Lion Portal

Enhanced Create and Report Service Activity Features

Introduction - This guide offers a comprehensive walkthrough of the enhanced features for creating
and reporting service activities on the Lion Portal. By following the steps outlined, users can efficiently
set up service activities, ensure all required data is entered, and successfully report activities to LCI,
gaining insights into their contributions. Additionally, the guide addresses metrics caps and provides
tips for managing and uploading images, making it an essential resource for Lions and Leo clubs
looking to optimize their service reporting process.

Login and Navigate To Service
1. Log into the Lion Portal at https://lionsinternational.my.site.com/

40¢ Lion Portal

Membership Service Reports/Insights ~ Shop More +~

Welcome Example One!
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Enhanced Create and Report Feature Walkthrough
2. Click "Service"

4 Lion Portal

Membership v Service Reports/Insights « Shop More v~
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https://lionsinternational.my.site.com/

Lion Portal

Enhanced Create and Report Service Activity Features

3. Click "Create Service Activity"

Lion Portal EEN - . @

Home Membership v Service Reports/Insights « Shop More v~

Create Service Activity

Total People Served* Total Volunteers Total Volunteer Hours* Total Funds Donated* Total Funds Raised*

15,084 50,550 5,223 $633,873.28 $1,000,000.00

*These values represent the capped numbers that have been reported to LCI

Filters Total (17) Records per Page | 50 Enter search term.
Area c Proje

Mul trict 1 EndD.. v Title ~  Servic.. v  Start.. v | Repor.. v | Repor.. v  Activit..»  Spoms.. v  Servic.. v :”5 v | et v

ample Type
e E ple Lions Club For —
isaster

Training May 5,2025 Test SA-06478.. May5,2025 ReadytoR.. lionsClub  Exomplel.. ServicePr.. o o
Time @ Food @

- Collection, -

Create The Service Activity
4. Select the activity sponsor and click "Next"

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

2 of 2 items + 1 item selected Search this list

Name v | Type

Example Lions Club For Training Lians Club

Example Omega Leo Club For Training Omega Leo Club
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> Lion Portal

Enhanced Create and Report Service Activity Features

5. Enter a Title for the Activity and select the activity type then click "Next"

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

Park Cleanup Event

* Select the Activity Type

[ Service Project

6. The success message is shown and your activity has been created. Click the "X" to close the
message.

- ° Success!
Lion Portal

Home Membership v Service Reports/Insights « Shop

B Service Activity Camn elete
™ SA-06478606 Edit Copy Delete

Title Sponsor Status
Park Cleanup Event Example Omega Leo Club For Training Draft

Details Image Gallery Image Pre... Upload Im.

v Information Use the Upload Images tab to begin uploading images. @

Reco Repart Complete @

Sary ra v

Enhanced Report Complete For Service Activities

Improvement! There is a new button "Report To LCI", this button when clicked will validate all required
data has been entered.
o If all data has been completed, this action will check the "Report Complete" checkbox for you
and push the activity to Insights Dashboards.
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Lion Portal

Enhanced Create and Report Service Activity Features

e If there is any missing data a message box will popup indicating the data that is missing. Edit the
activity to input the missing data elements and save.

The steps below illustrate this enhanced work flow.

7. This is a newly created activity and is "missing" many of the required data inptus. Click "Report to

LCI" to see what happens next.

40 Lion Portal EX | . e

Home Membership v Service Learn Reports/Insights « Shop More ~
F -
.
S
Service Activity
L] SA*OS#TBEOG Edit  Copy  Delete
Title Sponsor Status
Park Cleanup Event Example Omega Leo Club For Training Draft
Details Image Gallery Image Pre... Upload Im
~ Information Use the Upload Images tab to begin uploading images.
Record Type Report Complete @ @
Fa v

Saniica Drniart

8. The popup tells you what data is needed to "report complete”. Click "Close" to close the popup.

Report to LCI

This Service Activity cannot be reported until the following fields are completed
End Date

- Cause

- Project Type

- Description

- People Served
- Total Volunteers
- Total Volunteer Hours
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Lion Portal

Enhanced Create and Report Service Activity Features

9. To get started on entering required data, click on the pencil icon for inline editing or select edit
button for a popup form.
This example uses inline editing.

