Lions Clubs International
Region Zone User Guide

At the beginning of each fiscal year, a region and zone structure must be established. This user guide is

intended to assist the District Governor Elect or the new District Governor to set up the region and zone

structure and assign the region and zone chairpersons.

This guide details the two ways the region and zone structure can be built:

Copy the region and zone structure from the previous fiscal year.

Build the region and zone structure from an “empty” structure (when the structure from the
previous fiscal year is not suitable or does not exist).

In either case, the guide also describes how modifications to the structure can be made if necessary.

Special notes and background information

Throughout the guide, we use the term “Region and Zone Structure” to represent the network of

regions, zones, and clubs within those zones.

At minimum, the structure should consist of zones and zone chairpersons. Assigning regions and region

chairpersons is optional. This guide includes instructions for both options.
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A. Copy the Structure from the Previous Year

1. Copy the Structure

a) To access Regions and Zones, select Regions and Zones from the My District menu.

Home My Lions Clubs My District - My Muttiple District

District 23 C (65720) -CT U}  C'VPs

&% Home

Convention
Officers

Regions and Zones
My Tasks —

Service Activities St
atus Quo

View Clubs that have not report )

2013 Signature Service Activities No New Clubs

b) When the Region and Zone Structure has not been created for the District Governor’s term,

a window will display with the options to Copy the prior year structure or Create a new
structure. Select Copy the ... structure.

Region and Zone Structure

There is no region and zone structure for 2013-2014. You may copy the structure from the previous year or start a
new one. Note: You will be able to edit the copied structure.

Copy 2012-2013 structure § Create a new 2013-2014 structure

c) Page will begin loading.

Home My Lions Clubs ~ QREFMEMEG-E SN My Multiple District -

District 23 C (65720) - CT UNITED STATES

4% Regions and Zones

Fiscal Year 2013-2014 =

i; Loading...
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d) The copied structure will appear with vacant officer positions.

e) Referto section C to edit the Region and Zone Structure and assign region and zone
chairpersons.

4 Regions and Zones
Fiscal Year 2013-2014 = Add Region = Add Zone without Region

Region 1 Region Chairperson ( vacant! }

. \ Delete Region
Zone1  Zone Chairperson | vacant! )

Membars *

Rename Region

POMFRET (9091) Membars ¥
Add Zone
PUTNAM (3083)

Membars ¥

Assign Region Chairperson
THOMPSON (9099)

Membars *

WOODSTOCK (9103)

Membars ¥

m Manage Chuibs [l Assign Zone Chairperon 4 clubis).

Zone2  Zone Chairperson ( vacant! ) Members *

DANIELSON (9065)

Members ¥

GRISWOLD REGIONAL (43354)

Members ¥

PAWCATUCK (9090)

Members ¥

PLAINFIELD (9052)

Members ¥

PLAINFIELD T.C. (108619)

Members ¥

Manage Clubs | Assign Zone Chairperon 5 club(s).

B. Creating the Region Zone Structure
To access Regions and Zones, select Regions and Zones from the My District menu.

When the Region and Zone Structure has not been created for the District Governor’s term, a
window will display with the options to Copy the prior year structure or Create a new structure.
Select “Create a new ... structure” to build the Region and Zone Structure without copying from
the previous year.

Region and Zone Structure

There is no region and zone structure for 2013-2014. You may copy the structure from the previous year or start a
new one. Note: You will be able to edit the copied structure.

Copy 2012-2013 structure § Create a new 2013-2014 structure
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1. Regions
Zones can be created without assigning the zone to a region. If the zone you are creating will
not be assigned to a Region skip to section B3 (Create zone without a region).

Support Center +

My Multiple District =

il District 11 B1 (65629}

Regions and Zones

Add Region | Add Zone without Region

© 2012 Lions Clubs 'nternational

300 W. 22nd Street, Oak Brook, IL 60523-5542 ContactWebmaster @8 Online Dir

a) Click the Add Region link.

District Governor Richard Dettling Logout
o
08 MyLCl =

District =

Home My bs = W

it District 11 B1 (65629)

Regions and Zones

acy Policy

Contact Webmaster @ Online Direciory (P ord Required)

b) Type the name you will assign to the new region.

c) Click OK.

Amgin Mame Region: My Regien

2. Create a zone
(This instruction assumes a region was created in section B1.)
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a) Click the Add Zone button that is associated with the region to add a zone.

ﬂ District 11 B1 (65629)

Regions and Zones

Add Region | Add Zone without Region

Region: Region 1 Region Chairperson ( vacant )

Delete Region
Rename Region
‘Add Zone

Assign Region Chairperon

b) Type the name you will assign to the new zone.

c) Click OK.

The image below shows the Region (Region1) and the Zone (Zonel). Note the blue action
buttons that are associated with Zone1l (Delete Zone, Edit Zone, etc.). Skip to section B4 to add
clubs to the zone.

