Hilfsaktivitaten - Erstellen, Melden, Kopieren

L] Eine Aktivitit bei Clubtreffen

Dieser Leitfaden richtet sich an alle, die Hilfsaktivitaten im Lion Portal effektiv
verwalten mochten. In der Anleitung wird Schritt fiir Schritt erklart, wie Aktivitaten
erstellt, gemeldet und kopiert werden, wobei der Fokus auf Treffen liegt, fur die es
jetzt eigene Berichtsmetriken gibt. Der Leitfaden soll dabei unterstiitzen, die
Ablaufe zu vereinfachen und eine genaue Dateneingabe und Nachverfolgung der
ehrenamtlichen Einsatze zu ermdglichen. Es werden auRerdem Tipps zur
Benutzerfreundlichkeit, Navigation und Verwaltung gegeben.

@ Tipp: Aktivitaten bei Clubtreffen haben jetzt eine eigene Berichtsklassifizierung.
Metriken fiir diese Aktivitaten sind unter ,Treffen“ zusammengefasst.

In dieser Kurzanleitung wird beschrieben, wie Sie eine neue Aktivitat fiir den
Aktivitatstyp ,Aktivitaten bei Clubtreffen erstellen, melden und kopieren.

1  Anmeldung im Lion Portal . lionportal.org

2 Auf Hilfsdienst” klicken.

&= »

Membership v Service v Learn More v

Welcome Example One!

MY MEMBERSHIP MY CLUB



http://lionportal.org/

3  Auf ,Meine Aktivitaten“ klicken.

w5 .

Membership v Service A~ Learn More v

Welcome E ctivities

MY MEMBERSHIP MY CLUB

Eine Hilfsaktivitat anlegen



4 Auf den Reiter  Hilfsaktivitit erstellen klicken.

Membership v Service v Learn More v

‘ Create Service Activity

My Activities

£S5 My Club Activities (Last 3 Months) w

Q, Search this list... B =~ C £V

Refresh this list to view the latest data

Tipp: Es werden Optionen angezeigt, mit denen Sie zu weiteren Leos, Lions oder
Distrikten navigieren kdnnen, fiir die Sie die Berechtigung haben, deren
Hilfsaktivitaten zu verwalten.



5 Um eine Hilfsaktivitat fur lhren Club zu erstellen, klicken Sie auf den Button
neben dem Namen lhres Clubs.

Search for a Leo Club, Lions Club, or District in your hierarchy
based on the position you hold or select from your specific area.

Search for Leo Club, Lions Club, or District
® Select from my specific area

1 of 1 item + O items selected

Q, Search this list...

Name v | Type

Example Club For Training | Lions Club

6  Auf Weiter” klicken.

Search for a Leo Club, Lions Club, or District in your hierarchy
based on the position you hold or select from your specific area.

Search for Leo Club, Lions Club, or District
@ Select from my specific area

1 of Litem - 1 item selected

Q, Search this list...

v Name v | Type

v Example Club For Training  Lions Club




7 Den Titel der Hilfsaktivitit eingeben.

@ Tipp: Die erforderlichen Datenfelder unterscheiden sich je nach Art der
Hilfsaktivitat. Die verschiedenen Hilfsaktivitaten sind:

* Hilfsprojekt
» Spendenaktion
* Spende

« Aktivitat bei Clubtreffen

8 Auf die Dropdown-Liste klicken. Die Art der Hilfsaktivitit auswahlen.

Create Service Activity

Service Activity for: Example Club For Training

* Enter a title for the Service Activity

Example Club SA1 - Club Meeting July

“Select the Activity Type

-None--

Previous




9 In diesem Beispiel handelt es sich um eine Hilfsaktivitit vom Typ ,Aktivitit bei
Clubtreffen®, klicken Sie auf ,Weiter*.

Create Service Activity

Service Activity for: Example Club For Training
* Enter a title for the Service Activity

Example Club SA1 - Club Meeting July

*Select the Activity Type

Meeting

Previous

Eine neue Hilfsaktivitat wurde erstellt. Um mit der Bearbeitung der Aktivitat zu

1 beginnen, auf das Stiftsymbol oder ,Bearbeiten“ in der oberen rechten Ecke
klicken.
Service Activity ”
SA-05292416 Edit Copy Delete
le Sponsor Status
@mple Club SA1 - Club Meeting July Example Club For Training Draft
itails Image Gallery Imag... Uploa...

v Information Use the Upload Images tab to begin

uploading images.

