cu

Name Formats are where you establish how RI Club Administration
Software (RI-CAS) will display people’s names for the different

situations where names are used. Refer Chapter 3 Setup Club &
Preferences.
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Treasurer Module

Step 1 - Starting date

The Treasurer Module is designed to manage the income and
expenses for a Rotary club. This is a full accounting system that is
normally run “stand-alone” on a separate computer to the Secretary
Module. A Data Transfer function allows updated member
information to be sent to the treasurer from time to time so that the
treasurer doesn’t need to duplicate work already done.

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

RI Club Administration Software (RI-CAS) 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 club database.

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

Step 2 - Accounting format

Accounting Formats, found under the Club 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.

The “US” format lists Asset & Liability accounts first and the “Other”
format lists Income & Expenditure accounts first.

Getting Started Checklist
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Step 3 - Setup Chart of Accounts

Add and change the accounts you wish to use for your club’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 28 Chart of Accounts.

Step 4 - Setup additional Entities

Step 5 - Setup taxes

Step 6 - Setup projects

If your club runs a separate trust or foundation then you can setup a
new entity and Chart of Accounts for this. Refer to Chapter 5 Setup
Accounting.

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

Projects are how RI Club Administration Software (RI-CAS) takes
care of fundraising activities and charitable donations. Create a
separate project for each activity. Refer to Chapter 24 Club Projects.

Step 7 - Load opening balances

Getting Started Checklist

Opening balances are the closing Balance Sheet balances from your
last set of (non RI Club Administration Software (RI-CAS)) accounts.
Refer to Chapter 6 Setup Opening Balances 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.
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Overview

RI Club Administration Software (RI-CAS) is a great way to get your
Rotary club better organized.

This is a software system that lets you know what’s going on in your
club because it is so easy to collect information and introduce
consistent reporting. RI Club Administration Software (RI-CAS)
reduces the time it takes for administrative chores, it helps your
members to collaborate, share duties and work as a team. RI Club
Administration Software (RI-CAS) can even let your club make better
use of the Internet.

RI Club Administration Software (RI-CAS) can be run as either a
desktop system installed on a PC or as an Internet hosted program
together with special software that allows members to login to your
Rotary club.

What is RI Club Administration Software (RI-CAS)?

RI Club Administration Software (RI-CAS) is software written
specifically for the management of a Rotary club. This overview
describes the major parts of the system.

x|
T Usger Hame ! :
(\-) |User EI : | oK I
- Password d 2 d
=
Uplions - - N

* [Open Secretany Module
Opet Treazurer Module

So let’s login and take a tour of the system known as RI Club
Administration Software (RI-CAS).

It all starts with the people in your club. Their information sits in a
database of members, which can be displayed in many different ways

Overview



32 Installation & Getting Started User’s Guide

using the RI Club Administration Software (RI-CAS) “Member
Grid”.

The Member Grid

Overview

The Member Grid is a very useful tool when dealing with lists of
people such as members of a Rotary club.

lub Administration Secretary - Club Year 2006 / 2007

Eile Miew Preferences Switch Help

ambe
AnSLX! g &8 np 8D |

l\ﬁil IAH Figlds View u lsg\i"ml Current Members u

Partrer's Sahutation -

= Partrer's S alutation Report Mame First Mame |nitials Last Mame Mail Mame
Alisop Arthur Andrew AS Allisop Jr, Md Dr. A5, Alisop Jr, WMd
AmberlyJa Joanne J.0. Ambery Mrz J.D. Ambery
Anderfield Regay  |(RK R.E. Anderfield Mr. B.K. Anderfield
Annat Arne Anne A, Arnat Mrs A. Annat

»
Aoz Andrew Andrew AlL Az Mr AL dwis
Bolane Frank Frank. F Bolane r F. Bolane
BradingtonJahn | John JLC Bradlington Mr. J.C. Bradlington
BEradzon D aniel D ariel D.D Bradson Hr. D.D Bradsan
Bridgwater John “Williarn JLP. Bridgwater Mr. J P. Bridawater
Browney Fred Fred F, Browney Mr F.. Browney
Bursonte Mick Nick M Bursonte br. N. Bursonte
Butler Jermy Jeremy J M Butler MrJ M. Butler
Chandler Bing Bing BHM. Chandler Mr B.N. Chandler
Colemont Michael | Michael . Colemant Hr. M. Colemont
Collier Francis Francis FG Collier Mr. F.G. Collier _'_'l

