Serviceaktiviteter - Kopiera en 4 Lion Portal
serviceaktivitet

Denna vagledning ger en enkel metod att kopiera en serviceaktivitet i Lion Portal, vilket gor
det enklare att upprepa och hantera serviceaktiviteter. Den beskriver viktiga detaljer som
automatisk utkast och att uppdatera viktig information som datum och titlar, vilket saker-
staller att anvandarna kan anpassa den kopierade aktiviteten. Genom att folja stegen i
denna vagledning kan anvandarna effektivisera hanteringen av serviceaktiviteter samtidigt
som de ar medvetna om begransningar, till exempel att det inte finns nagra bilder i de
kopierade serviceaktiviteterna. Sammantaget ar denna resurs viktig for alla som vill forbattra
sin produktivitet och organisation nar det galler att hantera serviceaktiviteter.

@ Tips! Denna vagledning visar hur du kopierar en serviceaktivitet.

Nar en aktivitet kopieras:

Notera 1: Statusen ar installd pa "Utkast", alla datum ar installda pa blank,
inrapporterad ar avmarkerad och bilder fran aktiviteten kopieras inte.
Dessa maste fyllas i for att inrapportera aktiviteten.

Notera 2: Matvarden och andra data infor inrapportering kopieras. Dessa
kan accepteras eller andras fér den nya aktiviteten.

Notera 3: Bilder kopieras inte till den nya aktiviteten.

1 Logga in pa Lion Portal lionportal.org

Leta reda pa aktiviteten att kopiera

@ Tips! Det finns tva satt att hitta den aktivitet som ska kopieras:

* Fran Hjalpinsatser > Mina aktiviteter i det 6vre navigeringsfaltet

» Fran Min klubb > fliken Klubbens serviceaktiviteter

Bada visas


http://lionportal.org/

@ Hitta fran Hjalpinsatser > Mina aktiviteter

2 Klicka pa "Hjalpinsatser".

AONG

¢ Lion Portal W

Membership v Service v Learn More v

Welcome Example One!

MY MEMBERSHIP MY CLUB




3 Klicka pa "Mina aktiviteter".

Lion Portal EEN - .

Home Membership v Service A Learn More v

Welcome E @ tivities

MY MEMBERSHIP MY CLUB

Listan "Mina klubbaktiviteter (senaste tre manader)" ar standardvyn. Klicka pa
pilen nedat bredvid vyns titel for att &ndra till en annan vy.

Create Service Activity

My Activities

My Club Activities (Last 3 Months) »

- Sorted by End Date - Filtered by All service activities - Start

Q, Search this list... B EHY &

2d In Users Club Activities - Updated a few seconds ago

End... * v Title . v Start.. v R.. v Activ.. v Record... v Si.. v Created... v

1 Example Cl... |SA-052924... 9/1/2024 Lions Cl... Donation v
2 7/4/2024  Example Cl... |SA-052924... 7/4/2024 Lions Cl...  Service Pro... Example O...

7/5/2024  Example Cl... |SA-052924... 7/5/2024 v LionsCl... Meeting Example O. v
4 8/5/2024  Example Cl... |SA-052924... 8/5/2024 v LionsCl... Meeting Example O...
5 9/2/2024  Example Cl... |SA-052924... 9/2/2024 v LionsCl... Meeting v

6 9/11/20... Example Cl... |SA-052924... 9/11/20... Lions Cl...  Fundraiser v

A



5 Klicka pa lanken till den serviceaktivitet som du vill kopiera.

My Activities

My Club Activities (Last 3 Months) v

items - Sorted by End Date - Filtered by All serice actiites -Start TR, - e el
Date, Logged In Users Club Activities - Updated a seconds ago i

End... T | Title v | Service... v | Start... v | R.. » | Activ.. v | Record... v | Si... v | Created... v
1 Example Club SA6... SA-052924.. 9/1/2024 Lions Cl...  Donation
2 7/4/2024  Example Club SA7... 4 . T14/2024 Lions Cl...  Service Pro... Example O..
3 7/5/2024  Example Club SA1... SA-052924.. 7/5/2024 v LionsCl... Meeting Example O...
4 8/5/2024  Example Club SA2... SA-052924.. 8/5/2024 v LionsCl...  Meeting Example O..
5 9/2/2024  Example Club SA2... SA-052924... 9/2/2024 v LionsCl...  Meeting

9/11/20... Example Club SA5... SA-052924 9/11/20... v Lions Cl...  Fundraiser
7 9/15/20... Example Club SA3... SA-052924... 9/15/20.. |[v LionsCl...  Service Pro... |+ G

6  Aktiviteten dppnas. Klicka pa "Kopiera" for att pabdrja processen.

& Lion Portal Sl

Membership v Service v Learn More v

Service Activity

SA-05292423 Edit Delete
e Sponsor Status
@mple Club SAY - Service Project Surfing Example Club For Training Ready to Report
itails Image Gallery Imag... Uploa..

v Information

Report Complete [ ]

