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Where do I Go?

• All forms can be obtained from the DGC 
website www.rotary5360.org 

• International projects should be submitted 
via the RI website www.rotary.org

• District projects should be submitted via 
the DGC website, www.rotary5360.org 



• You do not need to log in to view the projects on the 
database, or to read or download the documentation. 

• You only need to log in to enter project data, to make 
changes to the database, or to access any personal data such 
as email addresses.

• The DGC database is updated periodically from the 
Clubrunner database, so most District 5360 Rotarians will 
already be in this system

• Click on the Login button

Logging on to the DGC Website

Logging-in (contd.)

• Enter your username, email address or RI number together with your 
password.  Your username will not necessarily be the same as on the 
Clubrunner site, but you can change it to be the same, if you wish.

• If you don’t know your password or don’t have one, click on the “Click 
here” link.

• If you are not yet on the system, contact the webmaster via the link 
provided and we’ll get you set up.



Getting a password

• Enter your user name, email address or RI number and click on the “Email 
password” button

• You will receive a computer generated password.  As this is not easy to 
remember,  you  can change it to one of your choice after you have logged 
on.

Changing your User Data

• Click on “Modify my personal data. You can change your personal data as you see fit. 
Only D5360 Rotarians logged in can see this data.

• You can also change your email address and username, but not to ones that are already 
in use by others.



Changing your Password

• Immediately after logging in you have the opportunity to modify your personal data and to 
change your password to something more memorable.

• To change your password, click on “Change personal password”

• Enter the old password and the new one (twice) and click “Change password”.

Downloading Forms



Downloading a Form

MOU
• The Memorandum of Understanding should be 

downloaded, completed and signed and sent to Sue 
Williams

• All forms related to district grants should be downloaded, 
filled in electronically and submitted to the DGC website 
http://www.rotary5360.org . It is also acceptable to print a 
copy of the form, fill it in by hand, scan it, and then submit it 
electronically.

• Applications for DDF for Global Grants may also be 
downloaded from the DGC website and submitted to the 
DDF subcommittee.

• Global DDF is accessed through proposals, applications, and 
reports on the RI website.



Submission Procedure (District Forms)

• From the DGC website home page http://www.rotary5360.org/ choose 
“Database” from the navigation toolbar:

• You will see:

• Then click on Project List

Displaying a Project

• To display a project, click on its title:

• This will bring up the printable version of the form



Application Form - Example

• The application form can be downloaded for viewing by clicking on the URL

• To edit the project, click on “Edit Document”

Adding a New Project

To add a new district Project, 
Travel, Scholarship or VTT 
proposal, click on the relevant link 
from the Catalogue page.



Adding a Project

• The data requested allows the project to be classified and retrieved from the system. The application 
form will be uploaded to this file as an attached document, and it is this attached form that will be the 
formal application.

• Any window that has up and down arrows has a pull-down menu. (the appearance may differ depending 
on your browser). Clicking on “Help” will bring up a help window.

• To upload a picture, click on the “Upload Picture” button

Saving the Document
• Complete all the fields in the form (picture optional) and then press the “save” 

button. The system will register the project and give it a unique number.  

• If you click on the “Upload Picture” button from the screen above, you can 
choose a picture from your hard drive:

• Browse the drive and choose the picture file.

• Then click on “Upload” 

• When the upload completes, return to the application form.



Documentation
• To add the documentation you will need to use the upload box as shown below.

• Click on “Add Row” to add an empty box.

• Enter a title. The URL box will be empty. If you know the URL of the document you can enter 
it. Otherwise you can upload it from your hard drive.

•  To upload a document, click on the “Upload Doc” button, which will give you an upload page 
similar to the one above describing the uploading of a picture.

• Above you see the form after a document has been uploaded. The URL box now contains the 
address of the document you just uploaded. Don’t worry if it looks complicated. If you have 
further supporting documents, click on “Add Row” and repeat the process. To remove a 
document click on “Delete Row”.

Saving and Forwarding to the Club President

• You may pause the inputting at any time and resume later. However make sure to hit “Save 
Changes” to save your work.

• As soon as you have all the necessary information uploaded to proceed with the application, 
you can forward it to your club President for approval. Click on “Send to President”.



Club President’s Approval
• At this point the club president will receive an email message, which looks like 

this:

• If the President clicks on the link, it will bring up the project information:

• Again clicking on the blue link will download the application for review

• The President will then click on “Authorise” or “Do not Authorise” as 
appropriate. Only the President will get these buttons.

DGC Approval
• Authorising the project now generates a similar email to the appropriate subcommittee chair 

who can approve or reject the application in a similar fashion.

• This is the email message received by the subcommittee chair:

• Clicking on this link will bring up the project again, but with the DGC approval buttons 
instead:

• After downloading and reviewing the application the DGC subcommittee chair will approve 
or reject it.



Approval
• Clicking on either button will send an appropriate 

response to the club president.

• At this stage the project will be flagged as approved in 
the system and displayed as “yes” in the “Approved?” 
column of the project list. If the project has been 
rejected it will display as “rej” in the project list:

Withdrawal of an application

• Once a project has been submitted, it is frozen and can no longer be 
edited. If for some reason the project needs to be modified, either at the 
behest of the club or DGC, the originators of the document and the 
club president may withdraw the application. Its status is listed as “wdn”.

 

• The project now has the status of a new application and will need to be 
resubmitted if that is the intention. 



Reporting
To submit a report, go to the projects list, and in the column 
“Add Report”, click on “Add” for the relevant project.

Note - only the originator of the report or the project 
champions may submit reports.

Reporting (2)
• Since the project application has been frozen, it is only possible to change the project 

champions and the attached photo.

• To add a report, click on “Add Row” and then upload the report in the same manner as 
you previously uploaded the application. 

• The original application and any of its supporting documentation will be listed as links, 
but cannot be changed



Reporting (3)

Once the report is ready for submission, it may be 
forwarded to the Club President in the normal manner.


