
How to use DacDB for Grants



Completing the 
Application

Using DACdb

DACdb.com



if you have never done this and require 
assistance logging into DacDb, contact:
  
 Jerry Wilkerson
 jrwsdw542@att.net
707-365-8671 



Click on the District Tab



Click on the District Grants Button



Add the Grants Button to Dashboard



Start a District Grant



NEW CLUB GRANT REQUEST – CLICK HERE 
TO CREATE A GRANT



New Club Grant Request - Change Year 

Make sure that you are in 
the correct OrgYear when 
writing your grant. 

For this year, it is 
2024-2025 Click OrgYear, 
then the current year to 
work on a new grant 
application.  



Club Signature Error - A Common Mistake!



All clubs MUST have two club signatures 
in order to create a grant. The 

President-Elect (or current President if 
PE not selected) and the lead for the 

grant.



Who can create the club 
signatures? 
ONLY the Club President 
can create club signatures.



Adding club signatures



Add the Grants Button to Dashboard



Back to New Club Grant Request



Enter All Clubs Involved in the Project



Contacts on a Grant

All contacts listed here will be who receives emails regarding the grant.
If they’re not listed here, they will not receive emails regarding the 
grant. 



Grant Application: Fill it out completely.



Grant Application - Club Qualifications



Grant Application



Budget



Documents



Collect Club Signatures



Collect Club Signatures



Collect Club Signatures



Reports



Interim and Final Reports
The process is the same for both interim and final report. The following is a 
description of the process. If you need more assistance, DACdb includes a PDF 
document and a video that will walk you through the process step by step.

• In DACdb, click on the District Grants icon.
• Access Club Grants View.
• Click on the ChangeOrgYear button and select the year the grant was initiated.
• You will see a “pencil” icon at the right side of the grant. Click on the pencil to 
access
the grant application.
• Open the Interim/Final Report Tab
• Complete the Report and upload the required documents.
• Collect the signatures and submit the report for District approval.
• Send an email to John Martin to let him know the report has been submitted.
• The interim report must be approved by the District before a final report can be 
filed.



What are some of the 
frequently asked questions?



How do I get an electronic signature?
Once all Budget information has been entered and preliminary documents 
have been uploaded (MOU), you are now ready to Collect Club Signatures. 

We require two signatures, so this will be done twice. 

Click on Club Signatures and an auto-generated email will go to both signees 
on the grant.



Why can’t I see the signatures?

How do I know my application was submitted?

If you can’t see the signatures, signature tab, submission – etc., it’s 
because you’re not an official signer and do not have proper 
access. You need to chat with your club president to make you a 
signer. Only a signer can see the signature tab. 

You will get locked out. In DACdb it will tell you that it has been 
submitted. You should also get an email notification, but that 
doesn’t always happen.



How do multiple people work on and edit 
the application at the same time?
Short answer: You can’t. 

Long Answer: Ideally one person would be responsible for 
entering the information ito DACdb. Any other work should be 
done outside the system. 

Some people work in Google Docs or Word, but that can cause 
formatting issues. 

Best Scenario: Work on the application section. Then have others 
go in and edit, after there is a draft. 

 



Why did my signatures disappear?

How do I know my application was submitted?

This typically happens when someone works on an application, changes it 
back to a draft and doesn’t resubmit it. 

Any edits and changes made to an application must be resubmitted, that 
includes asking for new signatures. 

If you submit an application without signatures, your app will get locked and 
you can not unlock it to get signatures. Do not submit it until the application 
has been signed. 



What should I do if I have questions?

Rewatch the video of today’s training

Visit the District 5160 website and look at the Foundation 
and Grant page. There is a wealth of information there, 
including videos, handouts, and more. 

Visit the Club Grants page in DACdb. It includes a Help 
section. The video titled Submitting a Club Grant 
Application and the Club Documentation PDF should help!



DACdb Help



Do we have to get signature collection and 
district approval process with the 
Pre-Submittal and the Final Grant 
Application stages?

YES!
Both the Pre-Submittal (due in May) and the Final Application (due in June) 
need to have signatures collected and be submitted to the district for 
approval. Do not wait until the last minute and make sure the authorized 
signers are available. Do not let your grant be rejected because you did not 
comply with the signature and submission requirements.



Keys to Success



Read.
Read.
Read.
Read.
Read.
Read. 
Read. 
Read.

And Read it again.



Make sure your application is complete. 
Including the MOU between RI and the 

Club.



Make sure your President-Elect has 
entered their club goals into Rotary Club 

Central.



Make sure you Club President 
designates the authorized signatures in 

DACdb.



Ask for help early. 



Where can I find help?









Who can help me fill out the 
application? Answer Questions? Provide 

Support?



What is the timeline for the application?



● Start submission as early as March 1

● Draft submission is due on May 22, 2024

● Feedback provided in early June

● Final submission due June 28.

● Grant Review Panel meets in Mid-July

● TRF approves our Districts block of grants

● Clubs are notified in August/September



The Grant Committee

Grant Committee Chair Jon Dwyer: 
General questions

Grant Manager Danie Schwartz: DACdb/Technical how to 
questions

Grant Stewardship Jon Martin: Interim and Final Reports



2024 
Grants & Foundation 

Day Training