Record

; - >
Service Project £3 4

Title @




@ Hitta fran Min klubb > fliken Klubbens serviceaktiviteter

7  Klicka pa "MIN KLUBB".

Membership v Service v Learn

MY MEMBERSHIP




8 Klicka pa fliken "Klubbens serviceaktiviteter".

Home Membership v Service v Learn More v

Account

B Example Club For Training + Follow

Lion ID Type Status Billing Address Active Member Count
200158 Lions Club Active 124 Any Place 56

Naperville, Illinois 60565

United States

Club Details Data Export Club Statements C]u@e Activities More Member ... Club Acti...
Account Name Type @
Example Club For Training "4 Lions Club DL Al
Parent Account @ Active Member Count
District 1.J 56
Region or Z Club Specialty
R S Manage Club Officers
SEZonel Cultural €
LionID @ Club Sub-Specialty @

aNN1EQ

9 Listan over klubbens serviceaktiviteter visas. Klicka pa kolumnrubriken for att sortera
listan efter den valda kolumnen.

Lion ID Type Status Billing Address Active Member Count
200158 Lions Club Active 124 Any Place 56

Naperville, Illinois 60565

United States

Club Details Data Export  Club Service Activities More Member ... Club Acti...
Service Activities (9) g- ¢

Manage Club Members

9 items - Updated a minute ago

EJ» v | Title v | Service Acti... v | Start Date v | Re

1 7/5/2024 Example Club ...  SA-05292416 71512024 v el ECHEEE =
2 8/5/2024 Example Club ... SA-05292417  8/5/2024 -
3 9/15/2024 Example Club ...  $A-05202418 9/15/2024 v Matpe Cub Slub
Leader
4 9/17/2024 Example Club ... SA-05202419  9/17/2024 v G

: Q111204 Fvamnla Cliik SA-NR202472N Q1112074 " ]



10 Kiicka pa lanken till den serviceaktivitet som du vill kopiera.

m Service Activities (8) &~
Manage Club Members
8 items - Updated a few seconds ago

End Date v | Title v | Service Acti... v | Start Date v | Re
1 7/5/2024 Example Club ... SA-05292416  7/5/2024 v Manage Club Officers
2 8/5/2024 Example Club ...  SA052926417 8/5/2024 v
9/15/2024 Example Club...  SA-05202418 9/15/2024 v fanage b Club
Leader
4 9/17/2024 Example Club ...  SA-05292419 9/17/2024 v
5 9/11/2024 Example Club ...  SA-05292420 9/11/2024 v
Manage Delegates
Example Club ...  SA-05292421 9/1/2024
7 9/2/2024 Example Club...  SA-05202422 9/2/2024 v
8 7/4/2024 Example Club ... SA-S 71412024 [t S et
=/
4 »

View All G
View Club Officers

11 Kilicka pa "Kopiera”.

AONG

© Lion Portal [

Membership v Service v Learn More v
Service Activity i el
SA-05292423 . @ i
e Sponsor Status
@mple Club SAY - Service Project Surfing Example Club For Training Ready to Report
itails Image Gallery Imag... Uploa...

v Information

Record Type Report Complete [ ]

Service Project

Title @

[T
EY
~,




12 Aktiviteten dppnas. Klicka pa "Kopiera" for att pabdrja processen.

& Lion Portal N

Membership v Service v Learn More v
Ml Service Activity )
Ml SA-05292423 Edit Delete
e Sponsor Status
@mple Club SAY - Service Project Surfing Example Club For Training Ready to Report
itails Image Gallery Imag... Uploa..

v Information

Record Type Report Complete [ ]
Service Project £ 4
Title @

Redigera den kopierade aktiviteten

1 Ett gront meddelande om att det gick bra visas. Klicka pa "X" for att stdinga meddelandet.
Den nya aktiviteten ar redo att uppdateras med information om denna nya aktivitet.

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

Membership Service v Learn

Service Activity

:”,.- SA-05202424 Edit Copy Delete
e Sponsor Status

«ample Club SA7 - Service Project Surfing 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 [
Service Project £ s

Title o



& Observera! Nar en serviceaktivitet kopieras ar startdatum och slutdatumen tomma.
Aktiviteten ar installd pa "Ej inrapporterad". Dessa falt maste uppdateras for att
aktiviteten ska kunna inrapporteras som slutférd.

@ Tips! Vi foreslar att du andrar titeln pa serviceaktiviteten for att géra den lattare att
hitta i framtiden. For att spara andringarna kravs ett "Startdatum".

@ Exempel pa metod for redigering

14 Redigera titel genom att klicka pa pennan bredvid "Titel".

Example Club SA7 - Service Project Surfing Example Club For Training Draft
Details Image Gallery Imag... Uploa...

~v Information Use the Upload Images tab to begin

uploading images.

Record Type Report Complete o

Service Project £ s
Title @

Example Club SA7 - Service Proj

Surfing

Sponsor @ Cause

Example Club For Training 4 Vision 4
Activity Level Project Type

Lions Club Other 4
Status o Description o

Draft We partnered with another club 4

and a local surfing based youth
club to run an in water surfing
event for visually impaired.

