Atgard i klubb - Skapa en klubbfilial [UIELLEEE

Denna vagledning ar viktig for alla som vill inregistrera en klubbfilial genom Lion
Portal och innehaller en process som sdkerstaller att alla nodvandiga krav uppfylls.
Den lyfter fram viktiga roller som behovs, till exempel klubbfilialens kontaktperson
och klubbtjansteman, samtidigt som den vdgleder anvandarna genom processen att
skicka in och att bli godkand. Dessutom beskriver vagledningen hur man hanterar
och visar klubbfilialen nar den har skapats, vilket gor den till en omfattande resurs
for effektiv klubbverksamhet. Genom att folja denna vagledning kan anvandarna
effektivt navigera i skapandet och hanteringen av sin klubbfilial, vilket forbattrar
klubbens rackvidd och paverkan.

1 Loggain pa Lion Portal lionportal.org

@ Tips! Den har vagledningen gar igenom hur du skapar en klubbfilial. Att skapa
en klubbfilial:

* Minst fem (5) medlemmar kravs
« En kontaktperson, som inte ar medlem i klubbfilialen, maste utses

- Klubbfilialens tjdnsteman, det vill sdga president, sekreterare och kassor, maste
utses och vara medlemmar i klubbfilialen

Nar LCI har godkant klubbfilialen andras dess status fran "Vantar" till "Aktiv"


http://lionportal.org/

2 Klicka pa "MIN KLUBB".

Membership v Service v

Welcome Example One!

MY MEMBERSHIP

MY ASSOCIATION

3  Klicka pa "Atgird i klubb".

Home Membership v Service v Learn More v
Account
Example Club For Training + Fallne
on ID Type Status Billing Address Active Member Count
J0158 Lions Club Active 124 Any Place 56

Naperville, Illinois 60565
United States

» Details Data Export Club Statements Club Service Activities More Member ... CI@...

count Name Type @

:ample Club For Training 4 Lions Club s L

rent Account @ Active Member Count

strict 1) 26

'gion or Zone Club Specialty

5 ° petidhy 9 Manage Club Officers

;Zone 1 Cultural @
niD @ Club Sub-Specialty @

N1 EQ i

Skapa klubbfilialen



4 Klicka pa "Skapa klubbfilial".

count Name

:ample Club For Training

rent Account @

.gion or Zone @

uth Programs [ ]

Club Details

sscription

Address

ling Address

(Y S T

Type ©
Lions Club Get Membership Cards

Active Member Count

56
Club Specialty @ Get Delegate
Cultural Confirmation Letter

Club Sub-Specialty @

Specialty Description [ ] View Reports
Arts and Entertainment
Charter Established Date o
7/1/2010

ILb Branch

Website

Create New Application

Edit Club Details -

5 Ange information om klubbfilialen. Filt markerade med en réd stjirna (*) maste

fyllas i.

Create Club Branch

Please enter New Club Branch Details.

*Branch N Branch Specialty
[ | | } ] -- none selected -
“-

Club Branch Meeting Information (Optional)

Meeting Street Meeting City

Meeting Zip Code Meeting State/Prov

Meeting Country Meeting Place

Meeting Week of the Month Meeting Local Place




6  Fortsitt att bladdra genom formuléret och ldgg till information.

Create Club Branch

Please enter New Club Branch Details.
*Branch Name Branch Specialty
Example Club Branch Life-Stage/Experience

Branch Sub-Specialty

- none selected -

Club Branch Meeting Information (Optional)

Meeting Street Meeting City

Meeting Zip Code Meeting State/Prov

Meeting Country Meeting Place

7 Nir inmatningen av information ar klar klickar du pa "Nasta" for att fortsétta.

Meeting Country Meeting Place

Community House
Meeting Week of the Month Meeting Local Place
First -
Second Meeting Day

Third Tuesday

Fourth Meeting Time

Fifth 11:30

Online Meeting




Tips! | detta steg laggs tjanstemdnnen och kontaktpersonen till. En lista over
medlemmarna kommer att visas vid varje titel. Valj medlem genom att klicka pa
namnet.

