
 

 
 

 

 
           
 

  

Click on Member Center or 

submit reports.  Picture 

changes. 

Home page of Lions Club International 

Member Center Page ï if you click submit reports you bypass this screen. 

Click on  

Submit a Report- 

when you come 

to this screen 

otherwise 

proceed to next 

screen.  



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on: 

Lions Officers Login Here 

 

Login Page 

If you need 

Password ï click 

Need your 

Password.  Next 

screen asks for 

your Member 

Number  (which 

you obtain from 

Club Secretary 

or Treasurer).  

After typing in 

Member Number 

click Submit. 

International will 

email you 

password. 

 

If you have 

password from 

International ï 

put in your 

Member Number 

and Password 

then click Go! 

  



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Welcome Page 

Club Administration Home 

You can create 

bills to send out 

to club members 

by clicking on 

Billing. 



 

 

 
 

 

 
 

 

You need to 

type in date.  

Click Add 

Type in: 

Activity ï such as annual 

dues. 

Activity Date 

Amount ï do not type $ 

sign, just amount. 

Have yes marked if you 

want bill created for all 

members.  Clicking no 

will allow you to choose 

which members to create 

bill for. 

Click Save Change Item 

 



 

 
 

 
 

 

Click Complete if 

information is correct.  

Incorrect information 

click reset and will take 

you back to previous 

screen. 

You will be asked: 

Are you sure you want to 

proceed?  Click Ok. 

Click Complete 

Click Reset to generate different billing. 



 

 
 

 

 
 

Click View or 

print Report Type 

Bill 

generated to 

be sent to 

members 

with 

treasurerôs 

address on it. 



 

 

 
 

Club Reports 

 
 

 

Club Officers 

This replaces PU101 

form. Use arrow to choose 

2011-2012. Then choose 

name of new officers from 

club roster.  

Click Print to run 

report that you 

want.   



 

 
 

 

 
 

PU101 report. 

Click year you want 

report for.  Then Run 

Report 

PU101 report 



 

 

 
 

 

 

  
 

Membership Tab  

Choose month 

by clicking on 

arrow 

ADD a Member 

Choose month, using 

down arrow, before 

clicking on one of 

Membership options. 

 



 

 

 
 

 
 

 

Required to fill in : 

Name 

Mailing Address 

City 

County (when you enter 

United States additional 

fields of State and Zip code 

will appear) 

Gender 

Year of Birth 

Join Date 

Member of Family Unit 

Member Type 

 

Fill in as much of other 

information as you have. 

Basic 

Page 

Add Member 

Check whether Prior Member: 

 

If No fill in Name 

 

If Yes fill in all information 

 

Click Submit 



 

 

 
 

 

 
 

 

Page you will see when clicking on Member Sponsor 

You can lookup sponsor by 

typing in Last name, First 

name and press search or 

scroll down on list of names 

until you come to sponsor, 

highlight sponsor name, then 

click on add. 

Shows Sponsor member # 

and name.  If information 

is correct click on save 

member.  If incorrect 

sponsor highlight member 

name then click on 

remove.  Then find correct 

sponsor, highlight name, 

click on add. 

If sponsor is from 

different club fill in 

information under 

different club. 

 

Last step is to click on 

save member. 



 

 

 

 
 

 

 

 

If member is member of Family Unit, click on Family Unit on bottom of Basic 

Information page, and you will see following: 

If member is joining an already established family 

unit click on down arrow to determine which Family 

Unit they are a part of.  Highlight. 
 

If new member is family member of current member 

who is not head of Family Unit ï go to Club tab, 

Family Unit and establish new family unit. 

 

Then determine Relationship Type, Relationship 

Documentation, Address Documentation from drop 

down arrows. 

 

Establish a new family unit by clicking on Head of 

Household. You will then need to determine 

Relationship Documentation and Address 

Documentation 

 

Click on Save member 

If you need to update member information on Membership Tab click on Update Memberôs Information. 

Find memberôs name that 

you need to update. Click 

on member #.   To go to 

next page click on Page 

number1,2,3 or 4. 



 

 
 

 

 
 

 

 

 

Update information as 

needed. 

 

Press Save Member on 

bottom of page which 

does not show on this 

screen. 

To review member information on Membership Tab click on Review Member 

Information. 

Find member name, click on 

Member # to review 

information. If changes need 

to be made follow steps in 

updating information. 

Can search for member by 

entering Last Name than click 

Search. 