1 »

77 records selected - sorted by Sort Name |

It allows you to see and edit your member information in a
“spreadsheet like” view, which is fully changeable by you. You can
decide which of your member information is listed in columns, how
the members are sorted, who is included and how they are grouped.
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The Database

Club Administration Secretary - Club Year 2006 / 2007

AU x: 3aanp @

MIAH Fields iew u %IIAH Current Members
]

Report Mame J
E Partrer's 5 alutation Repart Mame Ml M

=] Annat Anne
| &rnat e e |mat [brs & rnat
=| Asher Geoige
|tisher George | Gearge 2 |isher |Dr. G fisher
=] Awis Andrew
| iz Ardrew |erdrew L | ovis [Mr Al L iz
=] Bolane Frank
|Bolane Frank  [Frank G |Baane [Mr. F. Bolane
=1 Bradington John
|Bradington John [John o |Bradington [Mr. J.C. Bradington
| Bradson Dariel
|Eradson Dariiel |Dame\ |D.D |Eradson |Mr. D.D Bradson
| Bridgwater John
|Er|dgwaterJohn |W\II|am |J.F. |Endgwaler |Mr.J P. Bridgwater _'_'l
5

77 recaords selected - sorted by Sort Mame ‘

Behind each “row” in the Member Grid is a member database record
that contains all the information on each member (see next page).

The Member Grid will display just the information you want to see
for whatever purpose you have and you can save the layout in a View,
which can be re-used.

Any group selected from the Member Grid can be instantly sent a
message by email (or print a letter). But more importantly, the
message will be sent using the member’s preferred “message by”
method. The Member Grid toolbar contains buttons that bring up the

communications tools. These are explained later in this overview.

N e OEECEE

A |
e ||MemberList Send E-mail [Chil+F Select: IE"AC'

Members (past, present or potential) are stored in a database that is set
out in a format, which provides for the natural separation of

Overview
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Overview

information into personal, business, family and so on. Each section is
displayed and used by clicking on the appropriate “tab”. A member’s
personal record and photograph area looks like this:

BB Member Details - Allisop Arthur

._D (= | p EI"'*'lMGUTD-‘- | = send changes ko RIL.. @
Member ] FPersonal ] Club ] All Fields ] Notes / History
- aine ] [Alisop Arthur Phane Home ~ |[5714-4465
& Male  Female Eusiness - |7’24 9N27
Address.. 15 Howard 'Way Pager - |9724-91 27
Chaska, 6303 s
Addiess Type LS4,
e N |
usiness
¥ Preferred Fax
Send mail to Business Addiess ~ | E-mnail IBusinass ulal\s:-p md{Ef axgpr.com
Send bill ta Business Addiess = ¥ Prefered E-mail
Send message by [E mail [ RS |
Club Details —
Badge # | 1 Date Jained Im /08/1385 »
Member Type lﬁcti\u’e LOA |; Fesigned I i/ [ ]

Time in:
Club 21 years, 0 months
Fiotary 21 years. 0 monthz

N

RI Club Administration Software (RI-CAS) provides a complete

record of information for each of your members, although it is not
necessary to enter it all. As well as the usual contact and personal

information such as address and contact numbers, there is also a
comprehensive list of Rotary information. This includes
classification, RI membership numbers, a complete history of
positions held and past membership of other clubs.
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Member Details - Allisop Arthur