Details Image Gallery Image Pre... Upload Im

v Information Use the Upload Images tab to begin uploading images.

Record Type Report Complete @
Service Project o5 Vi
Title @
Park Cleanup Event 7’
Sponsor @ Cause
ple Omega Leo Club For Training s
Act el Project Type
Omega Leo Club ’
us @
Draft s
Start Date @
e
End Date @
g

v Required Metrics

Peaple Served @ People Served - Capped @
ra v

10. Enter the data to describe the Service Activity. To "Report Complete"/"Report To LCI" every activity
requires the following:

o C(Cause

e Project Type
e Description
o Start Date

e End Date

*Sponsor @ * Cause a
3 &xample Omega Leo Club For Training X Environment -

View all dependencies

Project Type

Environmental Clean Up and Restoration v

View all dependencies

Status @ Description @

Qur Leo's partnered with the HS environment club to

This field is calcul bon save ;
s field is calculated upon save get our local park ready for spring

%
*Start Date @ Created By
5/6/2025 & o Example One, 5/22/2025, 10:55 AM

End Date @

[ 5/6/2029 = ]

Format: M/d/yyyy
v Required Metrics

cople Served @ People Served - Capped @

0
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Enhanced Create and Report Service Activity Features

i Lion Portal

11. Required Metrics vary by Service Activity type:
Enter the required metrics and "Save" or continue by scrolling to add additional metrics and

information about the activity.

5/6/2025 =
End Date @
5/6/2025 =
v Required Metrics
People Served @
250
Total Volunteers @
25
Total Volunteer Hours @
50.00
Non-Lions Participated @
Non-Lion Family Membaers Participated @
v Optional Metrics
Currency
Cancel

Non-Lion Family Members Participated @

v Optional Metrics

Currency

NZD - New Zealand Dollar v

Total Funds Raised @

5,000

Donation to LCIF @

Cancel
v

) Example One, 5/22/2025, 10:55 AM a

To enter additional
;"’ Copped @ data use the scroll bar

\

If you have entered all data
for the activity click "Save"

This fieid is calculoted upon save

Total Volunteer Hours - Capped @
0.00

This field is calculated upon save

Total Funds Donated (USD) - Capped @
0.00

This field is calculated upon save
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Enhanced Create and Report Service Activity Features

Lion Portal

13. All required data has been entered for the activity. Click "Report to LCI".

Membership v

Service

P Service Activity
& saos478606

Title ponso: Status
Park Cleanup Event Example Omega Leo Club For Training Ready to Report

Details Image Gallery

v Information

ord Type Report Complete @

Saniica Drniart £

14. There was no missing data this time. A green "Success"

successfully been marked "Report Complete” .
Click the "X" to close the message.
NOTE: The status has been updated to "Reported”

@ Success!

% Lion Portal

Home Membership v Service Learn

Reports/Insights « Shop
£
S—
dit
Image Pre... Upload Im

Use the Upload Images tab to begin uploading images.
v

message is displayed to confirm this has

Service Activity

SA-06478606

Title
Park Cleanup Event

Sponsor .
Example Omega Leo Club For Training Re)

ported

Details Image Gallery

v Information

Reports/Insights v

Shop

Report to LCI Create Service Activity

Image Pre.. Upload Im

Use the Upload Images tab to begin uploading images. .:

ra v
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Enhanced Create and Report Service Activity Features

15. The "Report Complete" box is now checked.
Do not forget to add images to the service activity. Also invite others to add images. Images can be

added by any member of the sponsoring organization at any time. Click "Upload Images" to get
started.