Vilj kontaktperson.

Create Club Branch

Assign a Branch Liaison Officer to the Primary Club

* Branch Liaison

[ Example Eight

Assign Club Branch Officers

*Branch President

-None--

*Branch Secretary

~-None--

*Branch Treasurer

-None--




9 vilj president.

Create Club Branch

Assign a Branch Liaison Officer to the Primary Club
* Branch Liaison

Example Eight

Assign Club Branch Officers

*Branch President

Example Forty-Four ‘., )

*Branch Secretary

-None--

*Branch Treasurer

--None--

10 Vilj sekreterare.

Assign a Branch Liaison Officer to the Primary Club
* Branch Liaison

Example Eight

Assign Club Branch Officers
* Branch President

Example Forty-Four

* Branch Secretary

[ Example Forty-Five 6 i )

*Branch Treasurer

--None--




11 Vilj kassor.

* Branch Liaison

Example Eight

Assign Club Branch Officers
* Branch President

Example Forty-Four

* Branch Secretary

Example Forty-Five

* Branch Treasurer

[ Example Forty-Six

12 Klicka pa "Fortsatt".

* Branch Liaison

Example Eight

Assign Club Branch Officers
* Branch President

Example Forty-Four

*Branch Secretary

Example Forty-Five

*Branch Treasurer

Example Forty-Six

Previous




13 Vilj den fjairde medlemmen i klubbfilialen.

Create Club Branch

Please assign Members to your New Club Branch. A minimum
of 5 Members are required for a New Club Branch.

*Club Branch *Club Branch *Club Branch
President Secretary Treasurer

Exampl 3 Exampl 3 Exampl
*Member 5

N
—None- |

*Would you like to add additional Members?

No

Previous

14 Vilj den femte medlemmen i klubbfilialen.

Create Club Branch

Please assign Members to your New Club Branch. A minimum
of 5 Members are required for a New Club Branch.

*Club Branch *Club Branch *Club Branch *Member 4

President Secretary Treasurer il
” " Exampl
Exampl Exampl | Exampl

v

*Would you like to add additional Members?

No

Previous




15 Ytterligare medlemmar kan laggas till genom att vilja knappen "Ja".

Please assign Members to your New Club Branch. A minimum
of 5 Members are required for a New Club Branch.

*Club Branch *Club Branch *Club Branch *Member &

President Secretary Treasurer : | .
xampl

Exampl Exampl | Exampl

L 4
*Member 5

A
v

Exampl

*Would you like to add additional Members?

Previous

16 Klicka pa "Nasta" nar alla medlemmar i klubbfilialen har lagts till.

Please assign Members to your New Club Branch. A minimum
of 5 Members are required for a New Club Branch.

*Club Branch *Club Branch *Club Branch *Member 4

President Secretary Treasurer i
= = R Exampl §
Exampl | Exampl | Exampl

o
*Member 5

Exampl |

*Would you like to add additional Members?

Yes
@ No

Previous




Tips! Ett gront meddelande visas som anger att klubbfilialen har skapats och
skickats till LCI for godkdannande. Klicka pa "X" for att stanga meddelandet.

Visa klubbfilialen

17 Klicka pa "Mer".

—— o]
sscription Website
Create New Application
Address
ling Address . .
Edit Club Details
24 Any Place

aperville, Illinois 60565
sited States

Club Me... Club Offic...

iipping Address

24 Any Place

aperville, Illinois 60565
1ited States

v Active Members

Active Members

Meeting Location 1 56 of 56 items

Q, Search this list...