I_|D = r | & E|."‘."|MGDTD... |SendchangestoRI... ||@ |

Member ] Perzonal ] Club ] All Fields ] Mates / Histary
Club Details
Classificatian... | IMedicaI-GeneraI Practitioner Ij
Sponzor's Mame IF'auI ‘wood j Paszword I Fioster for Diuty v
Club Newslett 1D Numb
Send to IBusiness E-mail Ij Rotary International Mumber IA 12345
¥ Include confidential material Reqional Magazine Murber |1 29721
Copy ta IHome E-mail u Magazines ¥ Fotarian
¥ Include confidential material ™ Regional magazine
Club Activities. .. I IEommittee - Position - Other Clubs... I IHUtaT}' Clubs -
Committee - Position ‘rear ~ | [Club Fram To —
Attendance - Committee Member
Almaners - Committee Member 2005/2006
Yocation Directar 200442005
Attendance Chairman 200242003
[- [-

Meetings & Attendance

RI Club Administration Software (RI-CAS) has a complete
attendance and make-up management system, which can be run by a
member on a separate computer and integrated into the club’s master
database.

Meetings are created according to your club’s meeting day and RI’s
attendance rules in the Attendance function.

Members will be added to a meeting when it is created based on their
attendance status. Attendance statistics, for each member and the
club, are automatically generated as the meeting attendance is entered.

Overview
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Overview

Club Administiation Secretary - Club Year 2006 / 2007

File Wiew Preferences Switch Help

Members |
n B = 3 53
MestngDale | Stalus | DaisCrested | TolalMembers | Tolal Exempt Attended | Missed =
77372006 Completed 5/23/2006 76 B 5 10
| | 7/5r2008 Cornpleted 0/23/2006 5 B 57 10
| 713/2008 Completed 8/23/2006 76 B 5 2
ﬁ || 72002008 Completed 8/23/2006 i3 B &2 5
BB Completed 5/23/2006 76 5 B 3
| |ar10/2008 Completed 5/23/2006 B B 5 2
- [ |an7/2008 Conpleted 8/23/2006 G B 51 15
_,JJ | |sr2er2008 Completed 5/23/2006 76 5 El 5
[ |as31/2008 Piinted 8/23/2006 76 B i &
; ¥ [a772008 vaiable i o i i
ra‘ 9/14/2008 Available 0 0 i 0
| |ar21/2008 Available [ 0 i [
BEEED Available 0 0 i 0
J | |10/2/2008 Available 0 0 [ 0
10/5/2006 Available 0 0 i 0
| [10n2/2008 Available 0 0 i 0
7 ™ [10/19/2008 Available 0 0 [ 0
[ [ 102672008 Available [ 0 i [
117972008 Available 0 0 i 0

Meeting M anager - 08/31/06 E

Bl |
Attendance ] Guests
Meeting Statistics
MName Tvpe | Attended Meal -

Tm

Tatal Members

Search: I

5]
=2}

Armberly Ja A0 O 1 Exempt thiz meeting 9
Anderfield Reggy Al O 1 Required to attend E7
Annat Anne A0 O Credit attendance ,T
Aisher George AE O 2 Aftendance % T2%
Avis Andrew AQ O
Bolane Frank A0 (] 1 Yiew Member Detailz |
Bradiington Jahn A0 O O
Bradson Daniel A0 O O R M |
Bridgwater John A0 O 1 Remave Member |
Brawney Frad A0 O 1 -
Bursante Mick A0 O 1 ~| e e

2

Wiew E stended Meeting Statistics

Meals and guests can be added for reporting summaries but also for
billing purposes in the Treasurer's module.

Remote Attendance
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A meeting created in RI Club Administration Software (RI-CAS) can

be exported to another computer, or a Palm handheld computer, as a
file.

Attendance for the exported meeting file can be completed on the
other computer at the door of your meeting, then re-imported back
into RI Club Administration Software (RI-CAS). This function is
useful when you run RI Club Administration Software (RI-CAS)
online or if a different person manages the attendance records for your
club.

Make-up Manager
The Make-up Manager provides a fast method of entering make-ups

and having these automatically applied to any meeting missed by the
member.

& Makeup Manager - Allisop Arthur

Axrgl@® |
Sho
i| illisop Arthur
i+ All Mestings Tr78 %

Makeup Yenue | : :

- = Mizsed Meetings 3
Makeup D ate IDS.-"23.-"2DDB = [ Credit Refund?  Makeups ]

Automatic | Apply To |’7

Meetings Attended/t ak eup Makeup Days Attended  |Refund
08/31./06 Missed [] []
08/24./06 Attended O
0841706 Attended |
08/10./06 Lower Straille 08/23/06 13 |
07/27 /06 Attended |
07/20/06 Attended 0
07413406 Missed | ]
07 /0606 Attended ]
07/03/06 Attended ]

All attendance statistics are available in comprehensive Attendance
and Meeting reports as well as the District report.

