Hantera klubbens tjansteman - 4 Lion Portal
Skapa en ny post

Denna vagledning ar viktig for alla som arbetar med att hantera klubbtjansteman i
klubben och effektiviserar processen med att tilldela roller pa olika nivaer. Den
ger tydliga instruktioner om hur man anvander Lion Portal for att inregistrera
klubbtjanstemadn och se till att alla n6dvandiga poster ar tillsatta, for att klubbens
verksamhet ska fungera smidigt. Dessutom betonar vdagledningen vikten av
korrekta titlar och ger tips om effektiv hantering, vilket gor den till en vardefull
resurs for ledare i Lions. Genom att folja denna vdagledning kan anvandarna
forbattra klubbens ledarstruktur och sakerstalla att de uppfyller organisationens
krav.

@ Tips! Har visas hur du inregistrerar tjinsteméin i din klubb. Processen att
inregistrera tjansteman i distrikt eller multipeldistrikt foljer samma steg,
men listan over titlar kommer att andras beroende pa niva.

Tjansteman kan inregistreras for innevarande ar. Dessa trader i kraft
omedelbart och upphor att galla den 30 juni. Poster for kommande ar

trader i kraft den 1 juli ndsta verksamhetsar och slutar den 30 juni det
verksamhetsaret.

& Observera! For att kunna inregistrera tjansteman maste du ha en titel som
ger dig denna behdrighet. Titlar som kan inregistrera tjansteman pa
klubbniva ar:

* Klubbens president
* Klubbens sekreterare
* Klubbens administrator

« Distriktets administrator kan inregistrera tjansteman i din klubb

1 Logga in pa Lion Portal lionportal.org



http://lionportal.org/

2 Klicka pa "MIN KLUBB".

Membership v Service v

Welcome Example One!

MY MEMBERSHIP

MY ASSOCIATION A\

Skapa tjanstemannapost

3 Klicka pa "Hantera klubbens tjansteman".

Naperville, Illinois 60565
United States

» Details  Data Export  Club Statements  Club Service Activities  More Member ... Club Acti...

count Name Type ©

:ample Club For Training Lions Club Manage Club Members
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strict 1 J 50

'gion or Zone Club Specialt

Serrzsos: B i Manage Club Officers

iZonel el

niD @ Club Sub-Specialty @

10158

Manage Cub Club
uth Programs [ ] Specialty Description i
Arts and Entertainment Leader

Charter Established Date o
7/1/2010

Manage Delegates
Club Details m



4 Klicka pa "Skapa ny post".

Manage Club Officers

lect from the options below
reate New Assignment

End Assignment

Add Officer Address

5 Klicka pa "Nasta".

Manage Club Officers

*Select from the options below
® Create New Assignment
End Assignment
Add Officer Address




6 Klicka pa "Nuvarande verksamhetsar" for att skapa en omedelbar post.
Klicka pa "Kommande verksamhetsar" for att ange ndsta ars post som galler
fran och med den 1 juli.

Manage Club Officers

When Should This Assignment Begin?

urrent Lion Year
Upcoming Lion Year

Previous

7 Klicka pa "Nasta".

Manage Club Officers

When Should This Assignment Begin?

*

o Current Lion Year
Upcoming Lion Year

Previous




8 Klicka pa denna meny for att vilja typ av titel "Tjansteman" eller "Administrator".

Manage Club Officers

What is the Officer and Title Type for this title?

* Officer Type

—None-

*Title Type (i ]
Official

-None
Officer

Administrator

& Observera!

Officiella titlar ger behorighet att utfora atgarder i och visa medlemsdata
i Lion Portal.

Lokala titlar ar specifika for endast din klubb och ger inte tillgang till
atgarder eller data 6ver nivan for ej tjansteman.



@) Tips!

Varje klubb bor inregistrera:
* Klubbens president
* Klubbens kassor
* Klubbens sekreterare
* Klubbens administrator

Varje distrikt och multipeldistrikt uppmuntras att utse en administrator i
distriktet respektive multipeldistriktet. Dessa befattningar kan hjdlpa och
utfora funktioner for klubbarna i respektive omrade.

