Atividades de Servigo - Criar, Reportar, EiIRaNe]
Copiar uma Atividade de Reuniao

Este guia é essencial para quem deseja gerenciar com efici éncia as atividades no Lion
Portal. Ele oferece instru ¢des passo a passo sobre como criar, reportar e copiar
atividades de servi ¢o, concentrando -se especificamente em reuni &es, que agora t ém
suas proprias m étricas de relat ério. Seguindo este guia, os usu arios podem simplificar
0 processo, garantindo a entrada precisa de dados e 0 acompanhamento eficaz dos
esfor ¢os dos volunt arios. Além disso, as dicas inclu idas aprimoram a usabilidade,
facilitando a navega ¢do e o gerenciamento eficaz das atividades.

@ Dica! As atividades de reuni 3o agora t ém sua pr épria classifica ¢do para relat érios.
As métricas para esse tipo de atividade est 3o agrupadas em "Reuni des".

Este Guia Rapido aborda aspectos de cria ¢do, o relat 6rio, cépia e o relat ério da
nova atividade para o tipo Atividade de Reuni 3o.

1  Facalogin no Lion Portal lionportal.org

2  Clique "Servico"

Membership v Service v

Welcome Example One!

MY MEMBERSHIP MY CLUB



http://lionportal.org/

3 Clique "Minhas Atividades"

Membership v Service A Learn More v

Welcome E My Activities

MY MEMBERSHIP MY CLUB

Criar uma Atividade de Servico




4 Clique em "Criar Atividade de Servigo"

Membership v Service v

[ Create Service Activity ]

My Activities

1

My Club Activities (Last 3 Months) »

=

Q, Search this list g | Ev||

Refresh this list to view the latest data

Dica! Sdo exibidas opg¢des para navegar até o Leo, Lion ou distritos adicionais que
vocétambém pode ter permissdes para gerenciar as Atividades de Servigo deles.



Para criar uma Atividade de Servi ¢o para o seu clube, clique no botdo de opgdo
ao lado do nome do clube.

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

O Example Club For Training | Lions Club

6 Clique “Préximo”

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 1item « 1 item selected

Q, Search this list...

v Name v | Type

« Example Club For Training Lions Club




7 Insira um titulo para a Atividade de Servico

Dica! Cada tipo de Atividade de Servigo tem diferentes campos de dados
obrigatdrios. Os tipos de Atividade de Servigo sdo:

* Projetos de Servico
* Angariagdo de Fundos
* Doagao

* Reunido

8 Clique nessa lista suspensa. Selecione o tipo de Atividade de Servico

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 exemplo é uma Atividade de Servigo do tipo Reunido, clique em "Préximo"

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

10 Uma nova Atividade de Servigo é criada. Para comecgar a editar a atividade, clique
em um icone de lapis ou no botdo "editar" no canto superior direito.

Service Activity

SA-05292416 Edit Copy Delete
le Sponsor Status

@mple Club SAL - 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 £ s

Title @

Example Club SA1 - Club Meeting  # .

July

Sponsor @ Cause

Example Club For Training ¥ 4 Administration 4

Activity Level Project Type 7 G




11 Se vocé clicar em "Editar", uma nova janela pop-up serd aberta

Membership v Service v Learn More v

Service Activity & e
SA-05292416 o | SEw

le Sponsor Status

@mple Club SA1 - Club Meeting July Draft

itails Image Gallery Imag... Uploa...

v Information Use the Upload Images tab to begin

uploading images.

Record Type Report Complete @

Meeting 7 s

Title @

Example Club SA1 - Club Meeting  #

12  Parainserir/atualizar dados, clique nos campos ou use a tecla "tab"

Edit SA-05292416

* = Required Information

Information

This field cannot be changed after the event is
created.

* Sponsor 0 Cause

Example Club For Training Administration

View all dependencies

Activity Level Project Type

Lions Club Activities in Strengthening Club




13  Vocépode percorrer o formulério

P g

Meeting
*Title @
Example Club SA1 - Club Meeting Ju

* Sponsor o Cause

Example Club For Training b4 Administration

View all dependencies

Activity Level Project Type
Lions Club
This field is calculated upon save

Activities in Strengthening Club

View all dependencies

Status @ Description @
Draft

14  As Atividades de Servico exigem uma descrigdo Clique no campo "Descri¢do" para
inserir dados.
*Sponsor : ] Cause
Example Club For Training Administration
View all dependencies
Activity Level Project Type