Home My 3 [rAsiiilw i a0 Iy Multiple District =

ﬂ District 11 B1 (65629)

Regions and Zones

Add Region = Add Zone without Region

Reg\on: Region Chairperson ( vacant' )
Zone: Zone Chairperson { vazant! | 2GR T

Rename Region

Add Zone

3. Create a zone without a region.
Note the blank space where the region information would otherwise go.

a) Click the Add Zones without Region button.

Regions and Zope

12 Lions Clubs International

300 W. 22nd Street, Oak Brook, IL 60523-8842 Contact Web
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b) Type the name you will assign to the zone.

c) Click OK.

Add New Zone

Zone Name i Zone: ZoneAldhe1 )

\\_‘_——__—/
B - | - |

The image below shows the Zone name (ZoneAlonel). Note the blue action buttons that are
associated with ZoneAlonel (Delete Zone, Edit Zone, etc.).

Regions an
Add Region || Add Zone w u; Region

District 11 B1

ZoneAlonel )

Zone Zone Chairperson | vacant! |

4. Add clubs to the zone.
The Manage Club button will display all of the clubs that have been assigned to the zone and will
also display all of the clubs not yet assigned to any zone.

a) Click the Manage Clubs button associated with the zone.

Add Ragion | Add Zona without Regon

Regicn I Region Chawperson | vacant |
Metste Rpgan
Zoal | Foee Chasnperson | vacant ) AR
Azname Hegon
A Tone

Az Rigion Craspenmn

ommcten § e §roisionn § ik oepent |

In this step you can add one or more clubs to the zone.
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b) Click the “Add” link of the club that you want to add to the zone. NOTE: Clicking the link will
toggle between Add and Remove.

c) Click OK to add the selected club(s).

Manage Clubs for 2o

WAIPCHESTER (Y0514 Agd SALBNE D071 Agd iE ISEH {10067 A

Home My Lions

ﬂ District 11 B1 (65629)

Regions and Zones

Add Region | Add Zone without Region

Region: Regioni Region Chairperson { vacant )
Delete R
Zone: Zone1  Zone Chairperson { vacant! } 2 clubs}. FEEIE T
ADRIAN BREAKFAST (24055) ff— Rename Region
BATTLE CREEK HOST (4542) s Add Zone

5. Assign a zone chairperson to the zone.
The Zone Chairperson’s name is displayed as “vacant”, until a chairperson has been assigned.

a) To assign a chairperson to the zone, click the Assign Zone Chairperson button associated
with the zone.
Regions and Zones

Add Region = Add Zone without Region

Region: Regionl Region Chairperson (BURT FENBY)

Zone: Zonel  Zone Chairperson [ v s..a{ 2 clubls). Delete Region
ADRIAN BREAKFAST (34085) Rename Region
BATTLE CREEK HOST [4542) Add Zone
m Manage Clubs ' Zeneclmpuon End Regicn Chairperen Term

A list of all members in the district will display in alphabetical order by first name.
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b) Use the scroll bar on the right to scroll up or down to locate the member name or type first
name of the member in the search box. Click the member name to select the member.

T 3751 REARA f 21074 Barbara Trewhel (1045225)

@ Entor member name to search for or click member name to soloct

The image below now shows the zone chairperson’s name on the Regions and Zones page.

Regions and Zones

Add Region | Add Zone without Region

Region: Region1 Region Chairperson (BURT FENS

Delete Region

Zone: Zone1  Zone Chairperson (Barbara Treichel) 2 club{s}.
ADRIAN BREAKFAST (24085) Rename Region
BATTLE GREEK HOST [4542) Add Zone
W End Zone Chairperon Term End Region Chairperon Term

6. Assign the region chairperson.
If not using regions, skip this section.

The Region Chairperson’s name is displayed as “vacant”, until a chairperson has been assigned.
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a) To assign a chairperson to the region, click the Assign Region Chairperson button associated

with the Region.

Regions and Zones

A Nimgst | A S il Hsor -
g | lamgacon - hu e e | vue |
am——

B Chiairpersan [PEGGY ALLEN]

Liswwi |

ARSI AR oA Tt

AR ARDDE OaT

EECTEN (ATH

i W

VWALLEY BT

E T

S T hasperios JAME § SOAHDE By

ACEHAN BREAKFAST (08

BLPEATELL) & RHEA 84

BTEH LAAT L O sy

A list of all members in the district will display in alphabetical order by first name.

St g
Hergme T

A Jorw

/ A C—

BERNARD L

@ Emlar masmbar name o search fof or dick mamber nama fo salacl
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b) Use the scroll bar on the right to scroll up or down to locate the member name or type first name of
the member in the search box. Click the member name to select the member. The image below
now shows the region chairperson’s name on the Regions and Zones page.

