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Membership Reportingtew to Add, Drop, Reinstate, Transfer, UpdateiemRe

Here's How What You'll See

1. Go tovww.lionsclubs.org

)

Lions Clubs International

AboutLions  Becoming & Lion  The Foundation  Our'ork  Ourimpact  News and Events

E Philippines L

m Bag-A-Burger

Who are Lions?

Qurmembers are very Avyoundg girl in the Philippines. & mother
different in rmany ways, in ¥West Africa. A burn victim in the United
butwe share a core States

helief. community is what Meetthe people we help

we make it

Our Impact

Find a Club  Shop | Submit Reports | Contact Us  Donate iSearCh :b

Member Center

News and Events B

See How Preschoolers Laugh and
Learn in Uganda

View Peace PosterWinners

Find Out About Lions, LCIF
Response to Midwest LLS. Flooding

Leatn More About Our Mew Web Site

Review Fraquently Asked Questions
About Duriteb Site

More Heves and Everts

How Dol ...
Find a Club Mear Me?

Download Lions Logos and
Forms?

Feguest Assistance?
Become a Mermber?

Submit Membership and
Activity Reports?

2. Click orsubmit Reports. Finda Club  Shop Contact Us

/

3. Click oion Officers
Login Here.

Lion Officers Login Here
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Here’'s How

Click on théraining Area
if you want to obtain
training.

Ga

Password:

***Note: You can click on the
Training Area and use it with n
password

On the next screen, clickmember Number:

Need vour Password?

Membership Reports

What You'll See

Lions Clubs
International

System backups are performed daily between 6:15 a.m. and 7:15 a.m. Central Standard
Time (CST-USA). (November thru February 1215 to 1315 GMT and March thru October
1115 to 1215 GMT.) The membership web site is not accessible during this time period.

March 4, 2009
At the request of the International Activities & Program Planning Division (Program

Development Department) the New Activity Report format was released in December of
2008.

Training Area

Since the initial release, we have implemented additional upgrades to improve the
reporting process including printing. Therefore, the current report is available on the
WMMR. site in English only. We are currently working to get all reports translated and

6.

bt

To proceed to editing pa
of WMMR, enter your
Member Number and
Password.

PON Y
£(L)a

Lions Clubs
International

System backups are performed daily between 6:15 a.m. and 7:15 a.m. Central Standard

Password:

Member Number:

Time (CST-USA). (November thru February 1215 to 1315 GMT and March thru October
1115 to 1215 GMT.} The membership web site is not accessible during this time period.

March 4, 2009

At the request of the International Activities & Program Planning Division (Program

***Note: Password is neede
for this area.

~

Need your Password?

Membership Reports

Development Department) the New Activity Report format was released in December of
2008.

Training Area

Since the initial release, we have implemented additional upgrades to improve the
reporting process including printing. Therefore, the current report is available on the
WMMR site in English enly. We are currently working to get all reports translated and

In order to get your
Password, click on the
Need your Password?
Link.

Password:

***Note: You must have a
valid e-mail address on
record with International
Headquarters to receive you
password using the Need
your Password link.

Member Mumber:

Need vour Password?

Membership Reports

Lions Clubs

International

System backups are performed daily between 6:15 a.m. and 7:15 a.m. Central Standard
Time (CST-USA). (November thru February 1215 to 1315 GMT and March thru October
1115 to 1215 GMT.) The membership web site is not accessible during this time period.

March 4, 2009
At the request of the International Activities & Program Planning Division (Program

Development Department) the New Activity Report format was released in December of
2008.

Training Area

Since the initial release, we have implemented additional upgrades to improve the
reporting process including printing. Therefore, the current report is available on the
WMMR. site in English only. We are currently working to get all reports translated and
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Here's How What You'll See
8. Enter yowlember #and

Member Password Lookup
clickSubmit.

If you are a current Lions Club officer and you would like to receive your password by email,
please enter your member number; then click the "Submit" button

Member #:

|[ Submit ] [ Cancel ]

9. Type in yodMember RON,
NumbemandPassword ‘;(Di' Lions Clubs
and clicksoto continue tq '-'*-.,.-*r

International
the member reporting area.

Member Mumber:
114136
Pasgword:

asesaes {

10. After you log in, click on|the PAONS
Membershif ab. §® Lions Clubs

K

&> International Home  |Membership

Welcome Martha
Bing You are currently
logged in.

Logout
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Here's How What You'll See

11.Select thaeport Month Horme: hemberzhip Club Zone Region District MiLtti-District Logout
being reported. Notice tl
theReport Monts
indicated in the red Membership Activity Page
rectangle.

Reewiswn | Transfer | ) |  Eeinstate

Select a Reporting Month: | 4pr 2008 «

*** Note: Report month
choices are current calendar
month or up to 2 months ADD a Member
prior. The default is the
current calendar month.