Overview
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Communications

Overview

The Attendance Queries screen has been designed to allow an easy
way to view the current state of member and club attendance
statistics. There are two screens, the Current tab provides details of
the current year, while the Historical tab provides attendance history
for each member for up to 100 years.

Communicating with your members is fast and very easy with RI
Club Administration Software (RI-CAS). You will mostly
communicate using email but the same message can be printed as a
letter for those members who cannot receive emails.

RI Club Administration Software (RI-CAS)’s unique licensing allows
as many of your members as needed to run a copy of the software.
The communication features can be used by different club officers for
different reasons. They can quickly obtain an up-to-date copy of the
member database as an email attachment or download from your web
site.

Sending a message, which can include for example the distribution of
your newsletter, is as easy as selecting a group of people from the
Member Grid and clicking on one of the two message buttons on the
toolbar.
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Events

B Message Details - Reminder about Changeover Party | _[O] x|
a | £ Send | = | % = | 0l | Profiles:  Microsoft Dutlook v Gh | (2]

Font: Aia - -|B 77U ===z

To: |7 Subject:

Allizop Arthur ;I IHeminder about Changeower Party

Armberly Jo _I

Aviz Andrew Message... |

Bradson Draniel

Colemaont Michael Dear Member, bl

Caollier Framcis

Cooney David . . . . .
Dabson-Brown Erownie This message is t_o rermind you that the presn:lgnt ]

Day Fay changeover party is to be held this Saturday night at
Devereaus Jim "innies restuarant.

DiCesze Hamy

Fell Ellis ;

Halley John Rermember that great time we had last yearll Ll
Lawson Russ

Lernane Mike Aftachments... |

Parr Steve

Phill b att

Suey Bob

Sweet Helen

Thomas Harold

You can create message “templates” by re-using the contents of
previous messages.

The letter option produces fully merged letters without any of the
difficulties of mail merge. It is also possible to export a file from RI
Club Administration Software (RI-CAS) using the Export function
and create your own merged letters using Word or any word
processing package.

In addition to your regular meetings, RI Club Administration
Software (RI-CAS) can keep track of other events such as committee
or board meetings as well as fellowship activities. Attendance at
events can create automatic makeups for members.

Overview
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Club Adminigtration Secretary - Club Year 2006 f 2007

File Wiew Preferences Switch Help

Members

. B ODEx & o August v | 2006 - -
= Theme: Membership
m # |Event |EventTime |Descliption Date Created Statuz Total Members
B 15/9/2006 T30 Dinner & Dance 8/23/200310:... Completed
E 2/12/2006 5:30 Board Mesting 2/23/200310:... Completed 2
843072006 730 President's Changeowver Party 8/23/2003 Completed B2

The Events function allows the date, time and location of any club
event to be recorded. There is an option to record attendance by
members, guests and to note any event charges. Event attendance,

guests and event charges can be “seen” by the Trea:
billing purposes.

&) Create Event

v | Shiow eventonline

et IDBQBQDDB J = | Essiarthis event o) & commites
Tirne: |5: 30 for B:00pm I j

Desciiption |Board Mesting

Notes Meet at Jim's office ;I

¥ Keep attendance records for this event

Members who should attend this event:

Select... IIBoard of Directors j

[v i&ttendence at thiz event generates a makeur:

I~ Makeup includes a financial credic

Help | Ok I Lancel |

surer” module for

If your club uses RI Club Administration Software

(RI-CAS) Online,

events can be “seen” by members when they log into the Member

Access Portal. Using this facility the club can start
attendees, apologies and a guest list for an event be

Overview

to collect event
fore it happens.
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Club Officers

An event attendance worksheet can be printed to collect actual
attendance during the event and comprehensive event attendance

reports allow your club to manage this area

more easily.