seting Place o Meeting Local Place o

wn Center T3 Yex

} Nv My Mv My gy
zeting Week of Month L ] Meeting Local Street {: ]

st Lion- -



18 Klicka pa "Fadderklubbar".

kit Dietalis N
sscription Website
Create New Application
Address
ling Address < :
Edit Club Details
24 Any Place

aperville, Illinois 60565

“ited States
Club Me... Club Offic... More

iipping Address ———
2 p

2 An?f Iac? . S o
aperville, Illinois 60565 N

vited States
Active Members

Meeting Location 1 56 of 56 itermns

Q, Search this list...

seting Place @ Meeting Local Place @
<3 [ |
wn Center TR e | s | Rse | e i
seting Week of Month 0 Meeting Local Street (i ] @
st Lion- "

@ Tips! Under "Fadderklubbar" anges alla de klubbar din klubb ar fadder fér. De
omfattar:

« Klubbfilialer
* Leoklubbar

* Ansdkan om ny klubb

11



19 En lista 6ver fadderklubbar visas. Klicka pa knappen intill klubben.

dperviie, Hnuis ouooa

“ited States

lipping Address

24 Any Place

aperville, Illinois 60565
nited States

Meeting Location 1

Meeting Local Place @

AR

Meeting Local Street {: ]

aseting Place @

wn Center

seting Week of Month @
st

2eting Day @ Meeting Local City @
onday

seting Time i ] Meeting Local Zip Code o

.00
seting Street @ Meeting Local State or Prov @
55 Town Road IL
seting City @ Meeting Local Country @
aperville us

2 s - e g i am

20 Klicka pa "Visa" for att se detaljerna.

dperviie, Hnuis ouooa

1ited States

iipping Address

24 Any Place

aperville, Illinois 60565
rited States

Meeting Location 1

Meeting Local Place @

TR

Meeting Local Street L: ]

aseting Place @

wn Center

seting Week of Month @
st

2eting Day @ Meeting Local City @
onday

seting Time i ] Meeting Local Zip Code 0

.00
seting Street @ Meeting Local State or Prov @
5 Town Road IL
seting City [ ] Meeting Local Country (i)
aperville us

2 i - AT

Club Mem...

Sponsore...

» Sponsored Clubs

More

1 of 1 item * O items selected

Q, Search this list...

Nwv | T.s

S. v

Pend

Appr
oval

|

Exam
ple Club

Club | Bran

/| Bran ch
ch
4
Club Mem... Sponsore...

~ Sponsored Clubs

v

1of 1item * 1 item selected

Q, Search this list...

Nv | T.wv

Exam

ple Club
Club  Bran
Bran ch
ch

S. v

Pend

Appr
oval

Ch.

“©

More

Ch.

12



21 Sidan for den valda klubben visas.

Observera: "Status" ar "Vantar pa godkannande". Nar den ar godkand
kommer "Status" att vara "Aktiv".

Home Membership v Service v Learn More v

E Account + Fol
@ Example Club Branch cow
Lion ID Type tatus Billing Address
200164 Club Branch nding Approval
Club Details Club Acti...
Account Name Type @
Example Club Branch 4 Club Branch Edit Gt Branich
Parent Account @ Active Member Count
Example Club For Training (o} 7
Club Me... Club Offic...
Region or Zone @ Club Specialty @
LionlID @ Club Sub-Specialty (i ] v Active Members
200164
Active Members

Youth Programs [ ] Specialty Description L: ]

22 Klicka pa "Visa alla" for att se en ldngre lista 6ver medlemmarna.

TR ple e
Forty- Regul lionfa 167
ling Address y ar ke.co -78
. Seven :
[Activ. m 88
el
ipping Address
Lion-
Branc zuser (63
. . Exam b
Meeting Location 1 e h- 044@ 0)
Regul lionfa 134
Forty-
seting Place [ ] Meeting Local Place (i ] Four ar ke.co -45
smmunity House [Activ. m 55
e
aeting Week of Month @ Meeting Local Street @ !
2eting Day [i ] Meeting Local City 0 @. Il
zeting Time @ Meeting Local Zip Code @

Contact Members Services
Email: lionssupport@lionsclubs.org
seting Street o Meeting Local State or Prov o Phone: (+001) 630-468-6900

seting City o Meeting Local Country o I

seting State or Prov ;] Online Meeting 1 L)




@ Tips! Nar en medlem i din klubb tilldelas klubbfilialen kommer deras
"Medlemstyp" nu att visa "Filial" i deras "Medlemstyp".

