Hantera klubbens mediemmar - 4 Lion Portal
Lagga till en mediem

Denna vagledning ar viktig for alla som arbetar med att hantera klubbens
medlemmar, sarskilt nar det galler att lagga till nya medlemmar som betalar full
medlemsavgift. Den ger tydliga instruktioner om processen, bland annat att skapa
ett unikt medlemsnummer som foljer en persons medlemshistorik. Genom att félja
denna vdgledning kan anvandarna navigera pa Lion Portal samt sdkerstalla korrekt
medlemsinformation, vilket ar avgorande for att stodja klubbens organisation och
kommunikation. Sammantaget effektiviserar det processen att lagga till nya
medlemmar, vilket gor det enklare for klubbens administrator att hantera sina
medlemmar pa ett effektivt satt.

@ Tips! Denna snabbvagledning visar hur man lagger till en ny medlem som
betalar full medlemsavgift.

For att lagga till en familjemedlem laser du i vagledningen "Hantera klubbens
medlemmar - Lagg till en familjemedlem"

For att lagga till en studentmedlem laser du i vdagledningen "Hantera klubbens
medlemmar - Andra medlemstyper"



@ Tips! Nar en medlem laggs till i en klubb skapas ett register och denna person
tilldelas ett medlemsnummer. Denna identifiering ar unik for personen och
foljer med under hela medlemskapet i Lions.

Varje gang nar en medlem andrar sin medlemsrelation skapas ett unikt register
for att kunna folja medlemshistoriken. Detta omfattar forandringar som:

* Vanligt medlemskap till familjemedlemskap
- Avregistrera och sedan aterinfora eller transfer till annan klubb

» Samrore med en annan klubb utéver din primara klubb

Detta medlemsnummer ser ut sa har: MEDLEMSNUMMER 0011943930

Membership v Service v Reports/Insights v Shop

E éxémple Member Twenty-Three Lion MemberID L5

History Of Memberships

26691573

Contact Members Services

o

: Ema wsclubs.gfg
Example Member Twenty-Three Companion Twenty-Three 6900
L thday @
i sining September 9
[ ] Club Memberships (&) &
9/197 & items - Sorted by Start Date - Updated a few seconds ago
o @ ccupat Li ]
Male Accounting Club Name v | Membershi... v | StartDate * ~  End

Example Club Lior

v Local Language Information

1 Logga in pa Lion Portal lionportal.org



http://lionportal.org/

2 Klicka pa "MIN KLUBB".

Membership v

MY MEMBERSHIP

Service v

3 Klicka pa "Hantera klubbens medlemmar".

i s o s

on [D Type Status Billing Address

J0158 Lions Club Active 124 Any Place
Naperville, Illinois 60565
United States

y Details  Data Export  Club Statements  Club Service Activities  More

count Name

:ample Club For Training g
rent Account @

strict 1)

.gion orZone @

Zonel

n ID o

10158

uth Programs 0

Type o

Lions Club

Active Member Count
50

Club Specialty @
Cultural

Club Sub-Specialty @

Specialty Description L ]
Arts and Entertainment

Charter Established Date @

AL W e Tat Vol

Active Member Count

50

Member ... Club Acti...

Manag: Club [Mlembers
Manage Club Officers
Manage Cub Club
Leader




4  Vilj "Liagg till ny medlem” och klicka pa "Nasta".

wvia |u5c AU VIS IV TL O

Choose what you want to manage below.

Add New Member
Edit Member
Reinstate Member
Transfer Member
Drop Member

5 Ange obligatorisk information fér att pabérja processen.



6 Klicka pa denna meny.

Manage Club Members

Please complete fields to begin new membership process
* First Name * Last Name

Example Fifity-One

* Date of Birth *Gender

Jan 8, 1988 --None--

MMM d, yyyy

Male
Female
Non-Binary

Prefer Not To Answer

Tips! Systemet kommer att soka for att sdakerstadlla att detta inte dar en dubblett.
Om det inte finns nagra mojliga dubbletter kommer du till steget for att ange
adress.