The Position Assignment function is a tool to easily create the
positions and committees for the next Rotary year before the year
begins. The History buttons pop up a list containing the history of all
previous club positions held by a member, or the history of all
members who have held a particular position. This information is
useful when making the position assignment decisions.

lub Administration Secretary - Club Year 2006 / 2007 - [Position]

File Wiew Preferences Switch Help

N

BIDE X & vean 20062007

Position Assignment : Positions

i ”@ | E 1 | Histary... | Club Structure.., &5 | @

| Belect IIAII Current Members

Show Current Members Only

P Fresident
P Fresident Elect
P Fast President

-

rd

Armberly Jo
Anderfield Reggy
Annat Anng
Asher Geoge
Awis Andrew
Bolane Frank
Bradlington John
Bradzon Daniel
Bridgwater John
Browney Fred
Bursonte Mick
Butler Jermy
Chandler Bing
Calemont Michael

Callier Franciz

Evand.John

77 members selected

Member Name B
]

P Secretary

P Tieasurer

I Sargeant-At-dms
Almoners

(51 sttendance

(3] Classification

(3] Community

&3] Fellowship

{31 Information/E nvironment

tembership Development

(3] Programme & Bulletin

(3 Vocation

Overview



42 Installation & Getting Started User’s Guide

Club Structure

Club Structure saves a layout of the positions and committees for
your club for each Rotary year. The layout makes it easier when
assigning members into positions and for reporting.

& Club Structure

ear IZDDE.-"2DU? A l

President Elect Delete
Past President
Secretary Rename
Treasurer
-~ Sargeant-At-Ams
#-[£] Almoners
#-[£] Attendance
#-[#] Classification Lt
&[5 Community
#-[# Fellowship
&-[#1 Information/E nvironment
#-[#1 Membership Development Help
&3 Programme & Bulletin
-3 Yocation Close

I

Using Position Assignment together with the Club Structure function
your president elect has a great set of tools to develop the “team” well
before the next Rotary year starts.

Overview
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RI Roster

The RI Roster works with your club's RI Club Administration
Software (RI-CAS) database and allows you to create your roster (or
directory of members) in any format, page size, field selection and
photo position. Once created you can print the roster or you can
export the roster as a PDF file for import and finishing by your
commercial printer or publishing consultant. This program should
take thousands of dollars off the cost of producing your roster.

File Help
DeE (& [ & BB - -

Layout ] Define Lines

Filter Selection

Select.. | | B

Roster Layout
Phata Pasition Block Lapaout

[ seect. || [wm l — Lines per Block

Blocks per Page

Space Between Blocks

g slg L]

High Phato Quality (Large File] v Space Between Photos in
Fage Layout
Page Size | EI Page b arginz: Left in
“idth in Top 0.00 in
Height it Right 0.00 in
B attom 0.00 in
¥ Include Page Mumbers Start Fram "I— Alignment lilﬂ

Overview
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Reporting to Rl & District

Member information can be sent to RI (and district) with the click of a
button.