Record Type Report Complete @

Meeting i s

Title @

Example Club SA1 - Club Meeting  #

July

Sponsor o Cause

Example Club For Training 4 Administration s
Activity Level Project Type il



11 Wenn Sie auf ,Bearbeiten klicken, 6ffnet sich ein neues Pop-up-Fenster.

Membership v Service v Learn More v
Service Activity
SA-05292416 e | LR
e Sponsor Status
@mple Club SA1 - Club Meeting July Example Club For Training Draft
itails Image Gallery Imag... Uploa...

v Information Use the Upload Images tab to begin

uploading images.

Record Type Report Complete @
Meeting £ 4
Title @

Example Club SA1 - Club Meeting

12 Zum Eingeben/Aktualisieren von Daten klicken Sie in die Felder oder verwenden
Sie die ,Tab“Taste.

Edit SA-05292416

* = Required Information

Information

Record Type Report Complete [ ]

Meeting
This field cannot be changed after the event is
created.

*Sponsor [ ] Cause

Example Club For Training Administration

View all dependencies

Activity Level Project Type

Lions Club Activities in Strengthening Club

Cancel Save




13 Sie kénnen durch das Formular scrollen.

i e

Meeting

“Title @
Example Club SA1 - Club Meeting Ju

*Sponsor [ ] Cause

Example Club For Training X Administration

View all dependencies

Activity Level Project Type

Lions Club Activities in Strengthening Club

This field is calculated upon save z =
View all dependencies

Status @ Description L: ]
Draft

14 Hilfsaktivititen erfordern eine Beschreibung. Auf das Feld ,Beschreibung” klicken,
um Daten einzugeben.

*Sponsor i ] Cause
Example Club For Training Administration

View all dependencies

Activity Level Project Type

Lions Club Activities in Strengthening Club

This field is calculated upon save : :
View all dependencies

Status @
Draft

This field is calculated upon save

*Start Date @ Created By
@ EBxample One, 9/15/2024, 6:21 PM




15 Auf das Feld ,*Startdatum* klicken. Geben Sie das Datum im Format MM/TT/JJJJ

ein.

Activity Level
Lions Club

This field is calculated upon save

Status @
Draft

This field is calculated upon save

*Start Date @

[

M/d/yyyy

End Date @

M/d/yyyy

16 Auf das Feld ,Enddatum* klicken.

Activity Level
Lions Club
This field is calculated upon save

Status @
Draft

This field is calculated upon save

*Start Date @
7/5/2024
M/dlyyyy

End Date @

Project Type
Activities in Strengthening Club

View all dependencies

Description @
Records the description of the

activity

Created By
@ Example One, 9/15/2024, 6:21 PM

Project Type
Activities in Strengthening Club

View all dependencies

Description [ )
Records the description of the

activity

Created By
9 Example One, 9/15/2024, 6:21 PM



17 Auf das Kalendersymbol klicken, um ein Datum aus einem Kalender auszuwdihlen.

A

4 September P 2024 , iew all dependencies

Sun Mon Tue Wed Thu Fri Sat "
/ Project Type

1 2 3 4 5 6 7 | Activities in Strengthening Club v
View all dependencies
9 Description @ 2

15 16 17 18 19 20 21
Records the description of the

22 23 24 25 26 27 28 activity

29 30 1 2 3 4 5 reated By
3 Example One, 9/15/2024, 6:21 PM

Today

i3

M/dlyyyy

Cancel Save

18 Auf das Datum klicken.

July vView all dependencies

Tue Wed
“ c Project Type

Activities in Strengthening Club

View all dependencies

Description i ]
Records the description of the

activity

reated By
3 Example One, 9/15/2024, 6:21 PM

Cancel @

10



19 Auf das Feld ,Freiwillige insgesamt” klicken, um Daten zu erfassen.

2

End Date o
71512024

M/d/yyyy

Required Metrics

Total Volunteers o

( W)

Non-Lions Participated @

Non-Lion Family Members Participated @

Total Volunteer Hours o

Auf das Feld ,Freiwillige Arbeitsstunden insgesamt“, um die Stunden
einzugeben. Das ist ein Pflichtfeld.

