Actividades de servicio - Crear, presentar

informes, copiar Lion Portal
Una actividad de reunion

Esta guia es esencial para cualquier persona que desee gestionar eficazmente las
actividades del Lion Portal. Proporciona instrucciones paso a paso sobre como
crear, presentar informes y copiar actividades de servicio, centrandose
especificamente en las reuniones, que ahora tienen sus propias métricas de
presentacion de informes. Al sequir esta guia, los usuarios pueden agilizar su
proceso, asegurando la entrada de datos precisos y el seguimiento eficaz de los
esfuerzos de los voluntarios. Ademas, los consejos incluyen mejorar la facilidad de
uso, lo que facilita la navegacion y la gestion de las actividades de manera efectiva.

@ Consejo Las actividades de la reunién ahora tienen su propia clasificacion para la
presentacion de informes. Las métricas de este tipo de actividades se agrupan en
"Reuniones".

Esta guia rapida cubre la creacién, presentacion de informes, copia y
presentacion de informes de la nueva actividad para el tipo de actividad de
reunion.

1 Inicie sesion en el Lion Portal. lionportal.org

2 Haga clic en "Servicio"

Membership v Service v Learn More v

Welcome Example One!

MY MEMBERSHIP MY CLUB



http://lionportal.org/




3 Haga clic en "Mis actividades"

w5 .

Membership v Service A~ Learn More v

Welcome E ctivities

MY MEMBERSHIP MY CLUB

Crear una actividad de servicio



4 Haga clic en la pestafia "Actividades de servicio de club”

&5 a2

Membership v Service v Learn More v

‘ Create Service Activity

My Activities

My Club Activities (Last 3 Months) »

Q, Search this list... my = G £ Y

Refresh this list to view the latest data

Consejo, se muestran las opciones para navegar a los clubes Leo, Leon o distritos
adicionales donde también puede tener permisos para gestionar su Actividades
de servicio.



Para crear una actividad de servicio para su club, haga clic en el boton de
radio junto al nombre de su club.

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 Haga clic en "Siguiente”

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 Ingrese un titulo para la actividad de servicio.

Consejo Cada tipo de actividad de servicio tiene diferentes campos de datos
obligatorios. Los tipos de actividades de servicio son:

* Proyecto de servicio
* Recaudacién de fondos
» Donacion

» Reunion

8 Haga clic en este menu desplegable. Seleccionar el tipo de actividad de servicio

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  Este ejemplo es una actividad de servicio de tipo reunion, haga clic en "Siguiente"

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

1 Se crea una nueva actividad de servicio. Para empezar a editar la actividad
haga clic en el icono de un lapiz o en el boton "editar" en la esquina superior
derecha.

Service Activity

SA-05292416 Edit Copy Delete
e Sponsor Status
tample Club SAT - Club Meeting July Example Club For Training Draft
rtails Image Gallery Imag... Uploa...

v Information Use the Upload Images tab to begin

uploading images.

Record Type Report Complete (i ]

Meeting 5 4

Title @

Example Club SA1 - Club Meeting  #

July

Sponsor @ Cause

Example Club For Training rd Administration rd
Activit_y Level Project T}jpe >



11

Membership v

Service Activity

SA-05292416

e

@mple Club SA1 - Club Meeting July

Sponsor

Example Club For Training

Si hace clic en "Editar" se abrira un nuevo pop-up

a @

More v

Copy Delete

Service v Learn

Status
Draft

itails Image Gallery

v Information

Record Type Report Complete @

Meeting i3
Title @
Example Club SA1 - Club Meeting  #

12 Para introducir/actualizar datos, haga clic en los

Imag... Uploa...

Use the Upload Images tab to begin
uploading images.

campos o use la tecla "tab"

Edit SA-05292416

Information

Record Type

Meeting

This field cannot be changed after the event is

created.