The Quick Guide: Service Activities - Upload, View, Manage Images provides step-by-step

— e oo U &
Title Sponsor Status
Park Cleanup Event Example Omega Leo Club For Training Reported
Details Image Gallery Image Pre... pload I
~ Information Use the Upload Images tab to begin uploading images.
Record Type Report Complete @
Service Project I 7’
itle @
Park Cleanup Event ra
sansor @ Cat
ga Leo Club For Training 4 Environment s
A Leve Project Type
Omega Leo Club Environmental Clean Up and Restoration 4
tatus @ Description @
Reported Our Leo's partnered with the HS environment club to s’
get our local park ready for spring
Start Date @ Created By
5/6/2025 rd @ Example One, 5/22/2025, 10:55 AM
End Date @ v

16. Click "Service" to return to the summary Service Activities page.

Lion Portal ENE - < » o

Home Membership ~ Servicp Reports/Insights Shop More v
P Service Activity t Co r e
Bl SA-06478606 Edi Copy
Title Sponsor Status
Park Cleanup Event Example Omega Leo Club For Training Reported
Details Image Gallery Image Prev.. Upload Im..
seiniommation Bl Select image(s) to upload
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Enhanced Create and Report Service Activity Features

Lion Portal

Filter The Service Activity List To View The Activity

17. This activity was done by the Leo club we sponsor. Click "Leo Club" in the Sponsor filter option to

see the Leo activities.

Filters

Area
Multiple District 1
District 1 Example

@ Example Lions Club For

Training

Time @

All

@ Current Fiscal Year

Sponsor
All
\on Club
o Club

ervice Activity Type
e Al
Donation
Fundraiser
Meeting
Service Project

Cause

a Al

Filters

Area
Multiple District 1
District 1 Example
® Example Lions Club For
Training

Time @

All
& Current Fiscal Year

Sponsor
Al
Lion Club

@ Leo Club

Service Activity Type
e Al
Donation
Fundraiser
Meeting
Senvice Project

Cause
a An

*These values represent the capped numbers that have been reported to LCI

Total (17) Records per Page  5g En
EndD... v | Title v | Servic.., v | Start.. v | Repor.. v | Repor... v | Activit.. v | Spons... v | Servic... v
May 5, 2025 Test SA-06478... May5, 2025 Ready toR... Lions Club Example L... Service Pr...
May 5, 2025 Food Pant... SA-06478.. May5,2025 Reported Lions Club ExampleL... Service Pr...
May 11,2025 Test SA-06478... May1,2025 Reported Lions Club Example L... Service Pr..
May 1,2025 Title SA-06478.. May 1, 2025 ReadytoR... Lions Club Example L... Service Pr..
May 1, 2025 Title SA-06478.. May1,2025 Reported Lions Club Example L... Service Pr...
18. The newly added and reported complete activity is shown.
*These values represent the capped numbers that have been reported to LCI =
Total (3) Records per Page | 50 ) Enter search term
c Proje
EndD.. v Title v  Servic.. » | Start.. v | Repor.. v | Repor.. v | Activit.. v | Spons.. v  Semvic.. v :“‘ ct v
o
Environmen
May 6, 2025 ParkClean... SA-06478.. May6,2025 Reported Omegale.. Example.. Service Pr.. lEnvnmnmsn |a\dC!ean up
an
Restoration
o
g Environmen  tal Clean Up
Mar15,2.. LeoClubF.. SA-06478.. Mar15,2. ReadytoR.. Omegale.. Example.. Fundraiser and
Restoration
Other Initiatives
Jan21,20.. LleoServic.. SA-0B47B.. Jan21,20.. Reported Omegale.. Example.. ServicePr.. Humanitari forthe
an Service Elderly
Showing Page 1 of 1 Pages
1
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Lion Portal

Enhanced Create and Report Service Activity Features

Understanding Metric Caps

Understanding metrics that have limits at the club level.
Activities performed by Lions and Leo Clubs are capped when reported to Insights. Your original data is
maintained. A new display field shows what will be reported to Insights.
The capped metrics are:
e People Served limit of 3000
e Volunteer Hours limit of 1200
e Funds Raised limit of $250000 (USD)
e Funds Donated limit of $200000 (USD)

19. Click the link to navigate to the service activity details

40 Lion Portal e

Home Membership ~ Service Learn Reports/Insights ~ Shop More +~

Total People Served* Total Volunteers Total Volunteer Hours* Total Funds Donated* Total Funds Raised*
18,084 50,670 6,423 $833,873.28 $1,250,000.00

