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Instructions: 

·  To view a particular part of the guide, click the corresponding link in the table of contents. 

·  To print a particular part of the guide 

o Go to File and then Print  

o Click "Pages", and enter the page range of the pages you wish to print.  

�  The page range can be determined using the table of contents as a guide.  
For example, enter 27-30 to print the Club Officer Functions. 
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Membership Reporting – How to Add, Drop, Reinstate, Transfer, Update or Review  
Here’s How What You’ll See 

1. Go to www.lionsclubs.org 

 

2. Click on Submit Reports. 

3. Click on Lion Officers 
Login Here. 

 

 

 

 
 

http://www.lionsclubs.org/


Complete Reference Guide                    Lions Clubs International 

 

7/21/2010  Page 3 of 43 

Here’s How What You’ll See 

4. Click on the Training Area 
if you want to obtain 
training.  

5. On the next screen, click 
Go.  

 

 

***Note: You can click on the 
Training Area and use it with no 
password  

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

 

 

 

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

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

 

 

***Note: You must have a 
valid e-mail address on 
record with International 
Headquarters to receive your 
password using the Need 
your Password link.  
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Here’s How What You’ll See 

8. Enter your Member # and 
click Submit. 

 

9. Type in your Member 
Number and Password 
and click Go to continue to 
the member reporting area. 

 

 

 

 

 

 

10. After you log in, click on the 
Membership Tab. 
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Here’s How What You’ll See 

11. Select the Report Month 
being reported. Notice that 
the Report Month is 
indicated in the red 
rectangle. 

 

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

 

All prior reporting months 
require paper copies to be 
submitted to the Club Officer 
& Record Administration 
Department at the 
International Headquarters.   

12. If you want to report NO 
membership activity, click 
the appropriate option 
located at the bottom of the 
list.   

13. The MMR Report Status 
screen will appear to 
confirm your submission.  

14. Click OK to return to the 
Membership Activity Page. 
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Here’s How What You’ll See 
  

  

1. Click on Add or Add a 
Member. 

 

2. If the person you are 
adding was not a prior 
member, click the No circle, 
and click Submit 

 

***Note: Leave the rest of the 
fields blank. 

 

How to Add a Member 
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Here’s How What You’ll See 

3. If the member you are 
adding was a prior 
member, select Yes. Enter 
the last name of prior 
member and any additional 
information you have about 
the member (or what you 
know about an existing or 
prior Lion) and click 
Submit. 

 

 

 

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

 

4. Basic Member 
Information page will open  

5. Fill in ALL of the required 
fields marked with (*).  

6. After entering all of the 
necessary information on 
the Basic form, click on 
Member Sponsor, or 
Sponsor tab to 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 the 
same club, members will 
display in the box.  

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

b. OR search for a sponsor 
within the club, fill in Last 
and First Name or 
Member # in the dialog 
box and click Search.  

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

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

11. Once you have selected a 
sponsor, click Save 
Member.  

 

 

 
 

12. If the member is a part of a 
family unit, click the Family 
Unit button, and enter the 
Family Unit information.  

13. Once the Family Unit 
information is entered, click 
the Save Member button.  
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Here’s How What You’ll See 

  

  

1. Click on the Drop or Drop a 
Member. 

 

2. Click on the Member ID, in 
the member column, of the 
member you want to drop. 

3. OR fill in the Last Name or 
Member # and click 
Search. 

 

How to Drop a Member 
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Here’s How What You’ll See 

4. Click on the Drop Reason 
drop down list. 

5. Highlight an appropriate 
reason by clicking on it.  

 

 

 

 

 

 

 
 

6. Click the Drop button to 
drop the selected member. 
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Here’s How What You’ll See 

 

 

 

1. Click on Reinstate or 
Reinstate a Member. 

 

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

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

4. Click on the Confirmation 
Reinstatement to finish. 

 

***Note: More than one 
member can be reinstated at 
a time 

***Note: Only the members 
who have been dropped from 
your club in the last 12 
months will display.  

 