*Sponsor [ ]

Example Club For Training

X

Activity Level
Lions Club

Cancel

* = Required Information

Report Complete [ ]

O

View all dependencies

Cause

Administration

Project Type

Activities in Strengthening Club

Save




13 Puede desplazarse por el formulario

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

This field is calculated upon save

View all dependencies
Status 0 Description 0 O

Draft

Activities in Strengthening Club

14 La actividad de servicio requiere una descripcion Haga clic en el campo
"Descripcion” para introducir datos.

*Sponsor @ Cause

Example Club For Training Administration

View all dependencies

Activity Level Project Type
Lions Club

This field is calculated upon save

Activities in Strengthening Club

View all dependencies

Status @
Draft

This field is calculated upon save

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




15 Haga clic en el campo "*Fecha de inicio". Escriba la fecha utilizando el formato

MM/DD/AAAA

Activity Level
Lions Club

This field is calculated upon save

Status @
Draft

This field is calculated upon save

*Start 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

M/d/yyyy

End Date @

M/d/yyyy

16 Haga clic en el campo "Fecha de finalizacion".

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

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

10



17 Haga clic en el icono del calendario para seleccionar una fecha del calendario

4 September
-
Sun  Mon Tue Wed
L
1 2 3 4
1
8 9 10 11
9
[ 1k:) 16 17 18
1
22 23 24 25
29 30 1 2
6 T 8 9
Today
M/dlyyyy

18 Haga clic en la fecha

July

Tue

Wed

Thu

12

19

26

10

2024

13

20

27

11

i3

A
v

Sat

14

21

28

12

Cancel

Cancel

View all dependencies

Project Type
Activities in Strengthening Club v

View all dependencies

Description @ 2
Records the description of the

activity

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

Save

View all dependencies

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

11



19 Haga clic en el campo "Total de voluntarios" para introducir los datos

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

Haga clic en el campo "Total de horas de voluntariado" para introducir las
horas. Este es un campo de datos obligatorio

Required Metrics

Total Volunteers @

30

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

Total Valupteer Hours [ ]

)]

Optional Metrics

People Served @

Cancel

12



@ Consejo

Se requieren fondos totales donados para un tipo de actividad de
servicio de "donacién". Se requieren fondos totales recaudados
para un tipo de actividad de servicio de "recaudacién de fondos".

Los fondos pueden introducirse en la moneda local seleccionando "Moneda" y
cambiando el tipo de moneda.

21 Desplazandose mas lejos, se muestran mas métricas.

Currency

USD - US. Dollar

Total Funds Raised @ Total Funds Raised (USD) @

0.00

Total Funds Donated o Total Funds Donated (USD) o

0.00

Organization Benefited @

Donation to LCIF o




22 Continte desplazandose.

Additional Details

Signature Activity @

Funded by an LCIF Grant @

Venue @
Start Time o

End Time @

23 Continte desplazandose para introducir mas detalles opcionales sobre la
actividad

Funded by an LCIF Grant @

Venue o
Start Time @

End Time @

Venue Time Zone @

--None--

14



24 Haga clic aqui.

signature Activity &

Funded by an LCIF Grant @

Venue @
Start Time o
End Time @

Venue Time Zone o

--None--

25 Haga clic en "Guardar" para guardar la entrada de datos

“
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 .

15



2 Cuando se guarde, aparecera el mensaje verde "jExito!". Haga clic en la "X"
para cerrar el mensaje.

@ 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  #

Consejo Cuando haya pasado la fecha de finalizacién de la actividad, el estado
se establecerd en "Listo para presentar el informe".

16



27

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 4

Project Type

Activities in Strengthening Club 4

Description 3]

Records the description of the 4

activity
Created By

PM

Esta actividad de servicio esta "lista para presentar informes"

Imag... Uploa...

Use the Upload Images tab to begin

uploading images.

28 Para presentar el informe de la actividad completada. Haga clic en el icono de
lapiz junto a "Informe completado”

Service Activity

SA-05292416

le

@mple Club SA1 - Club Meeting July

rtails Image Gallery

v Information

Record Type

Meeting 7
Title @

Example Club SA1 - Club Meeting  #
July

Sponsor o

Activity 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

17



29 Haga clic en el campo "Informe completado”.

Service Activity

SA-05292416

Title
Example Club SA1 - Club Meeting July

Details Image Gallery

v Information

Record Type
Meeting
“Title @

Cancel

30 Haga clic en "Guardar"

Edit Copy

Status

Ready to Report

Sponsor

Imag... Uploa.

