
 

 
  

          
                
                

 

HOW TO UPDATE CLUB 
DETAILS 

1 1 

 

Go to My Rotary and sign in.  
 

Or select Register to get a 
My Rotary account. 

 

 

 

View club details such as 
contact information, 

meeting time and location, 
club officers, and club 

management systems (if 
used) here. 

 

 

 Select HOME, then 
My Club. 

GO TO YOUR 
CLUB’S PAGE 
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Select EDIT to 
update the 

meeting 
information. 

2 EDIT 
MEETING 
DETAILS 
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Update the fields 
as needed. 

Add other meeting 
details here, if 

needed. 

Use the down arrow to 
choose the language of 

your club meeting.   

Under Frequency, enter 
how often your club meets, 
for example: “Every other 

week” or “Third Tuesday of 
the month.” 
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Select the down arrow to 
choose whether your 
club meets in person, 

online, or both. 

Enter information about 
your meeting location, such 

as: “Check our Facebook 
page for location details.” 

Click or tap here if 
your meeting location 
consistently changes. 

Select SAVE 
CHANGES when 

done. 
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3 ADD A 
MEETING 

 

If your club has more than 
one meeting type or format, 
select + ADD MEETING 

include other meetings.  
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Add the details for 
the meeting.  
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Select SAVE CHANGES 
when done.  

 
Select + ADD MEETING 

again to add other 
meetings as needed. 