Please select one of these Membership options:

UPDATE a Member's information

REVIEW a Member's information

All prior reporting months TRANSFER a Wember

require paper COpieS to be DROP a Member
submitted to the Club Office
& Record Administration

Department at the To report NO MEMBERSHIP ACTIVITY for this month. click here
International Headquarters.

14

REINSTATE a Member

12.1f you want to repe@ Please select one of these Membership options:
membership activitglick
the appropriate option ADD a Member
located at the bottom of|the
list. UPDATE a Member's information
13.The MMR Report Statug REVIEW a Member's information
screen will appear to
confirm your submission. TRANSFER a Member
14.Click OK to return to the DROP a Member

Membership Activity Page.
REINSTATE a Member

\ To report NO MEMBERSHIP ACTIVITY for this month, click here
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Here's How What You'll See

1. Click oddorAdd a
Member

2. If the person you are
adding was not a prior
member, click tNecircle,
and cliclsubmit

***Note: Leave the rest of the
fields blank.
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Here's How What You'll See

3. If the member you are
adding was a prior
member, seleceés Enter
the last name of prior
member and any additignal
information you have about [ ]
the member (or what yo
know about an existing pr
prior Lion) and click
Submit

[

***Note: Enter only the
member number, if available,
and click Submit.

4. Basic Member
Informatiorpage will opeD

5. FillinALLof the required
fields marked with (

6. After entering all of the
necessary information gn
the Basic form, click on
Member Sponsgor
Sponsor talio continue.

***Note: If not all of the
required fields are filled in, an
error message will display.
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Here's How What You'll See

7. Select a sponsor using the
Sponsor Lookup window.

8. If the sponsor is from th
same club, members wi
display in the box.

D

a.To scroll through the
names, click the up or
down arrows next to the

o —
b.OR search for a sponsor 1

within the club, filLast

andFirst Namer

Member #h the dialog |:|

box and clidearch.

9. Click the name of the
sponsor to highlight it, then

clickAdd. I:l

10.If the sponsor is from a
different club, fill in the
information in tbéferent
Clubwindow located at the
bottom of the Sponsor
Window.

11.0nce you have selected a
sponsor, cliGave
Member.

12.1f the member is a part of a
family unit, click femily
Unitbutton, and enter th
Family Unit information.

13.0nce the Family Unit
information is entered, click
theSave Membdyutton.

(1%}
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Here's How What You'll See

1. Click on theroporDrop a
Member

2. Click on thidember IOn
the membeaolumn of the
member you want to drgp.

3. ORffill in the Last Name|or
Member # and click
Search
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Here's How What You'll See

4. Click on therop Reason
drop down list.

5. Highlightan appropriate
reason by clicking on it.

6. Click th®ropbutton to
drop the selected member.
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Here's How What You'll See

1. Click ofReinstateor
Reinstate a Member.

~U

2. Click on theox next to the
member you want to
reinstate then click
Reinstate Selected.

\1%4

3. All members you selected
will re-display in a
confirmation screen.

4. Click on théonfirmation ]
Reinstatemenb finish.

***Note: More than one
member can be reinstated at
atime

***Note: Only thmembers
who have been dropped frgm
your club in the last 12
months will display.
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Here's How What You'll See

1. Click offransferor
Transfer a Member.

2. Fill in théast Namerthe
Member # available and
clickSearch

3. All members who match the
search will be displayed,

4. Click on thldlember #of
the member that you want
to transfer.
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Here's How What You'll See

5. Make sure that all of the
information on the screen is
correct; make changes |
necessary.

=

6. ClickConfirm Transfer

7. If you are not able to logate
the member to transfer,
clickAssistance

8. Fill in the data requested,
and then cliGubmit
Assistance Request

***Note: LCI headquarters
staff will process the transfer
for you.
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Here's How What You'll See

1. ClickUpdate or Update
Member’s Informatioh
you want to make any | |
changes.

***Note: Review and Review
Member’s Information are
used for viewing only.

2. Click on thdember #f
the member, whose
information you want to
change.
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Here's How What You'll See

3. Change/Update the
member’s information and
clickSave Member

4. If you want to change th
member’s name, click o
theChangebutton.

42

1

5. Enter desired changes and
a reason for change ang
ClickSubmit

6. This confirmation screen
will appear. The name
change will be submitted to
LCI headquarters for reyiew

***Note: This message will
time out after 5 seconds.
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Here's How What You'll See

7. If you want to review
sponsor information, click
on theéSponsorTab.

***Note: Sponsor changes
can only be updated by the
Membership Operations

Department staff. Please

contact them at:
memberops@lionsclubs.org
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Here's How What You'll See