Required Metrics

Total Volunteers @

30

Non-Lions Participated o
Non-Lion Family Members Participated €@

Total Valupteer Hours [ ]

)]

Optional Metrics

People Served @

Cancel

11



Tipp:

@ Fur die Hilfsaktivitatenart ,Spende” ist die Gesamtsumme der
gespendeten Gelder erforderlich. Die Gesamtsummer der
gesammelten Spenden ist fiir die Hilfsaktivitatenart
,Spendenaktion® erforderlich.

Die Mittel konnen in der Landeswahrung eingegeben werden, indem Sie
,Wahrung“ wahlen und den Wahrungstyp andern.

21 Wenn Sie weiterblittern, werden weitere Metriken angezeigt.

Currency

USD - US. Dollar

Total Funds Raised @ Total Funds Raised (USD) @

0.00

Total Funds Donated @ Total Funds Donated (USD) @
0.00

Organization Benefited o

Donation to LCIF @

Cancel




22

23

Scrollen Sie weiter.

Additional Details

Signature Activity @

Funded by an LCIF Grant @

Venue @

Start Time o

End Time @

Weiterscrollen, um weitere optionale Details lber die Aktivitat einzugeben.

Funded by an LCIF Grant @

Venue o

Start Time @

End Time @

Venue Time Zone @

--None--

13



24 Hier klicken.

signature Activity &

Funded by an LCIF Grant @

Venue @

Start Time o

End Time @

Venue Time Zone o

--None--

25 Auf Speichern® klicken, um Ihre Dateneingabe zu speichern.

“
Venue Location
Venue Location (City) (State/Province)

~Nc w

Venue Location (ZIP/Postal Code)

Sponsor Details

Sponsor CA {: ] Sponsor District [: ]
U.S. and Affiliates, Bermuda and Bahamas District 1 J
Sponsor MD @

Multiple District 1

Cancel .

14



2 Nach dem Speichern erscheint eine griine ,Erfolg!“-Meldung. Auf das ,X“-
Symbol klicken, um die Nachricht zu schlieRen.

@ Service Activity "a29NqO00001k5LIAI" was savec!. . -

#

Membership v Service v Learn More v

r?“‘ Service Activity

o i /

M SA-05292416 Edit Copy Delete
le Sponsor Status

cample Club SA1 - Club Meeting July Example.Club For Training Ready to Report

itails Image Gallery Imag... Uploa...

v Information Use the Upload Images tab to begin

uploading images.

Record Type Report Complete @
Meeting i 4
Title @

Example Club SA1 - Club Meeting  #

Tipp: Wenn das Enddatum der Aktivitat tiberschritten ist, wird der Status auf
,Bereit zur Meldung“ gesetzt.



27 Diese Hilfsaktivitat ist ,Bereit zur Meldung®.

Details

Image Gallery

v Information

Record Type

Meeting
Title @

Example Club SA1 - Club Meeting
July

Sponsor @

Example Club For Training

Activity Level
Lions Club

Status @
Ready to Rep

Start Date @
7/5/2024

End Date o

FIR/DINDA

ue
“e

Report Complete o

Cause

Administration

Project Type

Activities in Strengthening Club
Description 3]

Records the description of the
activity

Created By

PM

Imag... Uploa...

Use the Upload Images tab to begin

uploading images.

28 Um die Aktivitit als abgeschlossen zu melden, auf das Bleistiftsymbol neben
,Bericht abgeschlossen® klicken.

Service Activity

SA-05292416

le

@mple Club SA1 - Club Meeting July

itails

Image Gallery

v Information

Record Type

Meeti

ng &

Title @
Example Club SA1 - Club Meeting  #

July

Sponsor o

Activit

y Level

Sponsor

Report Complete @

Cause

Administration 4

Project Type

Edit Copy

Status
Ready to Report

Imag... Uploa...

Use the Upload Images tab to begin
uploading images.

Delete

16



29 Auf Bericht abgeschlossen® klicken.

Service Activity

SA-05292416

Title Sponsor

Example Club SA1 - Club Meeting July

Details Image Gallery

* = Required Information

v Information

Record Type

Aort Complete @
: y
Meeting 4

“Title @

Cancel Save

30 Auf,Speichern® klicken.

Edit Copy Delete

Status

Ready to Report

Imag... Uploa.