* = Required Information
Use the Upload Images tab to begin

uploading images.

rt Complete @

Delete

Service Activity

SA-05292416

Title
Example Club SA1 - Club Meeting July

Details Image Gallery

v Information

Record Type
Meeting
“Title @

Save
Edit Copy
Sponsor Status
Example Club For Training Ready to Report
Imag... Uploa.

* = Required Information
Use the Upload Images tab to begin

uploading images.

Report Complete @

v

Delete

18



@ Esto completa la creaciéon y presentacion de informes de una actividad de servicio

Copiar una actividad de servicio

Consejo, si se trata de una actividad recurrente (de cualquier tipo), configurar
actividades futuras ahora puede ahorrar tiempo en el futuro.

31 Haga clic en "Copiar"

@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 £7
Title @
Example Club SAL - Club Meeting  #

<

@ Consejo, se le llevara a la actividad recién creada desde el boton de copiar.

19



3 Al copiar, aparecera un mensaje verde que dice "jExito!". Haga clic en la "X"
para cerrar el mensaje.

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 Haga clic en "Editar"

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

editar

35

Se recomienda que haga que el titulo sea unico. Haga clic en el "Titulo" para

Edit SA-05292417

* = Required Information
Information

Record Type Report Complete o
Meeting

*Title @

A
[ Example Qqu Meeting Ju ]

* Sponsor [ ) Cause

Example Club For Training X Administration

View all dependencies

Activity Level Project Type

Lions Club Activities in Strengthening Club v

Cancel Save

Escriba "Aug"

jAlerta! Las fechas de inicio y finalizacion no se copian de la actividad. Estos
deben ser ingresados.

21



36 Haga clic en el campo "*Fecha de inicio" e ingrese la fecha. Repita para la "fecha de
finalizacién"

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 Haga clic en el campo "Total de voluntarios".

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

22



3 Si es necesario, actualice el "Total de voluntarios" y el "Total de horas de
voluntariado" y cualquier otra métrica

(ST RSy FAErE =3

M/dlyyyy

Required Metrics

Total Volunteers o

35

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

Total Volymtes; Hours @

Bl

39 Desplacese hacia la parte superior y haga clic en el campo "Informe completado".

Edit SA-05292417

* = Required Information

Information

Record Type ’?"‘i Complete i ]
Meeting l!,”

“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

23



40 Haga clic en "Guardar"

* = Required Information

Information

Record Type Report Complete L ]
Meeting v
*Title @

Example Club SA2 - Club Meeting AL

*Sponsor i ] Cause

Example Club For Training Administration

View all dependencies

Activity Level Project Type

Lions Club Activities in Strengthening Club

¢

4 Cuando se guarde, aparecera el mensaje verde "jExito!". Haga clic en la "X"
para cerrar el mensaje. Han sido remitidas las actividades de servicio de
su club.

@ Service Activity "a29NqO00001k5NVIAY" was saved . -

Membership v Service v Learn More v

Service Activity

SA-05292417 Edit Copy Delete
le Sponsor Status
@mple Club SA2 - Club Meeting Aug Example Club For Training Reported
stails Image Gallery Imag... Uploa...

v Information Use the Upload Images tab to begin

uploading images.

Record Type Report Complete @
Meeting £ 7 d
Title @

Example Club SA2 - Club Meeting  #'



42 Para volver a los detalles del club, haga clic en el Nombre del club o en la pestafia
"Detalles"”

=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 Haga clic en "Actividades de servicio de club" para ver la Actividad de servicio
recién creada

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 . §

25



44 Se muestra la lista de actividades de servicio

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 Haga clic en "Inicio" para volver a la pagina de destino principal.

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

26



4

Con esto concluye la Guia rapida "Actividades de servicio: crear, informar y
copiar una actividad de reunién".

Welcome Example One!

MY MEMBERSHIP MY CLUB

MY ASSOCIATION

27



