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Rotary International Member Access  (updated January 2007) 
NOTE: The information on this page is for Club Secretaries and Presidents.  

Club Secretaries or Presidents are required to let RI know the names of the incoming President 
and Secretary by January 1 each year. This document illustrates the steps involved  

To access the database, Presidents and Secretaries must first register and be assigned a 
password by Rotary International.  

Registration 

The location of the Member Access to 
the RI database is using the Member 
Access link on the home page of 
http://www.rotary.org of directly using 
https://riweb.rotaryintl.org/  

Clicking on the Member Access link on 
the RI website will take you to the Sign-
in screen. If you have not yet registered, 
use the Register Now link to go to the 
Registration Page 

Your will need to know :: 
Your District Number - 5020  

Your Club Number -  

Your Rotary International Membership ID - (this is on the address label of your copy of “The 
Rotarian” 

• Enter your District Number, 
Club Number and 
Membership ID then click on 
the Continue arrow.  

• On the next screen you will 
be asked to enter your email 
address which will be used 
as your username. Your 
password will be emailed to 
the email address that you 
enter into the space 
provided.   
Click on the arrow to submit 
this form 



 

Page 2 of 3 

 

Logon 
When you have received your password from RI, go 
to the Member Access page and enter your email 
address (this is now your username) and password.  

Your options will be shown on the home page of the 
Business Portal. (see the illustration on the right)  

Among the options are two for obtaining the Club 
Recognition Summaries and the Monthly 
Contribution Reports.  

 

Update Club 
IMPORTANT 

It is very important that you inform RI of the names 
of the incoming Club President and Secretary before 
January 31 to meet the deadline for the production of 
the RI Annual Directory.  

There is no connection between the District 5020 
Officer Directory and the RI Directory. Even if 
you have entered the names of the incoming 
Secretary and President in the District 5020 
Officer Directory, you must still enter the 
information again in the RI Directory and vice 
versa  

• From the list of options, choose the Update Club Data which is the 6th in the list of 
options 

• You will see the Official Club Data form where you can edit the Data for your club, 
including meeting times,  

• Towards the bottom of that page you will see the form similar to the form illustrated 
on the next page (for the 2004-5 Rotary year)  
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On the right of the form are buttons that allow you to 
- enter a name for the President and Secretary in the current Rotary Year 
- enter a name for the President and Secretary in the following Rotary Year 
- enter a name for a new officer taking over in mid year.  

To enter the name of the incoming President, check the button for the next Rotary year then find the 
name of the President in the drop menu contain the names of you club members.  

To enter the name of the incoming Secretary, check the button for next Rotary year, then find the name of 
the Secretary in the drop menu contain the names of you club members.  

For the large clubs who employ an Executive Secretary, there is space on this page to enter that name 
also, but that is not likely to change from year to year.  

When you have entered the new names, click on the “Submit Changes” button 