7  Klicka pa "S6k".

Please complete fields to begin new membership process

*First Name *Last Name

Example Fifity-One

* Date of Birth
Jan 8, 1988

MMM d, yyyy

Previous

8 Borja mata in ytterligare information.

Manage Club Members

Create New Contact

* First Middle * Gender

Name Name
Male
Exampl

* Date of

*Last i Birth
Name —
Jan¢ @

MMM d, yyyy

*Address Fields Required Primary Email

Address you@exampl

Country

Secondary Email
—-None--




9 Om duvill ligga till en adress viljer du land férst.

Manage Club Members

Fifity-On
MMM d, yyyy

"Address Fields Required Primary Email

Address you@exampl

Country

[ --None-—l

Secondary Email

you@exampl
Street
Mobile Phone

City State/Province  \work Phone
=Nt w

Zip/ Postal Code
Home Phone

10 Klicka pa "Land" fér att fa fram listan éver lander och vilj land.

Fifity-O1
MMM d, yyyy

*Address Fields Required Primary Email

Address you@exampl

Country

Secondary Email
--None--

you@exampl
Tunisia
Mobile Phone
Turkey

Turks and Caicos Islands
IC®  Work Phone

Uganda

Ukraine Home Phone

United Arab Emirates

United Kingdom




11 Ange ytterligare information om denna medlem.

WOVIVI O, Yy Yy

*Address Fields Required Primary Email

Address zFiftyone@fa

Country
) Secondary Email
United States
you@exampl
Street
Mobile Phone

630 942-223

462 Spring Way

“
City State/Province  \work Phone

Naperville Ilir w

Zip/Postal Code

|

Home Phone

12 Klicka pa "Nista".

Naperville

Zip/Postal Cod
s s Home Phone

60565

Occupation

Business/Co &

Spouse/Companio
n Full Name

Companion f

Previous




13 Ange startdatum for medlemskapet och "Medlemstyp".

Manage Club Members

*Membership Start Date
Sep 1, 2024
MMM d, yyyy

* Membership Type

[ --None--

o

Regular Member
Family Member

Leo Lion Member
Young Adult Member
Student Member

14 Klicka pa "Nista".

Vianage Club IViembers

*Membership Start Date * Membership Category
Sep 1, 2024 Active

MMM d, yyyy

*Membership Type

Regular Member




15 Lagg till medlemmens fadder. For att soka efter en fadder efter namn valjer du
"Namn" och klickar pa "Nasta".

Manage Club Members

Please search for a sponsor for the new member.

earch by Name or Lion ID

Previous

16 Ange namnet och klicka pa "Néasta".

R i A R

Please search for a sponsor for the new member.

*Search by Name or Lion ID

® Name
Lion ID

*First Name * Last Name

Example one

Previous ﬁ




17 Vilj medlem fran listan och klicka pa "Nasta".

Manage Club Members

1 of 1item * O items selected

Q. Search this list...

Name Member ID v ‘Club Name w

Example Club

)Example One 26691550 i
For Training

Previous

& Observera! Om detta inte ar ratt fadder klickar du pa "Foregaende" for att
aterga till steget att soka efter en fadder.

11



18 Bekrifta att du har valt ratt fadder och klicka pa "Nasta".

Manage Club Members

Use this sponsor for the new membership?

Name: Example One - Example Club For Training

Lion ID: 26691550

19 Ett gront meddelande visas hogst upp pa skarmen och du kommer tillbaka till
sidan "Klubbens information".

Visa medilemmen och mediemsinformationen

12



20 Under "Visa medlemmar" klickar du pa "Visa alla".

wn Cent Gl [ Ry
s L) Nv Mv Mv | Mv
seting Week of Month (i) Meeting Local Street (] ! "
st YUY TS Lion-
Chart 63
ceting Day @ Meeting Local City @ Exam a el
5 e i er- 012@ O0)
= $ | Regul lionfa 890
zeting Time 0 Meeting Local Zip Code 0 wel: ar ke.co 12
e s
00 [Activ. m 34
zeting Street @ Meeting Local State or Prov @ el
35 Town Road IL :
Lion-
seting City o Meeting Local Country o Chart zuser (63
aperville TR I SR Exam er 005@ O)
seting State or Prov @ Online Meeting 1 @ ple Regul lionfa 123
Five ar ke.co  -45
[Activ. m 67
seting Zip Code L+ ] Online Meeting 1 Place 0o el
1565
zeting Country @ Online Meeting 1 Address @ Lo
- Chart zuser (63
nited States =

- A ~

Meeting Location 2

seting 2 Place [ ] Meeting 2 Local Place [ ]

Tips! Du kan gora kolumnerna storre eller mindre genom att klicka och dra i
kolumnen enligt bilden nedan



21 Listan 6ver medlemmar visas.

®; Lion Portal

Home Membership v Service v

Accounts > Example Club For Training

Club Members

50+ items - Sorted by Contact Full Name - Updated a few seconds ago i~ ¢ Y
Con... @em.., v Email «~ Phone + LionlJ..~ Start.. v E. v Mem.. v Mem.. wv
Example ... |Lion-Cha... zuser008 (630)45... 7/1/2010 7/1/2010 Active M...  MEMBER.. v

2 Example ... |Lion-Cha.. zuser018.. (630)55.. 7/1/2010 7/1/2010 Active M... MEMBER... =
Example ... |Lion-Cha... zuser011l.. (630)78.. 7/1/2010 7/1/2010 Active M... MEMBER.. v
& Example ... |Lion-Reg... Zfiftyone... 630942-.. 9/1/2024 9/1/2024 Active M... MEMBER... '+
5 Example ... |Lion-Cha... zuser015.. (630)22.. 7/1/2010 7/1/2010 Active M... MEMBER.. v
Example ... |Lion-Stu.. zuser050.. (630)18.. 6/14/20.. 6/14/20.. Active M... MEMBER... v

292 For att se detaljerna om medlemstypen klickar du pa medlemstypen som
anges i blatt.

Home Membership v Service v Learn More v

:counts > Example Club For Training
lub Members

)+ items - Sorted by Contact Full Name - Updated a few seconds ago v || C|Y
Contact Full Name 1 v | Mem... v | Email | Phone - | LionlJ.. v | Start... v | E.. v | Mem.. v | Menm

l Example Eight Lion-Cha... zuserQ08.. (630) 45.. 7/11/2010 7/1/2010 Active M.. M .