*These values represent the capped numbers that have been reported to LCI

Filtors Total (17) Records per Page 50 Enter search term
c Proje
Multipl t1 EndD.. v | Title v  Servic.. v | Start.. v | Repor.. » | Repor.. v | Activit..»  Spons.. v  Servic.. v :"5 v |t v
District 1 e Type
: N e - Disaster Emergency
Training May 5,2025 Over Metri .. May 5,2025 ReadytoR.. LionsClub  ExampleL.. Service Pr :
Relief Response
Time @ Food
Al Collection, v
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Lion Portal

Enhanced Create and Report Service Activity Features

20. The detail of the activity is shown. This activity is a "Status" of "Ready To Report.

Lion Portal

Home Membership Service Reports/Insights ~ Shop

ervice Activity

A-06478600 i

Title Sponsor Status
Over Metrics Caps Service Project Example Lions Club For Training Ready to Re

Details Image Gallery Image Pre... Upload Im

v Information

Record Type Report Complete @

Sarica Deniart L8 v

21. Scroll down to review the activity details.

Details Image Gallery Image Pre... Upload Im
= [nformation =. ¢ S —
Record Type Report Complete @
Service Project £ 4
Title @
Over Metrics Caps Service Project 7’

]

4 Disaster Relief 4
c Project Type
Lions Club Emergency Response s
us @ Description @
Ready to Report We partnered with the community to help with cleanup  #

efforts for the recent floods. We did cleanup and

prepared food for the volunteers and families

impacted. We also raised funds to donate to the

community restoration trust being established.
Start Date @

5/5/2025 # @ Example One, 5/21/2025, 12:06 PM O
End Date @

5/5/2025 ’
v

22. For this club level activity the "People Served" and "Total Volunteer Hours" entered are above the
limit for a club level activity. New fields have been added to show the metrics that will be reflected
in Insights dashboards.
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Lion Portal

Enhanced Create and Report Service Activity Features

EYEYP) 4 3 bxample One, 512112025, 12060 PM

a
End Date @

5/5/2025 rd

~ Required Metrics

People Served @ Peaple Served - Capped @

4,500 rd 3,000

Total Volunteers @ T . : ;

b P NEW! Capped fields are

Total Volunteer Hours © TotolVolunteer Hours-Capped @ shown of what will be

7,000.00 # | 120000 reported in Insights

Non-Lions Participated @

v 4

Non-Lion Family Members Participated @

2 Fd

~ Optional Metrics

Currency Total Funds Raised (USD) @

NZD - New Zealand Dollar s 328,203.22

Total Funds Raised @ Total Funds Raised (USD) - Capped @

NZD 550,000.00 4 250,000.00

Total Funds Donated @ Total Funds Donated (USD) @

NZD 50,000,000.00 'y 29,836,656.24 @
Ornanizatinn Danaftnd M Tatal Eunde Nanatad (LISOY . Cannad_ @8 v

23. For this club level activity the currency chosen was New Zealand Dollar. The "Funds Raised" and
'Funds Donated" values entered are converted to USD as of the "End Date" of the activity. Shown
with the arrows. When converted to USD the "Funds Raised" and "Funds Donated" are over the USD
limits. New fields have been added to show the metrics that will be reflected in Insights dashboards.

~ Required Metrics a
People Served @ People Served - Capped @

4,500 s 3,000

Total Volunteers @

120 4

Total Volunteer Hours @ Total Volunteer Hours - Capped @
7,000.00 s 1,200.00

Non-Lions Participated @

v s

Non-Lion Family Members Participated @

L -"
v Optional Metrics

Currency Total Funds Raised (USD) @

NZD - New Zealand Dollar _—' 328,203.22

Total Funds Raised () memm— Total Funds Raised (USD) - Capped @
NZD 550,000.00 4 IZS0,0UO‘OO l
Total Funds Donated @ Total Funds Donated (USD) @