Lions Club

This field is caiculated upon save

Activities in Strengthening Club

View all dependencies

Status @ Descriptign i ]
Draft

This field is calculated upon save

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




15

16

Activity Level
Lions Club

This field is calculated upon save

Status @
Draft

This field is calculated upon save

* Start Date o

Clique no campo "*Data de Inicio". Digite a data usando o formato MM/DD/YYYY

Project Type
Activities in Strengthening Club

View all dependencies

Description 0

Records the description of the
activity

Created By

9 Example One, 9/15/2024, 6:21 PM

End Date o

M/dlyyyy

Activity Level
Lions Club

This field is calculated upon save

Status @
Draft

This field is calculated upon save

*Start Date @
71512024

M/d/yyyy

End Date @

Cancel

Clique no campo "Data de Término ".

Project Type
Activities in Strengthening Club ~ w

View all dependencies

Description [ )

Records the description of the
activity

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

Cancel




17

Clique no icone do calenddrio para selecionar uma data em um calenddrio

September View all dependencies

Wed

*roject Type

Activities in Strengthening Club

view all dependencies

Description (i ]
Records the description of the

activity

reated By

B Example One, 9/15/2024, 6:21 PM

18 Clique na data

view all dependencies

Activities in Strengthening Club

View all dependencies

Description [ ]

Records the description of the

activity

cated B
reated By

%) Example One, 9/15/2024, 6:21 PM

Cancel

10



19  Clique no campo "Total de Volunt 4rios" para inserir os dados

End Date @
71512024
M/d/yyyy

Required Metrics

Total Volunteers @

L \_/

Non-Lions Participated @

Non-Lion Family Members Participated @

Total Volunteer Hours @

Cancel

Clique no campo "Totalde Horas de Voluntariado" para inserir as horas. Este é
um campo obrigatdrio

20

Required Metrics

Total Volunteers @

30

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

Total Valunteer Hours [ ]

)

Optional Metrics

People Served @

Cancel

11



21

Dical

O Totalde Fundos Doados é obrigatério para o Tipo de Atividade de
Servico de "Doagdo"

O Totalde Fundos Angariados é obrigatério para o Tipo de Atividade
de Servico de "Angaria¢do de Fundos"

Os fundos podem ser inseridos na moeda local selecionando "Moeda" e
alterando o tipo de moeda.

Ao rolar a tela, mais métricas sdo exibidas.

Currency

USD - U.S. Dollar

Total Funds Raised @ Total Funds Raised (USD) @
0.00

Total Funds Donated @ Total Funds Donated (USD) @
0.00

Organization Benefited @

Donation to LCIF @

Cancel

12



22 Continue a rolar a tela

Additional Details

Signature Activity @

Funded by an LCIF Grant o

Venue @

Start Time @

End Time @

23  Continue a rolar a tela para inserir mais detalhes opcionais sobre a atividade

Funded by an LCIF Grant @

Venue @
Start Time @

End Time @

Venue Time Zone @

--None--

Cancel

13



24  Clique aqui.

Signature Activity @

Funded by an LCIF Grant @

Venue @

Start Time o

End Time @

Venue Time Zone @

--None--

25 Clique em "Salvar" para salvar os dados inseridos

“
Venue Location
Venue Location (City) (State/Province)

~Nc =

Venue Location (ZIP/Postal Cade)

Sponsor Details

Sponsor CA @ Sponsor District @
U.S. and Affiliates, Bermuda and Bahamas District 1 J
Sponsor MD @

Multiple District 1

Cancel .

14



26 Depois de ser salvo, uma mensagem verde de "Sucesso!" ser aexibida. Clique
no icone "X'para fechar a mensagem.

@ Service Activity "a29NqO00001k5LIAI" was savec!. . B

Membership v

Service Activity

SA-05292416

le

@mple Club SA1 - Club Meeting July

rtails Image Gallery

v Information
Record Type
Meeting

Title @
Example Club SA1 - Club Meeting  #

[ T8
Ya

le Club For Training

port Complete @

Service v

B

Learn More v

Edit Copy Delete

.
Status

Ready to Report

Imag... Uploa...

Use the Upload Images tab to begin
uploading images.

Dica! Quando a data de término da atividade tiver passado, o status serad definido
como "Pronto para Reportar".