9 Klicka pa denna meny for att vilja "Officiell" eller "Lokal" titel.

Manage Club Officers

What is the Officer and Title Type for this title?
* Officer Type

Officer

*Title Type o
Official

Previous

Official

Local




10 Klicka pa "Nasta".

Manage Club Officers

What is the Officer and Title Type for this title?
* Officer Type

Officer

*Title Type o

Official

Previous

11 Klicka pa denna meny fér att visa listan dver officiella titlar som kan tilldelas.

Manage Club Officers

* Officer Title

-None--

Active Members
50 of 50 items - O items selected
Club Director

Club First Vice President
Club LCIF Coordinator

Club Marketing Chairperson

Club Membership Chairperson
Club President

Club Second Vice President



12 For att valja medlem for titeln bladdrar du i listan eller klickar pa "Sok i
listan..." for att soka och begransa listan.

Manage Club Officers

* Officer Title

Club President

Active Members

50 of 50 items * 0 items selected

Q |Search this list...
6--, . 3

—

Full Name v ‘ Member ID
Example Member Eight 26691558

Example Member

Eiahitess 26691568

Example Member Eleven 26691561

Example Member

i 26691565
Fifteen

13 Skriv in texten i sokfiltet bredvid forstoringsglaset.



14 En lista med mojliga matchningar visas. Klicka knappen for att vilja medlem.

* Officer Title

Club President

Active Members

4 of 4 items + 0 items selected

Q. one

Member ID

Full Name v

Example Member Forty-
One

Example Member One

Example Member Thirty-
One

26691591

26691550

26691581

Example Member

15 Bliddra nedat, om det behdvs, och klicka pa "Nésta".
Q, one
Full Name

v Member ID

Example Member Forty-

One

Example Member One

Example Member Thirty-

One

Example Member
Twenty-One

26691591
26691550

26691581

26691571

Previous ‘




16 Om du vill lagga till ytterligare en adress for tjdnstemannen valjer du
knappen "Ja".

Manage Club Officers

Would you like to add an officer address?

17 Klicka pa "Nasta".

Manage Club Officers

Would you like to add an officer address?

*

@ Yes
No

10



18 Medlemmens hemadress och om det finns en befintlig adress till
tjdnstemannen kommer att visas.

If the Officer Address is different from the Home Address,
update it now.

Home Address:

3806 Gladstone Avenue
Riverside, Illinois 60546
. United States

Officer Address
Country

Street

542 Main Street

City
Riverside

Zip/Postal Code
60546

19 Om informationen behover uppdateras anger du uppdateringarna. Om
informationen ar korrekt behover inga andringar goras. Nar du ar klar
klickar du pa "Spara".

Home Address:
3806 Gladstone Avenue

Riverside, Illinois 60546 )
United States United States

Officer Address
Country

Street

542 Main Street

A
City State/Province|

Riverside v

Zip/ Postal Code
60546

Previous

11



20

Observera! Det kan ta upp till 24 timmar innan dndringarna trader i kraft.
Det tar langre tid att skapa behdrigheter ju hogre befattningsniva man har.
Multipeldistrikt (langst tid) ner till klubbniva (kortast tid). Behorigheter pa
klubbniva ar i allmanhet tillgdangliga inom 5-30 minuter.

Nar posten har skapats visas ett gront meddelande. Klicka pa "X" for att stanga
meddelandet.

Klicka pa knappen "Nej” for att inte gora fler inregistreringar.

o Success!

Success! - Note: portal user permissions may take ~ 24 hours to fully activate

Manage Club Officers

Would you like to create another Officer Title Assignment?

Tips! | féljande steg upprepas processen for att lagga till ytterligare
en "Officiell" titel. Detta exempel ar klubbens administrator. Hoppa
till steg 32 for att slutfora inregistrering av tjdnsteman.

12



21 vilj "Ja" for att inregistrera en annan tjansteman. Vilj "Nej" for att sluta lagga till
tjdnsteman.