B Membear Details - Allisop Arfthur

ABDEF %Gy - fGTo.. ﬂi:ndn:ha‘-g:shﬂ.[..[%. (7

Member 1 Porzenal ] Cich '] A1 Figkd Saﬂll: chianges o Fil... (CulF)|
e, | i N T iR
~ Male ™ Female Husiness B EEE
Addess 77 tbouritvens Do Pager B (EEEETES
Chaska, MK 55313
SAddrass Type LIS, " Mew Member
oo .
— ¥ Pieferad Fax " Terminated Member
Sarwd mail b Harre: Addiess +| Emal [Fusings: | = |l et nEtonp |
Sered bl b Business dodiess - I Fuofemed E:mai 0K I Cancel
Serd meszage by E-mal = | wieiet |
Club Details =
Badga B [1 Dale Jorsd [01/06/1365
Mesbelyes  Jactive -L0A o] Resiged [
L0 Faom To ;- Time in: —————
| 23/06:06 [ 310606 [T 21 yaerz, Dmerths
B E-mail Rl Report |- [O] x]
B osed @ & RlF
Fort: Aial i F|e £ o H%E ==
ToRIl .. Idata@rotaryintl.org Beoc ... I
RI Chlb To District .. |ki0wles@snidermail.org
Administration Subject: IEhange of data - Rotary Club of AnyT awn
Software (RI-CAS) iflesame I HTrALs
automatically creates CHANGE OF DATA 2
an email containing Rotary Club of AnyTown, MN, USA  Club Number : 12345
the member’s details Frath And X M —
irst Mame: ndrew ale emale
requested by RI for the Middle Mame: S
OptiOIl selected. Last Mame: Allisop Jr, Md Full Marne: Dr. A.S. Allisop Jr, Md
Old Mailing Address : 1024 Meadow Pass Chaska MN USA 55318
Mew Mailing Address : 77 Mountview DrChaska MN USA 55318
Email Address: allsop.mdgfoxgpr.com
Overview Change kind of membership to: d|
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In addition to the method described above, RI Club Administration
Software (RI-CAS) also has the Monthly District Email that sends all
attendance and membership information required by district in an
electronic format that they can use.

The information required to be sent in the RI Semi-Annual Return
can be extracted from RI Club Administration Software (RI-CAS) and
printed in the RI format. The report for New and Terminated
members can be sent directly to RI, the member change information
must still be manually added to the report sent by RI.

Invoicing & Accounts Receivable

RI Club Administration Software (RI-CAS) has a complete billing,
accounts receivable and accounting system integrated to your member
database. A unique and highly specialized function, Multiple
Invoicing, can prepare an unlimited number of member invoices in a
few minutes. As Rotary clubs tend to create invoices in bulk, with
many of the invoices similar or identical the Multiple Invoice function
often saves many hours of administration time. You will find it very
easy to understand and use.

RI Club Administration Software (RI-CAS) can also be integrated
into other accounting systems using the Transaction Extract function.
If you choose to use another accounting package, then it is a very
good idea to complete member invoicing and receipting within RI
Club Administration Software (RI-CAS) then manage the remainder
of your accounting with the other accounting system.

Multiple Invoice
The Multiple Invoice function is able to generate and print many

invoices in one operation. An invoice is generated for each record
selected using a “select” procedure.

Overview
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Overview

i Multiple Invoice - ¥7 members selected E

l. | & ﬁ| %5 | Entity: Club Accounts - |E|

1 - Select Members ] 2 - Select Charges
Invaoice Date IDS.-"23.-"2DD3 .| Period 2 Eug 2003 Reference MEW
Mermber Mame Tiﬁe Amount] = | ﬂ i B
Amberly Jo A0 $0.00 _I M agazine dues for year
Anderfield Reggy A0 $25.00 Donation to Rotary Foundation
Annat &nne A0 $25.00 Donation to Club's Charitable Foundatior
Asher George SAE $25.00 ~ | President's Changeower Party
Byiz Andrew Sa0 $0.00
Balane Frank A0 $0.00
Bradlington John A0 $0.00
Bradzan [aniel A0 $0.00
Bridgwater John Sa0 $0.00
Broviney Fred A0 $0.00
Browiney Fred A0 $25.00
Bursonte Nick &0 $0.00 [
Butler Jermy Sa0 $0.00 8 .
Chandler Bing AD so5p  mveice Charges Setup:
Colemant Michael A0 $0.00 New | Edit | Delete
Collier Francis A0 $0.00
Collinson Immanual A0 $0.00
EE?::}IM[;?:M ig %388 j Print Pre-List | EostInyoices

An unlimited number of invoice charges can be setup and selected to
be included on each invoice. Invoices can be posted as either real or
proforma. Proforma invoices are tracked, but no accounting takes
place until the invoice is actually paid — cash basis.

Once invoices (real or proforma) are printed and posted an accounts
receivable record is created for each member. This is a business level
system and can be used to manage many more charges besides
membership dues. For example events, fundraising receipts and
donations can be managed with this system.

The Aged Trial Balance is a report listing all members who have an
amount outstanding, either debit or credit. The amounts are analyzed
into 30 or 90 day periods based on the date of the transaction and if
you operate on a quarterly basis or not.