15



27

Details

28

Essa atividade de servigo estd "Pronta para Reportar"

Image Gallery

v Information

Record Type

Meeting
Title @

Example Club SA1 - Club Meeting
July

Sponsor o

Example Club For Training

Activity Level
Lions Club

Status @
Ready to Rep

Start Date @
715/2024

End Date o

ZIE N/

ne
wa

Report Complete @

Cause
Administration

Project Type

Activities in Strengthening Club
Description (i)

Records the description of the
activity

Created By

O Example One, 9/15/2024, 6:21

PM

Imag... Uploa...

Use the Upload Images tab to begin
uploading images.

Para reportar a conclusdo da atividade. Clique no icone de lapis ao lado de "Relatdrio

Concluido"

S

ervice Activity

SA-05292416

le

@mple Club SA1 - Club Meeting July

tails

Image Gallery

v Information

Record Type

Meeting £7
Title @

Example Club SA1 - Club Meeting  #
July

Sponsor @

Report Complete @
Cause

Administration rd
Project Type

Sponsor

Example Club For Training

Edit Copy Delete

Status

Ready to Report

Imag... Uploa...

Use the Upload Images tab to begin
uploading images.

16



29 Clique no campo "Relatério Concluido.

Service Activity

SA-05202416 Edit Copy Delete
Title Sponsor Status
Example Club SA1 - Club Meeting July Example Club For Training Ready to Report
Details Image Gallery Imag... Uploa...

* = Required Information
Use the Upload Images tab to begin

: uploading images.
v Information & g

Record Type

ort Complete @
Meeting .
*Title @

Cancel Save

30 Clique "Salvar"

Service Activity

SA-05292416 Edit Copy Delete
Title Sponsor Status
Example Club SA1 - Club Meeting July Example Club For Training Ready to Report
Details Image Gallery Imag... Uploa...

" = Required Information
Use the Upload Images tab to begin

. uploading images.
v Information & R

Record Type Report Complete @
Meeting !
“Title @

17



@ Isso conclui Criar e Reportar uma Atividade de Servi ¢o

Copiar uma Atividade de Servigo

Dica! Se essa for uma atividade recorrente (de qualquer tipo), a configuracdo de
atividades futuras agora pode economizar tempo no futuro!

31 Clique "Copiar"

Membership v Service v

Service Activity -
SA-05292416 dit Delete

le Sponsor Status

@mple Club SA1 - Club Meeting July Reported

m

itails Image Gallery Imag... Uploa...

v Information Use the Upload Images tab to begin

uploading images.
Record Type Report Complete @

Meeting

Title @
Example Club SA1 - Club Meeting  #

[ 2%
Y
,

@ Dica! Vocé é levado a atividade recém-criada pelo botdo Copiar.

18



Depois de ser copiado, uma mensagem verde de "Sucesso!" ser 3 exibida.
Clique no icone "X'para fechar a mensagem.

32

° Success!
Success! Here is your copied activity. Begin editing now.

Membership v Service v Learn

Service Activity

\\ SA'O5292417 Edit COD‘." Delete
‘le Status

@mple Club SA1 - Club Meeting July Draft

rtails Image Gallery Imag... Uploa...

v Information Use the Upload Images tab to begin

uploading images.
Record Type Report Complete @

Meeting
Title @
Example Club SA1 - Club Meeting  #

[ T
Y
,

33 Clique "Editar"

Membership v Service v
PR Service Activity
oY | SA-05292417 Copy Delete
le Sponsor Status
@mple Club SA1 - Club Meeting July Example Clut Draft
tails Image Gallery Imag... Uploa...

v Information Use the Upload Images tab to begin

uploading images.
Record Type Report Complete o

Meeting
Title €@
Example Club SA1 - Club Meeting  #

[
Y
,

19



34 Recomenda-se que o titulo seja tnico! Clique "Titulo” para editar

Edit SA-05292417

Information

Record Type
Meeting

*Title @ yF 9

Example Club%'-zlj!lub Meeting Ju

* Sponsor [ ]

Example Club For Training b4

Activity Level
Lions Club

35 Digite "Aug"

* = Required Information

Report Complete [: ]

Cause
Administration

View all dependencies

Project Type

Activities in Strengthening Club

Save

& Alerta! As datas de inicio e término ndo sdo copiadas da atividade. Elas precisam ser

inseridas.

