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Frequently Asked Questions

How do | create my region/ zone/ club structure?

A: At the beginning of each fiscal year a region/zone/club structure must be
established. You have the option to copy and edit the structure from the previous year
or create a new structure.

The current year district governor and district governor elect will be able to select and
display, either the current fiscal year or incoming year.

Determine if you want to use Regions in your district. Then determine if all of the
zones will be assigned to a region.

For the zones that will not be assigned to a region, from the Regions and Zones page,
select the Add Zone without Region button.

For the zones that will be assigned to a region, from the Regions and Zones page,
select the Add Region button. Assign a name to the Region. Click OK.

In either case, click the Add Zone button. Use the Manage Clubs button to add and
remove clubs from the zone. Use the Assign Zone Chairperson button to assign the
chairperson.

How do | assign a zone chairperson?

A: From the Regions and Zones page, scroll to the zone where the chairperson will be
assigned. (Note: the chairperson can only be assigned to one person at a time.
When the role has not been assigned, the Zone Chairperson’s name will be displayed
as “(vacant)”. When the role has already been assigned to another person, the term
must be ended before a new person can be assigned to the role.)

Click the Assign Zone Chairperson button associated with the zone. From the next
page, select the member name to assign the Zone Chairperson to that member.
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How do | assign a region chairperson?

A: From the Regions and Zones page, scroll to the region where the chairperson will be
assigned. (Note: the chairperson role can only be assigned to one person at a time.
When the role has not been assigned, the Region Chairperson’s name will be
displayed as “(vacant)”. When the role has already been assigned to another person,
the term must be ended before a new person can be assigned to the role.)

Click the Assign Region Chairperson button associated with the region. From the next
page, select the member name to assign the Region Chairperson to that member.
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Q: How do | assign a zone to a different region?

A: From the Regions and Zones page, scroll to the zone that will be reassigned. Click the
Edit Zone button that corresponds to the zone being reassigned.
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From the Add Region Edit Zone page, click the Assign Zone to Region drop down
arrow. Select the new region from the drop down list. Click the OK button.
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How do | assign a club to a different zone?

A: A club can only be assigned to one zone. To assign a club to a different zone, the
club must first be removed from the original zone. From the Regions and Zones
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page, scroll to the original zone. Click the Manage Clubs button associated with the

zone.
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From the Manage Clubs page, click the Remove link associated with the club. Click
the OK button.
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Once the club has been removed from the original zone, scroll to the new zone on the
Regions and Zones page. Click the Manage Clubs button associated with the new
zone. From the Manage Clubs page, click the Add link associated with the club. Click
the OK button.
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Q: How do | get a report of my regions and zones?

A: From the Regions and Zones page, select the browser print option under the File
menu to get a printed copy of the regions and zones.

Frequently Asked Questions 5 Revised 2013-05