23 Listan over medlemmar som tilldelats klubbfilialen visas. Klicka pa lanken for
att aterga till sidan for klubbfilialen.

> Lion Portal

Home Membership v Service v Learn

Accounts > Example Clh
Club Branch Memlbrets

5 items - Updated a few seconds ago %~ ¢ Y
Contact Full ... v | Membershi... s~ | Start.. ~ | E.. s | Members... v | Membershi... s | Membershi...

1 Example Forty-F... Lion-Branch-Re... 4/15/20... Active Memb... Example Twent... MEMBER#0011... w
Example Forty-Six  Lion-Branch-Fa...  4/15/20.. Active Memb... Example Twent.. MEMBER#0011 v
Example Forty-E... Lion-Branch-For... 6/14/20... Active Memb... Example One MEMBER#0011. v

4 Example Forty-S... Lion-Branch-Re... 6/14/20... Active Memb... Example Eleven MEMBER#0011...

5 Example Forty-F... Lion-Branch-Re... 6/14/20... Active Memb... Example Forty-F... MEMBER#0011 v



24 Klicka pa "Klubbtjansteman".

Home Membership v Service v Learn

Account

Example Club Branch

on ID Type
J0164 Club Branch
) Details

count Name

.ample Club Branch

rent Account @

.gion or Zone @

niD @
10164

uth Programs i ]

Status Billing Address

Pending Approval

Club Acti...

Type L ]

Active Member Count

More v

4 Club Branch Edit Club Branch

+ Follow

4]
Club Me... C@m..
Club Specialty @

Club Sub-Specialty @ v Active Members

Active Members

Specialty Description {: ]

B ~f R itame

25 Nu visas varje tjansteman som "Aktiv" eller "Tidigare". Ga ner pa sidan for att

"Visa alla".

WGITPIE iU DIl

rent Account @

:gion or Zone L ]

n 1D o
10164

uth Programs i ]

Club Details

sscription

Address

ling Address

ipping Address

Active Member Count

. e _

0

Club Mem... Club Offi...
Club Specialty (]
Club Sub-Specialty @ v Active Officers

Active Officers

Specialty Description [ ]

4 of 4 items

Charter Established Date @

Exam
Website ple

Forty-

Four

Exam
ple
Forty-
Five

Search this list.

on

Bran
ch

Presi
dent

Bran
ch
Secre
tary

zuser
044
@lio
nfake

com

zuser
045
@lio
nfake

O

(630)
134-
4555

(630)
145-
5666

15



26 Klicka pa "Visa alla" for att visa en langre lista 6ver tjainstemaén.

2eting Week of Month @ Meeting Local Street @ >
seting Day o Meeting Local City @
v Non-Active Officers
aeting Time o Meeting Local Zip Code o =
Non-Active Officers

seting Street () Meeting Local State or Prov [: ) i

Search this list...
seting City @ Meeting Local Country @

Na... v | Title v | End D...

seting State or Prov o Online Meeting 1 L ] . .

No items to display.
zeting Zip Code o Online Meeting 1 Place o

@l H

seting Country @ Online Meeting 1 Address @

Meeting Location 2

zeting 2 Place @ Meeting 2 Local Place @

27

Listan over tjansteman visas.

Contact Members Services

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

-

Klicka pa lanken "TT-########" for att se detaljerna i "Tjanstemannens titel"

(TT).

Klicka pa lanken med klubbens namn for att aterga till sidan for klubben.