 
  

 

 

 

 

 

 

 

 

 

How to Reinstate a Member 
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Here’s How What You’ll See 

 

 
 

 

1. Click on Transfer or 
Transfer a Member. 

 

2. Fill in the Last Name or the 
Member # if available and 
click Search.  

 

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

4. Click on the Member # of 
the member that you want 
to transfer. 

How to Transfer a Member (Into your club) 



Complete Reference Guide                    Lions Clubs International 

 

7/21/2010  Page 13 of 43 

Here’s How What You’ll See 

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

6. Click Confirm Transfer.  

 

7. If you are not able to locate 
the member to transfer, 
click Assistance. 

 

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

 

 

 

 

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

 

 

 

1. Click Update or Update 
Member’s Information if 
you want to make any 
changes. 

 

 

 

 

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

 

2. Click on the Member # of 
the member, whose 
information you want to 
change.  

 

How to Update or Review a Member’s Information 
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Here’s How What You’ll See 

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

 

 

4. If you want to change the 
member’s name, click on 
the Change button. 

5. Enter desired changes and 
a reason for change and 
Click Submit.  

 

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

***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 the Sponsor Tab. 

 

 

 

 

 

 

***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 the Club link. 

 

2. Click on the Reports link. 

 

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

 

 

4. While viewing the report, 
click the Print Icon. 

 

 

Club Report Functions 
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Here’s How What You’ll See 

 

 

 

1. To view or print a Monthly 
Membership Report, click 
on the Print button.  

 

2. Type in a Month and a Year 
of the report you want to 
view in the following format 
mm/yyyy, then click Run 
Report. 

 

 

Monthly Membership Report 
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Here’s How What You’ll See 

3. A report 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 the Print Icon. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

���� �
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Here’s How What You’ll See 

 

 

1. Click on View button next 
to the Membership Data 
Download to get 
appropriate data.  

 

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

3. Click on I Agree button to 
continue. 

 

4. A comma delimited file will 
be displayed.  

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

 
 

 

 

Membership Data Download 
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Here’s How What You’ll See 

 

 

 

 

1. Click on Go next to the 
Lions Club Activity Report. 

 

 

 

 

 

 

 

 
2. After you click on Go, you 

will see the report Welcome 
Page. 
 

 

The Welcome Page will contain 
information on upcoming events 
such as your district’s signature 
projects and/or global service 
action campaigns. 

   

You may choose to learn more 
about these initiatives and 
access additional resources by 
clicking on the appropriate 
links. 

   

 

 

Lions Club Service Activity Report 

 – How to Submit an Activity Report 
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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.   

 

 
4. Click on the Add New link. 
 

 

 

 

 

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

 

5. Enter a title and 
description of 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 choose 
to Share this Story with others. 
(See step 10 for more 
information.) 
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Here’s How What You’ll See 
 

6. To enter the activity type, 
start typing in the box and a 
list of suggested activity 
types will be displayed (see 
Option 1).  

 

Example: 

Eyeglass recycling 

 
 

 

 

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

 

 

Please choose one that most 
closely matches the activity 
that you are entering. 

 

 

Option 1 

 

 

 

 

 

 

 

 

 

 

Option 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tip: use 
the scroll 
bar to see 
the entire 
list. 
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Here’s How What You’ll See 
 
7. Enter the appropriate 

numerical data for each 
activity. 
 

Example: For eyeglass 
recycling, you would enter: 

 

� Number of Lions 
involved in this activity.   

� Number of Lion 
Hours dedicated to this 
activity. 

� Number of 
Eyeglasses Collected. 

 

 

***NOTE: If there are items that 
do not apply to your activity, 
you may leave the boxes blank. 

 

 

 

 

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

� Click on the Browse button. 
 

� Select the photo file you 
wish to upload from your 
computer. 
 

� Click Open. 
 