NZD 50,000,000.00 -’29,836,656.2&

Organization Benefited @ Tetal Funds Donated (USD) - Capped @
Community Helping Hands s 200,000.00

Donation to LCIF @
*
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Enhanced Create and Report Service Activity Features

Lion Portal

24. Service Activities with metrics over the cap limits CAN BE REPORTED COMPLETE/REPORT TO LCI.
The metrics reflected on Insights dashboards will reflect the maximum value allowed.

v Required Metrics

People Served @

4,500

Total Volunteers @
120

Total Volunteer Hours @
7,000.00

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

~ Optional Metrics

Currency
NZD - New Zealand Dollar
Total Funds Raised @

NZD 550,000.00

Total Funds Donated @
NZD 50,000,000.00
Organization Benefited @
Community Helping Hands

Donation to LCIF @

1,200.00

Values reflected in
Insights for this activity

Total Funds Raised (USD) @
328,203.22

Total Funds Raised (USD) - Capped
250,000.00

Total Funds Donated (USD) @
29,836,656.24

Total Funds Donated (USD) - Capped

200,000.00

0

25. To update the metric values, click the pencil icon or choose "edit", enter the new values and click

"Save"

@00

Total Volunteers @
120

Total Volunteer Hours @

7,000.00

Non-Lions Participated @

~ Optional Metrics

Currenc ¥

NZD - New Zealand Dollar

Total Funds Raised @

5,500

Total Funds Donated @

[ 5000

]

Organization Benefited @

ds Donated (USD)
Cancel

This field is calculated upon save

Total Volunteer Hours - Capped @
1,200.00

This field is calculated upon save

Total Funds Raised (USD) @
328,203.22

Total Funds Raised (USD) - Capped @
250,000.00

This field is calculated upon save

Total Funds Donated (USD) @

29,836,656.24

©

26. Upon saving, the converted dollars are updated and the capped fields now show the new values
that will be reflected in Insights dashboards. In this example the values are not over the cap limit

and show as reported.
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Lion Portal

~ Optional Metrics

e

NZD - New Zealand Dollar

otal Funds Raised @
NZD 5,500.00
otal Funds Donated @

NZD 5,000.00
Organization Benefited @
Community Helping Hands

Denation to LCIF @

ees Planted /Cared for @

v Additional Details

re Activity @

27. Click "Report to LCI" button to mark "Report Complete"

> Lion Portal

Home Membership

-
4

otal Funds Raised (USD) @
s 3,282.03

Total Funds Raised (USD! |
3,282.03

tal Funds Donated (USD) @
£ 298367

Total Funds Donated (USD) - Capped @
' 298367
g
4
rd

Service

New values are not
over the cap limit and
show as entered

EI

Reports/Insights ~ Shop

Service Activity

SA-06478600

Over Metrics Caps Service Project

Details Image Gallery

v Information

Sponsor

Example Lions Club For Training

Ready to Report

P

=

Image Pre...

Upload Im
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Enhanced Create and Report Service Activity Features

28. A green "Success" message is displayed, click the "x" to close the message. Note the activity
"Status" is now showing "Reported".

° Success! x

Lion Portal — - . e

Home Membership v Service Reports/Insights v Shop More v~
* Service Activity C elete
¥ SA-06478600 Edit Copy Delete
Title Status
Over Metrics Caps Service Praject ns.Club For Training Reported
Details Image Gallery Image Pre... Upload Im.

~ Information

t Complete @

29. This concludes the "Service Activities - Enhanced Create and Report Service Activity Features" Quick

Guide

Lion Portal

Home Membership v Service Learn Reports/Insights «

Welcome Example One!

MY MEMBERSHIP MY CLUB MY DISTRICT/MD/CA MY ASSOCIATION

nality of MyLion, MyLCI, Insights and other taols and combined them into one cohesive

) Welcome to the Lion Portal DONATE
Insights Summary

the Lion Portal. QUICK LINKS
1 38M These resources and FAQs will help make sure that you and your fellow Lions and Leos keep current on Lion Portal s e e S
- news.
Total Membership m Global Action Team v
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