Use the Upload Images tab to begin
uploading images.

Service Activity

SA-05292416

Title Sponsor

Example Club SA1 - Club Meeting July

Details Image Gallery

* = Required Information

v Information

Record Type Report Complete @
Meeting ot

“Title @

Edit Copy Delete

Status

Ready to Report

Imag... Uploa.

Use the Upload Images tab to begin
uploading images.

17



@ Damit ist das Erstellen und die Meldung einer Hilfsaktivitat abgeschlossen.

Eine Hilfsaktivitat kopieren

@ Tipp: Wenn es sich um eine wiederkehrende Aktivitat (welcher Art auch immer)
handelt, konnen Sie Zeit sparen, indem Sie jetzt zuklinftige Aktivitdten
vorbereiten!

31 Auf Kopieren® klicken.

@l . @

Membership v Service v Learn More v

Service Activity ey
SA-05292416 Ediit Delete

le Sponsor Status

@mple Club SA1 - Club Meeting July

Example Club For Training Reported

itails Image Gallery Imag... Uploa...

v Information Use the Upload Images tab to begin

uploading images.
Record Type Report Complete @

Meeting £ v

Title @
Example Club SAL - Club Meeting  #

@ Tipp: Uber den Button ,Kopieren“ gelangen Sie zu der neu erstellten Aktivitat.

18



3 Nach dem Kopieren erscheint eine griine ,Erfolg!“-Meldung. Auf das ,X“-
Symbol klicken, um die Nachricht zu schlieRen.

Success!
Success! Here is your copied activity. Begin editing now.

Membership v Service v Learn

Service Activity

SA-05292417 Edit Copy Delete
e Sponsor Status
cample Club SA1 - Club Meeting July Example.Club For Training Draft

itails Image Gallery Imag... Uploa...

v Information Use the Upload Images tab to begin

uploading images.
Record Type Report Complete @

Meeting £ 4

Title @
Example Club SA1 - Club Meeting  #

33 Auf Bearbeiten” klicken.

o

Membership v Service v Learn More v
Service Activity
SA-05292417 Copy Delete
e Sponsor Status
tample Club SA1 - Club Meeting July Example.Club For Training Draft

itails Image Gallery Imag... Uploa...

v Information Use the Upload Images tab to begin

uploading images.
Record Type Report Complete [ ]

Meeting £ 4
Title @
Example Club SA1 - Club Meeting  #



34 Es wird empfohlen, die Aktivitit eindeutig zu benennen! Zum Bearbeiten auf
,Titel“ klicken.

Edit SA-05292417

* = Required Information
Information

Record Type Report Complete o
Meeting

*Title @

A
[ Example Qqu Meeting Ju ]

* Sponsor [ ) Cause

Example Club For Training Administration

View all dependencies

Activity Level Project Type

Lions Club Activities in Strengthening Club v

Cancel Save

35 Aug“eingeben.

Achtung! Start- und Enddatum werden nicht aus dem Vorgang tibernommen.
Diese mussen eingegeben werden.



36 Aufdas Feld ,Startdatum® klicken und das Datum eingeben. Den Vorgang fiir das
,Enddatum® wiederholen.

is field is calculated upon save : .
View all dependencies

Status @ Description [ ]
Draft

Records the description of the
This field is calculated upon save

activity

* Start Date 0/'—\ Created By

[| k ) ] @ Example One, 9/15/2024, 6:27 PM

M/d/yyyy

End Date o

M/dlyyyy

Required Metrics

Total Volunteers @

~

Cancel

37 Auf Freiwillige insgesamt” klicken.

End Date @
8/5/2024

M/d/yyyy

Required Metrics

Total Mglunteers (]

D)

Non-Lions Participated @

Non-Lion Family Members Participated o

Total Volunteer Hours @

30.00

Cancel

21



3 Aktualisieren Sie bei Bedarf die Angaben ,Freiwillige insgesamt” und
,Freiwillige Arbeitsstunden insgesamt® sowie alle anderen Kennzahlen.