) Example Eighteen Lion-Cha... zuser018.. (630)55.. 7/1/2010 7/1/2010 Active M... M
Example Eleven Lion-Cha... zuser011l... (630)78.. 7/1/2010 7/1/2010 Active M.. M

+ Example Fifity-One Lion-Reg... zfiftyone... 630942-.. 9/1/2024 9/1/2024 Active M..@
Example Fifteen Lion-Cha... zuser015.. (630)22.. 7/1/2010 7/1/2010 Active M... M
Example Fifty Lion-Stu...  zuser050.. (630)18... 6/14/20.. 6/14/20.. Active M... M
Example Five Lion-Cha... zuser005.. (630)12.. 7/1/2010 7/1/2010 Active M...
Example Forty Lion-Reg... zuser040... (630)80.. 6/14/20.. 6/14/20.. Active M... ™ 2



23 Detaljerna om medlemstypen visas.

ntact Club

Club Branch

Example Club For Training

ails

ub @

ub Branch @
Jlationship Type [ ]

smbership Sponsor [ ]

Membership Details

on Join Date @

Membership Status (]
Active Member
Membership Type

Lion

Membership Category @
Active

Program o
Regular

Add Type @
New

24 Bliddra for att se ytterligare detaljer.

art Date @
'1/2024 4

d Date @

tal Years @
05

Hierarchies

ambership Club
:ample Club For Training

AT Constitutional Area

AT Constitutional Area 1
AT Group

AT Group E - Area 1
ultiple District

ultiple District 1

'gion

i Region

Constitutional Area

U.S. and Affiliates, Bermuda and
Bahamas

LCIF Constitutional Area

LCIF Constitutional Area 1

LCIF Group

LCIF Group C - Area 1

District

District 1 J

Zone

SE Zone 1

Membership Full Type
Lion-Regular [Active]

Contact Customer Service
Email: lionssupport@lionsclubs.org

Phone: (+001) 630-468-6900

No related lists to display

-

15



25 Klicka pa linken under "Kontakt" fér att visa detaljer om medlemmen.

Contact

Details

Club @

Relationship Type o

Membership Sponsor @

Example Member One

v Membership Details

Lion Join Date @

Club
Example Club For Training

Regurar

Add Type [ ]
New

26 Detaljer om medlemmen visas.

imary Affiliation
@mple Club For Training

Name

Example Fifity-One
Primary Affiliation i ]
Example Club For Training

Nickname @
M-Man

Gender @
Male

Member 1D Email
26691601

Spouse Name [ ]

Companion Fifty-One

Birthday @
January 8

Birthdate
1/8/1988

Occupation o

Club Branch

zfiftyone@fake.com

Business/Consultant/Service Provider

v Local Language Information

First Name (Local)

Middle Name (Local)

I act Nama (I nrall

Membership Full Type
Lion-Regular [Active]

Contact Customer Service

Email: lionssupport@lionsclubs.org
Phone: (+001) 630-468-6900

Phone

630 942-2233

Contac

No related lists to display

bers Services

Email: lionssupport@lionsclubs.org
Phone: (+001) 630-468-6900

B cwMe.. 1) . ¢

1 item - Sorted by Start Date - Updated a
few seconds ago

Club Name W ‘ Membershi...

1 Example Club ...  Lion-Regular [
4 »
View All
:

e e

-

16



27 Bliaddra for att se mer detaljer.

v Contact Information
E Officer Titles (0)

Mailing Address
462 Spring Way
Naperville, Illinois 60565

United States

Preferred Phone 0

Mobile

Home Phone Preferred Email @
Personal

Mobile Personal Email @

630 942-2233 zfiftyone@fake.com

Work Phone @ Work Email @

Other Phone Alternate Email @ O

28 Klicka pa "Hem" for att aterga till startsidan.

Lion Portal .

Home Membership v Service v Learn More v

Contact

Example Fifity-One T TR

imary Affiliation Member 1D Email Phaone

Example Club For Training 26691601 Zfiftyone@fake.com 630 942-2233

Contact Members Services

Name Spouse Name @ Email: lionssupport@lionsclubs.org
Example Fifity-One Companion Fifty-One Phone: (+001) 630-468-6900

Primary Affiliation (i ] Birthday i ]

Example Club For Training January 8

Nickname @ Birthdate Club Me... (1) - ¢
M-Man 1/8/1988 1 item - Sorted by Start Date - Updated a

- - few seconds ago



29 Detta avslutar snabbvigledningen "Hantera klubbens medlemmar - Ligga till en

medlem".
Home Membership v Service v Learn More v
Welcome Example One!
MY MEMBERSHIP MY CLUB

MY ASSOCIATION

QO8NS .

18