Email Invoices & Statements

Save money on postage and an enormous amount of your Treasurer’s
time by combining the unique Multiple Invoice function in RI Club
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Administration Software (RI-CAS) with a simple bulk email. It
works like this:

Selup Email Invoices & Stalemants

B |3 = | R Al Currerk Memers - 23 |
B RN B | B - o Inthe Treasurer Module setup
= Alisop Athyr | alzop mdEfoegpe com
= Ambedy Jo [jambedy@act cam each member’s preference for
O Andeifisid Regay ; receiving invoices & statements by
O areetime ' email or regular mail.
O Sisher George |
E] .nfms Andiew ;ur\d‘\:wu@mlmm
O | Bodere Frerk. |
O Bradinglon John [ e In Multiple Invoice, invoices for
5] Bradson Danie |dbeadsonfBhalmal com all your members can be completed
O Bidgvaler Jobn | . .
0 o——— in under 1 minute.
a Bursorie Nick
...... oy
O |Chandler Bing [
=] Colemont Michael | mealemertEanl com
=] Colier Francis Elzdki@amdg}lnzl
m T rlbnemm Trren s sl l :I
The system detects which
Tranzaction posted successfully. Do you want to email invaices for members that have selected this preference? inVOiceS to emaﬂ and those to

Mo | print (for regular mail).

Overview
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B Message Details - Mew E-mail E

Aloed @ d 2Rl

Fart: |&ial |Z| |Z|| B L0 |_
Subject: ° A bulk email is
Allizop Arthur A | |Fotary Club of AnyTown - Club Invoice 1
flson A :|| | automatically created and a
iz Andrew

Bradzon D aniel
Calemant Michael
Collier Francis
Cooney David

D abson-Brown Brownie
[Day Ray

Deversaux Jim
DiCese Harmy

Fell Ellis

Halley John

Lawson Russ
Lernane Mike

Parr Steve

Phill b4 att

Suey Baob

Swieet Helen
Twinley Faul
anderhoofin Teresa
faughn Reg

itullio b andy

custom invoice sent to each

Message: = FHmHALE member'
Dear «Salutation:,
4 inveoice for clubs dues and meals is attackhed to thiz email. | thank yvou ° Invoices can be

in acdvance for your prompt sttention to settling this account.

changed and reprinted or
re-emailed at any time.

Club Treasurer
Ph (415) 567 4500

Attachment
@ e Statements can be sent
irveoice. pdf just as eas11y.

Sending out invoices and statements by email can be a big time-saver
for your club because there is no need to print and mail invoices ever
again.

Cashbook & Accounts Payable

Overview

If you use another accounting system, invoicing and receipt
transactions can be extracted and summarized for fast entry into these
systems.

Alternatively you can use the RI Club Administration Software (RI-
CAS) Cashbook & Accounts Payable section, which is designed to
manage cash movement in and out of multiple bank accounts and
produce detailed financial reports for the treasurer. There are three
data entry functions:

- Receipt
- Vendor Bills & Payment
- Bank Transfer

-cash receipts
-accounts payable and cash payments
-transfer funds between bank accounts
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There is also a Bank Reconciliation function that provides a tool to
reconcile cash transactions against the bank statements, while at the
same time, providing a data entry tool for many transactions that
originate from the bank statement.

Cash transactions can be analyzed from the organization’s point of
view and also from a member’s point of view using the Member
Tracking functions.

Example of Payment Allocation screen:

Papment Allocalion E
BcenceitCiose 5] SavebCorinue | ¥ Iy @ )

Alccatrg Papmert: of $125.62 hiom Main Bank Account
Faid lo Crancrofl Catenng

Amaunk Im

Descoplion [Cost of meals 8t mesling ﬂ A | =
Acount |Meal Cosstz |

Prcject [ ¥

Ten Code I j

Membes: Tracking [Opticna] | #| e

Diesctipic Amourl | iccount

Coct of rmeals al meating

|z
T Al Ecit Ten..
Tonal Himee |

The RI Club Administration Software (RI-CAS) accounts payable
system can allow vendor’s bills to be entered immediately on receipt
and checks (cheques) can be printed from RI Club Administration
Software (RI-CAS) using pre-printed stationery. Full accounts
payable management reports provide a complete system suitable for
larger Rotary clubs.