 

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

9. Check the District wide 
activity box if this is a 
district-wide activity. 
 

10. Check the Share this 
Story box if you would like 
to share this activity 
information with others. 
 

11. Click Save when done. 
 

*** NOTE: By checking the 
Share this Story box, you 
will be able to share the 
title, description, and 
photos for this activity with 
other WMMR users with a 
valid password. 

 

 

After you save your information, 
a summary of your activity will 
appear in the monthly activity 
list page. 

 

To enter another activity for this 
month, click on Add New and 
follow steps 1-11 above.   

 

If you would like to edit/change 
any information you have 
entered, click on the Edit button 
or simply edit the text directly 
on the monthly activity list page. 

 

 
 
 

·  You can only enter whole numbers (no decimals, commas, or symbols). 
·  Use your local currency when entering funds raised/donated. 
·  You can only upload supported photo file types such as JPEG, GIF, and PNG.  If you have trouble 

uploading a photo, please check the size as your photo file may be too large.   
 

Tip: If you will need more than 20 
minutes to enter your activity 
information, please be sure to save 
your work before you finish!  This will 
prevent you from losing your 
information if you are logged off. 
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Here’s How What You’ll See 

 

 

 
 

1. Click on Print button next 
to Membership Cards. 

 

2. Select your Paper Size, 
Cards Per Page, Print In, 
and Good Standing month.  

 

 

 

Membership Cards 

 –  
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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 move 
ALL members back, click 
the reverse double arrow 

button . 

4. Click Run Report. 

 

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

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

button . 

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

button . 

8. Click Run 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 Icon to print a paper 
copy. 

***Note:  IMPORTANT - Set Page 
Scaling to None to ensure cards 
print correctly. 

Some user may need to select 
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 the Club link on 
the WMMR welcome page. 

 

 

 

2. Clink on the Club Officers 
link to update or add club 
officer information.   

 

3. Click on the Office Title of 
the officer you wish to 
update. 

 

The Club Officer Function – How to Edit Officers 
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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. Click Save to finalize your 
selection.  

 

6. After you click Save, 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 you 
do not have a replacement 
yet, select that individual 
from the list.   

8. Click End 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 the Office 
Title, select a new officer 
from the list.  

11. Click Save. 

 

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 next 
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 enter 
Family Units 

·  Add or Update Membership 
Screen (Option 1) 

·  Club – Family Unit link - 
(Option 2) 

***Note: Users are required to 
complete an entire Family Unit 
in a single session. Incomplete 
Family Units will be removed.  

 

   

·  Enter the Head of Housefold first.  

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

·  Complete one Family Unit at a time.  

·  Up to five members, including the Head of Household, can be selected 
per Family Unit. 

  

1. Follow Steps 1-4 from the 
How to Add a Member 
Section (refer to page 6-7). 

 

2. Click on the Family Unit 
tab or button.  

 

How to Add a Family Unit  

 

Option 1: Using Add or Update Membership Screen 
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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 Household, 
click the down arrow by 
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. Click Member Sponsor 
button.  

 

8. The following message will 
be displayed.  

9. Click on Save Member to 
finish. The new member 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 Review 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 

 

1. Click on Club link. 
 

2. Click on Family Units link. 

 

3. Click on New to enter a 
new Family Unit. 

Option 2: Using Club – Family Unit link 
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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. Select Relationship 
Verification 
Documentation from the 
drop down list. 
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Here’s How What You’ll See 

7. Select Address 
Verification 
Documentation from 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. Click Save. 

 



Complete Reference Guide                    Lions Clubs International 

 

7/21/2010  Page 39 of 43 

Here’s How What You’ll See 

12.   

 

 

·  Remove all of the members in the family unit first.  

·  Then remove the Head of Household (HOH) 

  

1. Click on Club link. 

2. Click on Family Units. 

How to Remove a Family Unit  

 

Removing a Member of a Family Unit 
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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 information 
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. 

  

  

1. Click on Club link. 

Removing Head of Household 
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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 members 
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 Household.  

 

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

 

7. Click Save at the bottom of 
the page. 

 

 

 