(ST RSy FAErE =3

M/dlyyyy

Required Metrics

Total Volunteers o

35

Non-Lions Participated @
Non-Lion Family Members Participated €@

Total Volymtesr Hours (i}

Bl

39 Scrollen Sie zuriick nach oben und klicken auf das Feld ,Bericht abgeschlossen®.

Edit SA-05292417

* = Required Information

Information

Record Type Renort Complete i ]
Meeting u)

“Title @ )

Example Club SA2 - Club Meeting AL

* Sponsor {: ] Cause

Example Club For Training Administration

View all dependencies

Activity Level Project Type

Lions Club Activities in Strengthening Club

Cancel Save

22



40 Auf Speichern® klicken.

Information

Record Type
Meeting

“Title @

Example Club SA2 - Club Meeting AL

*Sponsor [ ]

Example Club For Training

Activity Level
Lions Club

* = Required Information

Report Complete L ]
v

Cause
Administration

View all dependencies

Project Type

Activities in Strengthening Club

Nach dem Speichern erscheint eine griine ,Erfolg!“-Meldung. Auf das ,X“-
Symbol klicken, um die Nachricht zu schlieRen. Ihre Hilfsaktivitat wurde

gemeldet.

@ Service Activity "a29NqO00001kSNVIAY" was saved .

Membership v

Search

Service v Learn More v

Service Activity

SA-05292417

e

@mple Club SA2 - Club Meeting Aug

itails Image Gallery

v Information
Record Type
Meeting

Title @
Example Club SA2 - Club Meeting  #

[Ty
Y

Sponsor

Edit Copy Delete

Status

Example Club For Training Reported

Report Complete @

4

Imag... Uploa...

Use the Upload Images tab to begin
uploading images.

23



42 Um zu den Clubdetails zuriickzukehren, auf den Clubnamen oder den Reiter
,Details“ klicken.

=5 »

Membership v Service v Learn More v

» Edit Copy Delete

[

[@w\éﬂ Service Activity

| SA-05292417

Title Sponsor Status
Example Club SA2 - Club Meeting Aug Exam[@ﬁ)r Training Reported
x p
;™ Example Club For Training
Details Image Gallery mag... Uploa...
. Lion ID Type
v Information 200158 HansClub the Upload Images tab to begin
nading images.
Record Type Status Billing Address
Meeting Active 124 Any Place

Naperville, Illinois 60565
United States

Title @
Example Club SA2 - Club Mee

43 Auf Clubhilfsaktivititen“ klicken, um die neu erstellten Hilfsaktivititen
anzuzeigen.

Account 1
L Example Club For Training o T
Lion ID Type Status Billing Address Active Member Count
200158 Lions Club Active 124 Any Place 50
Naperville, Illinois 60565
United States

Club Details  Data Export Club Statements Cuce Activities  More Member ... Club Acti...

Account Name Type (i ]
Example Club For Training 4 Lions Club

Manage Club Members

Parent Account @

Active Member Count

District 1.J 50
norZone @ Club Specialty @
SR Bl Manage Club Officers
SEZonel Cultural
LionlD @ Club Sub-Specialty [ )
200158
Manage Cub Club
RS U § PO T IR . §

24



44 Die Liste der Hilfsaktivititen wird angezeigt.

Club Details Data Export Club Statements Club Service Activities More

m Service Activities (2) &y c

2 items + Updated a minute ago

End Date v | Title v | Service Acti... v | Start Date v | Re

1 71512024 Example Club ...  SA-05292416 7152024 v

2 8/5/2024 Example Club ...  SA-05292417 8/5/2024 v

< »
View All

O

Member ... Club Acti..

Manage Club Members

Manage Club Officers

Manage Cub Club

Leader

Manage Delegates

View Delegates G

45 Auf Home* klicken, um zur Landing Page zuriickzukehren.

Search

Membership v Service v
E Account
@ Example Club For Training
Lion ID Type Status Billing Address
200158 Lions Club Active 124 Any Place

Naperville, Illinois 60565
United States

Club Details Data Export Club Statements Club Service Activities More

E Service Activities (2) &~ C

2 items - Updated a minute ago

End Date v | Title v | Service Acti... v | Start Date v | Re

=+ Follow

Active Member Count

50

Member ... Club Acti..

Manage Club Members

25



4

Hier endet der Kurzleitfaden ,Hilfsaktivititen - Anlegen, Melden, Kopieren®.

Welcome Example One!

MY MEMBERSHIP MY CLUB

MY ASSOCIATION

26