20



36  Clique no campo "*Data de Inicio" ¢ digite a data. Repita o procedimento para a "Data
de Término"

Is calculated upon save n X
View all dependencies

Status @
Draft

This field is calculated upon save

Description @

Records the description of the
activity

Created By

] 9 Example One, 9/15/2024, 6:27 PM

End Date

M/d/lyyyy

Required Metrics

Total Volunteers @

~n

37  Clique no campo "Totalde Voluntarios".

End Date o
8/5/2024

M/d/yyyy

Required Metrics
TotﬁMmteerg (i )

()

—

Non-Lions Participated o

Non-Lion Family Members Participated

Total Volunteer Hours o

30.00

Cancel

21



Senecessdrio, atualize o "Total de Voluntarios" e o "Total de Horas de
Voluntariado" e quaisquer outras métricas

38

(ET R PAVrE [}

M/d/yyyy

Required Metrics

Total Volunteers e

35

Non-Lions Participated @

Non-Lion Family Members Participated @

Total Vl:lm Hours o

EL

Cancel

39 Role de volta para a parte superior e Clique no campo "Relatério Concluido".

Edit SA-05292417

* = Required Information

Information

Record Type Besort Complete @
Meeting \

“Title @ S

Example Club SA2 - Club Meeting Au

*Sponsor L: ] Cause

Example Club For Training Administration

View all dependencies

Activity Level Project Type

Lions Club Activities in Strengthening Club

Cancel Save



40 Clique "Salvar"

* = Required Information

Information

Record Type Report Complete (]
Meeting v

*Title @
Example Club SAZ - Club Meeting AL

* Sponsor i ] Cause

Example Club For Training Administration

View all dependencies

Activity Level Project Type

Lions Club Activities in Strengthening Club

Cancel

41 Depois de ser salvo,uma mensagem verde de "Sucesso!" serd exibida. Clique
no icone "X'para fechar a mensagem. Sua Atividade de Servigco foireportada.

@ Service Activity "a29NqO00001kSNVIAY" was saved .

Search

Membership v Service v Learn More v
a Service Activity - & ik
SA-05292417 | SR | S
‘le Sponsor Status
@mple Club SA2 - Club Meeting Aug Example Club For Training Reported
tails 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 #

23



42  Para voltar aos detalhes do Clube, clique no Nome do Clube ou na guia "Detalhes"

Membership v Service v

Service Activity

SA-05292417 Edit Copy Delete
Title Spo ’m Status
Example Club SA2 - Club Meeting Aug Example ClubjFor Training Reported
-
X
;7 Example Club For Training
Details Image Gallery mag... Uploa...
. Lion ID Type
v Information 200158 lions Club the Upload Images tab to begin

oading images.

Record Type Status
Meeting Active

Naperv
Title @ -

United St

Example Club SA2 - Club Mee

43  Clique "Atividades de Servico do Clube" para visualizar as Atividades de Servigo recém-
criadas.

w Account -
@l Example Club For Training i oo

Lion ID Type Status Billing Addre Active Member Count
200158 Lions Club Active 124 Any Place 50
Naperville, Illinois 60565

United States

Club Details Data Export  Club Statements C Uce Activities  More Member ... Club Acti...

Account Name Type @

Example Club For Training s Lions Club Manage Club Members

Parent Account @ Active Me

Region or Zor Club S¢
o . ’ Manage Club Officers
SEZonel Cultural

niD @ Club Sub-Specialty @
200158

Manage Cub Club G
s g €t ol Preciecicti. MR

24



44  Alista Atividades de Servico é exibida

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

Service Activities (2 =
E (2) o ¢ Manage Club Members

2 items + Updated a minute ago

End Date v | Title v | Service Acti... v | Start Date v Re
7/5/2024 Example Club ...  SA-05292416 7/5/2024 v Manage Club Officers
2 8/5/2024 Example Club ...  SA-05292417 8/5/2024 7

g Manage Cub Club
View All Leader

O Manage Delegates
G

45  Clique na "Pagina Inicial" para retornar a pagina inicial.

5l a

Membership v Service v Learn More v

Account

Example Club For Training + Follow

Ee

Active Member Count

Lion ID Type Status Billing Ac 5
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..

Service Activities (2) &> C
. Manage Club Members
2 items - Updated a minute ago

End Date v | Title v  Service Acti... v | Start Date v Re




46

24 Isso conclui o Guia R dpido Atividades de Servico
- Criar, Reportar, Copiar uma Atividade de Reunido-

Welcome Example One!

MY MEMBERSHIP MY CLUB

26