Membership v

Service v Learn More v

Accounts > Exampranc
Officers

4 jtems - Sorted by End Date - Updated a few seconds ago

Member Full ... | Title v | Member Email

1 Example Eight Branch Liaison

2 Example Forty-Four  Branch Preside...

Example Forty-Five Branch Secretary

&4 Example Forty-Six Branch Treasurer

zuser008@lionfake.co...

zuserD44@lionfake.co...

zuser045@lionfake.co...

zuser046@lionfake.co...

g-||C|Y

v | MemberP... v | O... v | E. 4 v | OfficerT... v

(630) 456-78...  Active OTA-7200348 | v
(630) 134-45...  Active OTA-7290349 v
(630) 145-56...  Active OTA-7290350 v
(630) 156-67...  Active OTA-7290351 | v

16



& Observera! Andringar kan inte géras i klubbfilialen ndr den har statusen "Vantar
pa godkdnnande". Om andringar behovs kontaktar du Servicecenter for
medlemmar.

28 Denna nya klubbfilial har godkénts av LCl och har nu "Status" som "Aktiv".

=

Membership v Service v Learn More v
F Account e
A
@ Example Club Branch K S
Lion ID Type Billing Address
200164 Club Branch
Club Details Club Acti...
Account Name Type 6
Example Club Branch s Club Branch Edit Club Branch
Parent Account @ Active Member Count
Exa 0 :
Club Me... Club Offic...
Club Specialty @
L TR . - s~ Active Memhers

17



29 Klicka pa "Andra klubbfilial" fér att se mojliga atgarder.

Account

Example Club Branch

on ID Type
J0164 Club Branch
) Details

count Name

.ample Club Branch

rent Account @

.gion or Zone @

nip @
10164

uth Programs o

Status
Active

Type (i)
Club Branch

Active Member Count
0
Club Specialty [ ]

Club Sub-Specialty @

Specialty Description @

Billing Address

+ Follow

Club Acti...

‘ Edit Club Branch \

Club Me... Club Offic...

v Active Members

Active Members
5 of 5 items

& Observera! For att laggas till i medlemsforteckningen i klubbfilialen maste
personen vara medlem i klubben. Lagg till personen i fadderklubben med
hjalp av processen "Lagg till medlem". Den nya medlemmen kommer da att
vara tillganglig i listan "Andra klubbfilial - Lagg till ny medlem".

18



30 Detta ir de atgarder som ar méjliga:

« Andra information om klubb
+ Lagga till ny medlem
« Ta bort medlem

* Inregistrera klubbfilialens tjansteman

Edit Club Branch

* Would you like to Edit Club Details or Add or Remove a
Member?

Edit Club Details

Add New Member

Remove Member

Assign Club Branch Officers

19



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

Edit Club Branch

*Would you like to Edit Club Details or Add or Remove a

Member?
Edit Club Details
Add New Member
Remove Member
Assign Club Branch Officers

32 Gatillbaka till sidan for fadderklubben genom att klicka pa linken under
"Fadderklubb".

Account
Hm

Example Club Branch

Lion ID Type Status Billing Address
200164 Club Branch Active
Example Club For Training
Club Details

Account Name
Example Club Branch
Parent A (]

Example Club For Training

Region or Zone @

LionlID @
200164

Youth Programs o

Lion ID Type

200158 Lions Club
Status Billing Address
Active 124 Any Place

Naperville, Illinois 60565
United States

Active Member Count
56

No related lists to display

+ Follow

Club Acti...

Edit Club Branch

Club Me... Club Offic...

v Active Members

Active Members
5of 5 items G

20



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

&5 a2

Membership v Service v

Learn More v

z 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 Maore

Account Name Type e

Example Club For Training ' 4 Lions Club

Parent Account @ Active Member Count
District 1. 56

=+ Follow

Active Member Count

56

Member ... Club Acti..

Manage Club Members

34 Detta avslutar snabbvigledningen "Atgard i klubb - Skapa klubbfilial".

Welcome Example One!

MY MEMBERSHIP

MY CLUB

MY ASSOCIATION

21