1. Click on th@&lublink.

2. Click on theeportdink. [ ]

3. Click on therintbutton
next to the report you want
to view or print.

4. While viewing the report
click thé@rint Icon
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Here's How What You'll See

1. To view or print a Monthly
Membership Report, cligk
on thePrintbutton.

2. Type in a Month and a Year
of the report you want tg
view in the following format
mm/yyyy, then clRlin
Report.
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Here's How What You'll See

3. Areport will be generated
for the month you selected.

4. Save a copy of the monthly
report for your club’s
records.

5. While viewing the report
click thé@rint Icon
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Here's How What You'll See

1. Click oViewbutton next
to the Membership Data
Download to get
appropriate data.

2. To ensure privacy, the
following screen will
appear.

3. Click omAgreebutton to
continue.

4. A comma delimited file v
be displayed.

<

5. You can copy and paste
this information into a da
base or spreadsheet
program and use for your
club purposes, such as
mailing labels.

ey
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Here’'s How

What You'll See

1. Click osonext to the
Lions Club Activity Repg

2. After you click on Go, yq
will see the report Welc
Page.

The Welcome Page will cor
information on upcoming ey
such as your district’s signa
projects and/or global servi
action campaigns.

You may choose to learn m
about these initiatives and

access additional resource$

clicking on the appropriate
links.

u
bme

itain

ents
iture
Ce

ore

7/21/2010
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Here's How What You'll See

3. To add a new activity,
select the appropriate
month using the tabs on the
left side of your screen. P

4. Click on trAdd Ne\link

*** NOTE: Months with
activities entered will
display with a gold tab.

5. Enter ditleand
descriptiorof your activity.
You may include as much
or as little information as
you wish.

**NOTE: The activity title and
description you provide will|be
visible to all WMMR users with
a valid password if you chopse
toShare this Storwith others.
(See step 10 for more
information.)
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Here's How What You'll See

6. To enter thactivity type i
start typing in the box anéPRtion 1
list of suggested activity
types will be displayed (see

Option 1).

Example

Eyeglass recycling
—
Option 2

If you do not see the
appropriate activity type, yqu l
may click on the icon to
choose an activity type from a
list (see Option 2).

Please choose one that most tThIS :s;H
closely matches the activity bar to see
that re entering. i
at you are entering the entire
list.
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Here's How What You'll See

7. Enter the appropriate
numerical data for each
activity.

ExampleFor eyeglass
recycling, you would enter:

Number of Lions
involved in this activity.
Number of Lion

Hoursdedicated to thip
activity.

Number of
Eyeglasses Collecteg.

*»**NOTE: If there are items|that
do not apply to your activity,

you may leave the boxes blank.

8. To upload a photo for:
activity (optional):

Click on the Browse button.

Select the photo file you Po—

=

wish to upload from you
computer.

Click Open.

*** NOTE: You may upload up
to two photos.
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Here's How What You'll See

9. Check thBistrict wide
activitybox if this is a
district-wide activity.

10.Check th&hare this
Storybox if you would like
to share this activity
information with others.

11.Clicksavewhen done.

*** NOTE: By checking the

Share this Storlox, you —
will be able to share the Tip: If you will need more than 20 —
title, description, and minutes to enter your activity

photos for this activity wjth information, please be sure to save

other WMMR users with a your work before you finish! This will

prevent you from losing your

valid password. information if you are logged off.

After you save your informgtien;
a summary of your activity w[/ill
appear in the monthly activity

list page. l

To enter another activity for|this —1
month, click &wd Newand
follow steps 1-11 above.

If you would like to edit/cha
any information you have

entered, click on tditbutton
or simply edit the text directly
on the monthly activity list page.

d

ge

You can only enter whole numbers (no decimals, aosymbols).

Use your local currency when entering funako reaitastl/

You can only upload supported photo file typssI®iiE@, GIF, and PNG. If you have trouble
uploading a photo, please check the size astgdile phay be too large.

7/21/2010 Page 25 of 43



Complete Reference Guide Llidrs IGternational

Here's How What You'll See

1. Click ofrintbutton next
toMembership Cards

2. Select your Paper Size,
Cards Per Page, Print Ir
and Good Standing month.
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Here's How What You'll See

3. If you want to print
membership cards for ALL
members, click the

double arrow
button; if you made a
mistake and want to mo
ALL members back, clic
thereverse double arrow

xS

button
4. ClickRun Report.

5. If you want to print
membership cards for ajfew
members, use the scroll
bar.

6. Click on the member(s) you
want to print a card for,
then click thengle arrow

buttorks

7. If you made a mistake,
select the member from
Members Selected and
click theeverse arrow

button
8. ClickRun Report.
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Here's How What You'll See

9. Membership cards will be
generated. Insert card
stock. Click on Print icon to
print cards.

***Note: Any 8 per page or 10
per page business card
labels/stock can be used.

10.While in the report, click|the
Print Iconto print a paper
copy.