Manage Club Officers

Would you like to create another Officer Title Assignment?

22 Klicka pa "Nasta".

Manage Club Officers

Would you like to create another Officer Title Assignment?

13



23 Klicka pa "Nuvarande verksamhetsar".

Manage Club Officers

When Should This Assignment Begin?

urrent Lion Year
Upcoming Lion Year

Previous

24 Klicka pa "Nasta".

Manage Club Officers

When Should This Assignment Begin?

o Current Lion Year
Upcoming Lion Year

Previous

14



25 Klicka pa denna meny.

Manage Club Officers

What is the Officer and Title Type for this title?

* Officer Type

-None-

* Title Type o

Official

-None-
Officer

Administrator

26 Klicka pa "Nasta".

Manage Club Officers

What is the Officer and Title Type for this title?
* Officer Type
Administrator

*Title Type o

Official

Previous O

15



27 \Vilj titel och de medlemmar som ska tilldelas respektive titel.

Manage Club Officers

* Officer Title

[ Club Administrator

Please select a choice.

Active Members

50 of 50 items + 0 items selecteg=mm,

Q |Search this list...

Full Name v | Member ID

Example Member Eight 26691558

Example Member

915
Eighteen Rt

Example Member Eleven 26691561

Example Member

28 Klicka pa "Nasta".

Full Name v | Member ID

Example Member Forty-
Four

26691594

Example Member Four 26691554

Example Member
Fourteen

26691564

Example Member Thirty-
Four

26691584

Example Member
Twenty-Four

26691574

Previous ﬁ




29 Klicka pa "Nej" om du inte vill ligga till en tjinstemans adress.

Manage Club Officers

Would you like to add an officer address?

30 Klicka pa "Nasta".

Manage Club Officers

Would you like to add an officer address?

*

17



31 Nar posten har skapats visas ett gront meddelande. Klicka pa "X" for att stinga
meddelandet.

Success!
Success! - Note: portal user permissions may take ~ 24 hours to fully activate

Manage Club Officers

Would you like to create another Officer Title Assignment?

32 Vilj "Nej" for att slutféra inregistrering av tjdnstemén. Klicka pa "Nasta".

Manage Club Officers

Would you like to create another Officer Title Assignment?

*

Ga igenom inregistreringen av tjansteman

18



Tips! Genomgang av tjanstemannens titlar. | detta avsnitt visas hur du gar
igenom tjanstemadnnens titlar.

33 Klicka pa "Visa klubbens tjansteman".

'gion or Zone o

uth Programs (]

Club Details

sscription

Address

ling Address

24 Any Place
aperville, Illinois 60565
nited States

lipping Address
4 Any Place

Club Specialty @
Cultural

Club Sub-Specialty @

Specialty Description @
Arts and Entertainment

Charter Established Date @
7/1/2010

Website

Manage Club Officers

Manage Cub Club

Leader

Manage Delegates

View Delegates

View Club Officers

Club Me... Club Offic... Mo

19



34 Vilj den post du vill granska. Nuvarande, tidigare och kommande samt klicka pa

"Nasta".

View Club Officers

Which Officers Would You Like To See?

@ Current Officers
Past Officers
Future Officers

35 Listan dver tjansteman visas.

Club
Secret Sep..

ary

Club
Presid Sep ...
ent

Club

Admi
nistrat

Previous

20



36 Klicka pa "X" for att stinga detta fonster.

View Club Officers

Club
Secret; [Sepi.-
ary

Club
Presid Sep ...
ent

Club
Admi
nistrat
or

Previous

37 Klicka pa "Hem".

% Lion Portal

Home Membership v Service v Learn More v
Account + Fol
@ Example Club For Training i
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  Club Service Activities  More Member ... Club Acti...

Account Name Type @
Example Club For Training Lions Club Manage Club Members

Parent Account @ Active Member Count



38

MY MEMBERSHIP

Detta avslutar snabbvdgledningen "Hantera klubbens tjansteman -
Skapa en ny post".

MY CLUB

MY ASSOCIATION

22