[ P T e O e R g T S e



15 Kiicka i faltet "Titel" for att redigera namnet.

Details Image Gallery

v Information

Record Type

Service Project

*Title G,

* = Required Information

Report Complete L: ]

; Club@jervice Project Surfin ]

* Sponsor [ ] *Cause
Example Club For Training X Vision

Activity Level
Lions Club

16 Klicka pa "Spara".

Details

Image Gallery

v Information

Record Type

Service Project

*Title @

View all dependencies

Project Type
Other

Cancel Save

* = Required Information

Report Complete L: ]

Example Club SA8 - Service Proje

* Sponsor [ ]

*Cause

Example Club For Training X Vision

Activity Level
Lions Club

View all dependencies

Project Type

Other

Cancel

Imag... Uploa...

Use the Upload Images tab to begin
uploading images.

Imag... Uploa...

Use the Upload Images tab to begin
uploading images.

10



17

Tips! Om det uppstar ett fel nar du férsoker spara. Hjalpsamma budskap leder dig till

de punkter dar du kan korrigera felen

"Startdatum" kravs for att spara aktiviteten. Felmeddelandet kommer att dyka upp for
att visa felet/felen. Klicka pa lanken till felet. | det har exemplet ar det "Startdatum”

som ar felet.

Details Image Gallery

* = Required Information

v Information

Record Type Report Complete L: ]
Service Project

“Title @
Example Club SA8 - Service Proje

* Sponsor (: ] *Cause

B Example Club For Training X Vision

@ We hita snag. Pdbendencies
Al Revieol!owing fields
Li « Sia L
. <

Imag... Uploa...

Use the Upload Images tab to begin
uploading images.

11



18 Om du klickar pa lanken kommer du till det falt som orsakar felet. Nedanstaende
information ger en detaljerad beskrivning av felet. Ratta till uppgifterna och klicka

pa "Spara".
[ . ] @ Example One, 9/22/2024,9:16
AM
Complete this field with format
M/ d/yyyy.
End Date o
&
M/d/yyyy

v Required Metrics

People Served o

150

Total Volunteers @

a5

Non-Lions Participated o
v

Cancel @

@ Slut pa exempel pa metod for redigering

@ Exempel pa metod for nytt fonster

12



19 Kilicka pa "Andra".

Home

Service Activity

SA-05292424

le

@mple Club SA8 - Service Project Surfing

itails Image Gallery

v Information

Record Type
Service Project 7

Title @
Example Club SA8 - Service Project '
Surfing

Sponsor [ ]
Example Club For Training 4

s e

20

uppdateringar.

Information

Record Type
Service Project

“Title @

Membership v

Service v

Sponsor
Example Club For Training

Report Complete i ]

Cause
Vision F 4

Report Complete [ )

Example Club SA8 - Service Project S

*Sponsor (i ]

Example Club For Training X

Activity Level
Lions Club

*Cause

Vision

Learn More v
Copy Delete
Status
Draft
Imag... Uploa...

Use the Upload Images tab to begin
uploading images.

Klicka i det eller de falt som ska andras och klicka sedan pa "Spara" for att spara dina

" = Required Information

View all dependencies

Project Type
Other

Save

13



@ Slut pa exempel pa metod for nytt fonster

& Paminnelse: Bilder kopieras inte till den nya aktiviteten.

21 Notera: Det finns inga bilder fér denna nya aktivitet.

e

@mple Club SA8 - Service Project Surfing

tails Image Gallery

v Information

Record Type

Service Project

Title @
Example Club SA8 - Service Project #'
Surfing

Lo
bt ]

Sponsor L: ]

Example Club For Training s
Activity Level

Lions Club

Status @

Draft

Sponsor

Report Complete @

Cause

Vision 4

Project Type

Other F 4

Description [i]

We partnered with another club 4

and s laral enirfine haead vanith

Status
Draft

Imag... Uploa...

Use the Upload Images tab to begin
uploading images.

O

14



22 For att atervanda till klubbsidan klicka pa lanken under "Sponsor".

Lion Portal

Home Membership v Service v Learn

| Service Activity

» | SA-05202424 Edit COpy Delete
Title Spon m Status
Example Club SAS8 - Service Project Surfing Examp{e Cluf For Training Draft
~—~
X
;™ Example Club For Training
Details Image Gallery Uploa...
2 Lion ID Type
v Information 200158 Lions Club Upload Images tab to begin
B g images.
Record Type Status Billing Address
Service Project Active 124 Any Place

Naperville, Illinois 60565
United States

Title o
Example Club SAS - Service Project

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

Lion Portal =i

Home Membership v Service v Learn More v
E Account —
@l Example Club For Training T TR
Lion ID Type Status Billing Address Active Member Count
200158 Lions Club Active 124 Any Place 56
Naperville, Tllinois 60565
United States
Club Details Data Export Club Statements Club Service Activities More Member ... Club Acti...
Account Name Type (i ]
Example Club For Training s Lions Club Manage Club Members
Parent Account @ Active Member Count

15



24 Detta avslutar snabbvagledningen "Serviceaktiviteter - Kopiera en serviceaktivitet".

Home Membership v Service v Learn More v

Welcome Example One!

MY MEMBERSHIP

MY CLUB

MY ASSOCIATION

QO8NS

16