***Note: IMPORTANSePage

ScalingtoNoneto ensure cards
print correctly.

Some user may need to seleqt
PRINT AS IMAGE, by clicking on
the Advanced tab, then check
Print as Image.
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Here's How What You'll See

1. Click on th@lublink on
the WMMR welcome page.

2. Clink on thelub Officers [ ]

link to update or add club
officer information. /

e —

3. Click on theffice Titleof
the officer you wish to
update.
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Here's How What You'll See

4. Select a new individual you
wish to replace the current
officer with by scrolling
through the list, and then
clicking on the name.

5. ClickSaveto finalize yout
selection.

6. After you cli@ave an
updated officer list will
appear.
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Here's How What You'll See

7. If you wish to end the term
of an officer, for whom yjou
do not have a replacement
yet, select that individual
from the list.

8. Clickend Term.

9. An updated officer list will

appear.
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Here's How What You'll See

10.To add an officer to your
list, click on ti@fice
Title,select a new officer
from the list.

11.Clicksave.

12. An updated officer list will
appear as a confirmation.

***Note: to confirm, review
and/or print a copy of your
submitted club officers:

- Click on the yellow
banner tab - CLUB link

- Click Reports

- Click the Print button nekt
to the Officer Reporting
Form (PU-101)

- Select either current or
next year

- Click run report
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Here’'s How

What You'll See

There are two ways to e
Family Units

Add or Update Membership
ScreerfOption 1)

Club — Family Unit link -
(Option 2)

***Note: Users are required t
complete an entire Family Ur
in a single session. Incomple
Family Units will be removed

nter

Enter the Head of Housefold first.

Enter Family members belonging to the HeadhwoildHafteethe
Head of Household record is processed.

Complete one Family Unit at a time.

A

Up to five members, including the Head of Hazasebeldelected
per Family Unit.

—

te

Option 1: Usingdd or Update Membership Screen

1. Follow Steps 1-4 from th
How to Add a Member
Section (refer to page 6-

e

7).

2. Click on thieamily Unit
tab or button.

7/21/2010
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Here's How What You'll See

3. If the member is the Head
of Household, click the
Head of Household box,

4. If the family unit member is
not the Head of Househpld,
click thelown arrovboy
the Family Unit box.

5. Select the name of the
Head of Household from
the list by clicking on it.
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Here's How What You'll See

6. Enter Relationship
Documentation, Address$
Documentation, and Year
of Birth if not displayed.

7. ClickMember Sponsor
button.

8. The following message will
be displayed.

9. Click oisave Membdo
finish. The new memben will
be added to your club
roster as well as the Family
Unit.

10.To update existing Family
Unit information:

- Start with steps 1-3 from
How to Update or Reviey a
Member (refer to page 15-
16)

- Follow the steps from How
to Family Unit Section
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Here's How What You'll See

Option 2: Using Club — Family Unit link

1. Click o€lublink.

2. Click oframily Unitéink.

3. Click olNewto enter a
new Family Unit.
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Here's How What You'll See

4. Select the Head of
Household by scrolling
through the list of members.

5. Click on the Head of
Household button to select
the Head of Household.

%)

6. SelecRelationship
Verification
Documentatiofrom the
drop down list.
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Here's How What You'll See

7. SelecAddress
Verification
Documentatiofrom the
drop down list.

8. Scroll through the list of
Members and Click on the
square check box to select
members that belong to|this
family unit.

9. Fill out all of the required
(®information for each
family member.

10. Scroll to the bottom of the
screen.

11.Clicksave.
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Here's How What You'll See

Remove all of the members in the family unit first.
Then remove the Head of Household (HOH)

Removing a Member of a Family Unit

1. Click on Club link.

2. Click on Family Units.
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Here's How What You'll See

3. Choose the family unit to
which the member belongs
and click Update.
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Here's How What You'll See

4. Click on the square next to
the name to deselect.

***Note: all of the informatign
fields next to the member’s
name will appear blank.

5. Click Save at the bottom of
the page.

***Note: after all members of
the household have been
dropped, the check box for
the Head of Household
member will be available to
deselect.

174

Removing Head of Household

1. Click on Club link.
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Here's How What You'll See

2. Click on Family Units.

[ ]

3. Click Update next to the
Head of Household name
you wish to remove.

***Note: all family unit membpers
must be removed before
you remove and/or replace
the Head of Household.
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Here's How What You'll See

6. Click on the circle to select
a new Head of Househald.

***Note: the information fielgls
for the former Head of
Household will appear
blank

7. Click Save at the bottom of
the page.
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