Hantera klubbens medlemmar - kl=liliis
Andra medlemsinformation

Denna vagledning ar viktig for klubbtjansteman, eftersom den ger en enkel process
om att uppdatera medlemsinformation i Lion Portal. Den beskriver nodvandiga
behorigheter, instruktioner om att dandra medlemmens information samt lyfter fram
viktiga tips, till exempel den begransade tiden att andra en medlems fadder. Genom
att folja denna vagledning kan klubbtjansteman hantera uppgifter om medlemmar
samt sakerstadlla korrekta medlemslistor, register och effektiv klubbadministration.

Tips! Information om medlemmar kan uppdateras nar som helst av klubbtjansteman
med behorighet att hantera medlemmar. Dessa klubbtjansteman har foljande titlar:
Klubbens president, klubbens sekreterare, klubbens administrator.

Administratorer i distrikt och multipeldistrikt kan andra uppgifter om medlemmar i

klubbar i sitt respektive omrade. Pa den har nivan valjer du forst den klubb som du
ska gora andringar i.

1 Loggain pa Lion Portal lionportal.org

2 Klicka pa "MIN KLUBB".

Membership v Service v

Welcome Example One!

MY MEMBERSHIP

MY ASSOCIATION


http://lionportal.org/

3 Klicka pa "Hantera klubbens medlemmar".

Home Membership v Service v Learn More v

Account

Example Club For Training + Follow

on ID Type Status Billing Address Active Member Count
J0158 Lions Club Active 124 Any Place 50

Naperville, Illinois 60565

United States

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

count Name Type @

:ample Club For Training s Lions Club Man#ge Clu Members

rent Account @ Active Member Count

strict 1) 50

wgion or Zone o Club Specialt o

g g Y Manage Club Officers

iZonel Cultural @
niD @ Club Sub-Specialty @

Rlak i =4=] i

4 Denna snabbvigledning visar funktionerna "Andra medlem".

Manage Club Members

Choose what you want to manage below.

*

Add New Member
Edit Member
Reinstate Member

Transfer Member

Drop Member




5 vilj "Andra medlem" och klicka pa "Néasta".

wvia |usc AU VIS IV TL O

Choose what you want to manage below.

Add New Member
Edit Member
Reinstate Member
Transfer Member
Drop Member

6 Bladdra till eller sok efter medlemmen. Sok efter medlemmens namn (del av
namn eller medlemsnummer). Valj knappen intill den medlem som ska dndras.

Select Member to Edit

50 of 50 items * O items selected

Q_ Search this list...
Name Member ID
Example Fifteen 26691565
Example Fifty 26691600

Example Five 26691555

Example Forty-Eight 26691598

Example Forty-Five 26691595

Close




7 Klicka pa "Nasta".

Example Forty-Eight 26691598

Example Forty-Five 26691595

Example Forty-Four 26691594
Example Forty-Nine 26691599
Example Forty-One 26691591
Example Forty-Seven 26691597

Example Forty-Six 26691596 -

Previous @

@ Tips! Alternativ att andra medlem:

 Personuppgifter - Namn, kon, yrke, fédelsedag (endast en dndring), smeknamn, partner
» Kontaktuppgifter - Telefonnummer, e-postadress

» Adress - Medlemmens postadress

+ Medlemstyp - Andra detaljerna om medlemstyp/program

* Medlemmens fadder - Fadder kan bytas ut inom de forsta 90 dagarna



8 Vilj en av knapparna och klicka pa "Nasta".

Member Name:
Example Fifty

Member's ID: 26691600

Select the type of member information you want to edit:

*

Personal Details
Contact Details
Address Details
Membership Type
Membership Sponsor

&

9 Klicka i varje filt fér att dndra information.

Manage Club Members
2bbY1bulu

Address
Country

United States

Street

| O

City State/Province

Naperville Illinois

Zip/ Postal Code

60564




10 Nair du har slutfért uppdateringarna klickar du pa "Nasta".

Country
United States
Street

462 Elm St

City State/Province

Naperville Illinois

Zip/Postal Code

60564

Previous L ]

@ Tips! | ndsta avsnitt visas den information som kan andras:

» Andra medlem

« Personliga uppgifter



11 Vilj "Andra medlem" och klicka pa "Nasta".

wvia |usc AU VIS IV TL O

Choose what you want to manage below.

Add New Member
Edit Member
Reinstate Member
Transfer Member
Drop Member

12 Vilj medlem och klicka pa "Nasta".

Example Twenty-One 26691571
Example Twenty-Seven 26691577
Example Twenty-Six 26691576
Example Twenty-Three 26691573
Example Twenty-Two 26691572
Example Twenty 26691570

Mx. Example Two IIT 26691551

Previous




13 Vilj "Personuppgifter” och klicka pa "Nasta".

Member Name:
Example Fifty

Member's ID: 26691600

Select the type of member information you want to edit:

*

® Personal Details
Contact Details
Address Details
Membership Type
Membership Sponsor

14 Klicka pa de filt du vill andra och ange de nya uppgifterna.

Manage Club Members O

Member Name:
Example Fifty

Member's ID:
26691600

Salutation

First Name

Example

Middle Name

Member

Last Name




15 Klicka pa de filt du vill &ndra och ange de nya uppgifterna.

Gender

Male

Date of Birth
Oct 10, 2003
MMM d, yyyy

Occupation

Education/Training

Spouse Name

Companion Fifty

Previous

16 Vilj "Kontaktuppgifter" och klicka pa "Nasta".

Member Name:
Example Fifty

Member's ID: 26691600
Select the type of member information you want to edit:

Personal Details
Contact Details
Address Details
Membership Type
Membership Sponsor




17 Klicka pa de filt du vill &ndra och ange de nya uppgifterna.

Manage Club Members

Member Name:
Example Fifty

Member's ID:
26691600

Work Phone

Home Phone

Mobile Phone

(630) 189-2001

Email

18 Klicka pa de filt du vill andra och ange de nya uppgifterna.

Mabile Phone
(630) 189-9001

Email

zuser0S0@lionfake.com

Alternate Email

you@example.com

Fax

O Previous




19

Observera! Medlemmens fadder kan endast andras under de forsta 90 dagarna
av medlemskapet.

For att andra historisk information kontaktar du Servicecenter for medlemmar
for att fa hjalp

Tips! For detaljerade steg om att soka och vdlja fadder laser du
snabbvdgledningen "Hantera klubbens medlemmar - Lagga till en medlem”

Vilj "Medlemmens fadder" och klicka pa "Nasta".

Member Name:
Example Fifty

Member's ID: 26691600

Select the type of member information you want to edit:

-

Personal Details
Contact Details
Address Details
Membership Type

® Membership Sponsor

11



20 Klicka pa "Sting" for att lamna flédet "Andra medlem".

Member Name:
Example Fifty

Member's ID: 26691600

Select the type of member information you want to edit:

w

Personal Details
Contact Details
Address Details
Membership Type

® Membership Sponsor

&)

21 For att aterga till startsidan klickar du pa "Hem".

Membership v Service 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 4 Lions Club Manage Club Members
Parent Account @ Active Member Count

12



22 Detta avslutar snabbvigledningen "Hantera klubbens medlemmar - Andra
medlemsinformation".

Home Membership v Service v Learn More v

Welcome Example One!

MY MEMBERSHIP

MY CLUB

MY ASSOCIATION

QO8NS

13