If your club still uses a manual check writing system, then these can

be entered directly as expenses and the accounts payable system
simply bypassed.

Overview
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General Ledger & Financial Reporting

Overview

The General Ledger is built around a chart of accounts which has
been standardized to be as close as possible to a typical Rotary club’s
requirements. Accounts can be added, edited or deleted from the
chart of accounts by each club to complete the process.

The General Ledger has the ability to easily separate club and
charitable funds by the creation of projects. Projects can be added to
transactions providing increased analysis and profit reporting by
fundraising activity.

Financial budgets can be entered for each of the income and
expenditure accounts in the chart of accounts using the Budget
function. The budgets can be broken down into monthly amounts and
used as a comparison against actual results.

Financial reports include a series of income and expenditure reports,
balance sheet and other General Ledger analysis reports. The
treasurer has cash movement analysis reports to manage clubs funds.
Detailed audit trail reports provide a tool for the club’s auditor or for
analysis if things go wrong.

The View Transactions function displays transactions by period and
type and allows a “drill down” to the underlying documentation.
Transactions can be deleted and some non-essential parts edited but
RI Club Administration Software (RI-CAS) has sought to maintain
financial integrity by forcing an Audit Trail to be recorded whenever
transactions are changed after they have been posted.

Financial Periods

The RI Club Administration Software (RI-CAS) accounts run from
July 1% through June 30™ with July period 1 and June period 12. The
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software keeps track of the current period and allows accounting
transactions to be entered into any period of the current year.

The Year End function will close the financial year and transfer the
operating result to the retained earnings account. Invoice numbers are
reset to 1 and transactions more than two years old are deleted. Once
the financial year is closed transactions can be posted to, and reports
printed from, the previous year to allow the final accounts to be
prepared after the new year has started.

Changes Paindd - Clhub Accounts

5% Current Pesiod: 2 {August 2006]

This function will clese the Period and update accounting and
accounts recaivable lolals.

Salect Previous' bo changes Lo Peaod
Select Tancel' o continue in Peried
Select Hext' o change to Penod

o Previous | Lancel i Het o

Data Sharing & Teamwork

In many Rotary clubs different people carry out the duties of
preparing and maintaining the club’s information. For example
attendance is recorded by one member and the member database
maintained by another. Usually the treasurer is separate person again.
Sometimes a club would like to split these duties but can’t.

Often many different people need to use the club’s information for
various reasons. For example the membership chair wants to see
member attendance history or the sergeant-at-arms needs to check
anniversary dates.

RI Club Administration Software (RI-CAS) has two important design

considerations to assist the sharing of duties and information between
club officers and members;
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The Data Transfer function is a very powerful utility that is able to
extract and synchronize member information transferred between
copies of the club’s database.
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RI Club Administration Software (RI-CAS) Online and the Member
Access Portal is a service that hosts your club’s database on a secure
server managed by Rotary International. Your club officers can access
the database and use the RI Club Administration Software (RI-CAS)
software over the Internet. Individual members can also login to your
Rotary club using the unique Member Access Portal and take
responsibility for managing their own database record, view a club
roster, check their account and even manage a committee.

Lsername: |

Fassward: |

Login




Installation & Getting Started User’s Guide 53

The Data Transfer function allows your club to better operate as a
team by enabling the sharing of duties and information.

Computer Requirements

RI Club Administration Software (RI-CAS) software runs on IBM
compatible PC computers. The minimum configuration will be a
Pentium processor with 64 MB of RAM memory. At least 50 MB of
hard disk space must be available. A high speed fax/modem 28.8K or
above will be necessary to send email or fax or to connect with RI
Club Administration Software (RI-CAS) Online.

RI Club Administration Software (RI-CAS) will not run on Apple
computers unless they are of a late model and are capable of running

Windows software. However Apple computers are able to use RI
Club Administration Software (RI-CAS) Online.

Multi-User Network Ready
RI Club Administration Software (RI-CAS) is a multi-user network

ready system. The software can be installed on a network drive and
shared by concurrent users.
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