Home ubs My District ~ EEUVERITTEE]E e d

ﬂ District 11 B1 (65629)

Regions and Zones

Add Region ~ Add Zone without Region

Region Chairperson (BURT FENBY)

Region: Region1

Zone: Zonel  Zone Chairperson { vacant! ) 2 clubis). Delete Region
ADRIAN BREAKFAST (34085) Rename Region
BATTLE CREEK HOST (4542) Add Zone

7. Next steps

From this point you can continue to:

a) Add more zones to the current region.
b) Add more zones without a region.

c) Add more regions.
Regions and Zones

Add Region} (&dd Zone without Region "

i egiont Region Chairperson (Barbara Treichel)

Zone:Zone1  Zone Chairperson {Barbara Treichel) 2 club{s). Delete Region

ADRIAN BREAKFAST (34085) Rename Region

BATTLE CREEK HOST {4542) - Add Zane

C. Editing the Reqgion Zone Structure

1. Assign aclub to a different zone
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.
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a) From the Regions and Zones page, scroll to the original zone. Click the Manage Clubs button
associated with the zone.

Region: Regioni Region Chairperson (BURT FENBY)
Zone: Zonel  Zone Chairperson [Barbara Treichel) 2 clubfs).

ADRIAN BREAKFAST (24085)
ANMN ARBOR EVENING [4421)
BATTLE CREEK HOST (4542)

[Edit Zone ‘ Manage Clubs ' End Zone Chairperon Term
e —

b) From the Manage Clubs page, click the Remove link associated with the club. Click the OK
button.

Manage Clubs for Zone: Zone1

ADRIAN BREAKFAST Remave ADALAN EVENING (4418 Add ALBION (53152 Add| —d
(34085)

ANN ARBOR EVENING Remove ANN ARBOR HOST (4420 Add
{4421)

Aga

BATTLE CREEK CEREAL Add BATTLE CREEK HOST EA Add
(4542)

Add

R Add ELSE Add RKLAKE Add

Add Add Add

ALS ACd Add

B Add ,l

:ﬂ) You have selected 3 club(s)

N ok ) cancel

c) Once the club is 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.

2. Assign a zone to a different region
The example below demonstrates reassigning Zonel from Region1 to Region2.
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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.
Regions and Zones
Add Region | Add Zone without Region

Region: Region 2 Region Chairperson (Brad Wise)

Zone: Zone 3  Zone Chairperson (Vickie Philo) 2 clubfs}.

FPENNFIELD {28257)
SALINE (207132}
VANDERCOOHK LAKE (4582)

Manage Clubs | End Zone Chairperon Term

Region: Regioni Region Chairperson (BARRY ALLEN)

Zone: fone 2 Zone Chairperson (ALAN NEL SON) 3 clubfs).

ADRIAN EVENING {4418)
ANM ARBOR HOST {4420)
BEDFORD AREA L C {4545)

w Manage Clubs | End Zone Chairperon Term

Zone: Zonel  Zone Chairperson [Barbara Treichel)

3 club{s).

ADRIAN BREAKFAST (34085)
ANN ARBOR EVENING {4421)
BATTLE CREEK HOST (45432}

| Edit Zone ' Manage Clubs

End Zene Chairperen Term

b) Click the downward arrow to view the existing Regions, then select the Region to which the
zone will be assigned. Click the OK button.

| Add Region Edit Zone

Region Region: Regioni

Zone Mame Zone: Zonel

Assign Zone to Region

Region: Regioni
Zone without Region
[FIN

3. Assign a different zone chairperson
Each zone can only have one chairperson at a time. To assign a new chairperson, the original
chairperson’s term must be ended.
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a) From the Regions and Zones page, click the End Zone Chairperson Term button associated

with the Zone.

Regions and Zones
Add Region | Add Zone without Region

Region: Region 1 Region Chairperson (BURT FENBY)

Zone: Zone1  Zone Chairperson (Barbara Treichel) 3 club{s}).

ADRIAN BREAKFAST (24085)
CHELSEA (23515)
HANOVER HORTON AREA (4559)

W Manage Clubs | End Zone Chairperon Term

Region: Region2 Region Chairperson (ALLAN ROUNDS)
Zone: Zone?  Zone Chairperson (ARTHUR TURNER) 3 club{s}).

ADRIAM EVENING {4418}
ANN ARBOR HOST (4420)
BEDFORD AREA L C (4545)

=,
w W Manage Clubs l End Zone Chairperon Term . l

b) Follow the instructions in section B5 to assign the new zone chairperson.

4. Assign a different region chairperson

Delete Region
Rename Region

Add Zone

End Region Chairperon Term

Delete Region
Rename Region
Add Zone

End Regien Chairperon Term

Each region can only have one chairperson at a time. To assign a new chairperson, the original

chairperson’s term must be ended.

a) From the Regions and Zones page, click the End Region Chairperson Term button associated

with the Region.

Regions and Zones

Add Region | Add Zone without Region

Region: Region1 Region Chairperson (BURT FENBY)
Zone: Zonel  Zone Chairpersen (Barbara Treichely 5 clubs).

ADRIAN BREAKFAST (24085)
BATTLE CREEK HOST (4542)
CHELSEA [22515)
COMNCORD (4551)

Delete Region

Rename Region

Add Zone

HANCVER HORTON AREA {4555

Manzge Clubs § End Zone Chairperon Term

* End Regicn Chairperen Term
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b) Click “End Term”.

End Term for Chairperson for Region: Region

Do you want to end term for Chairperson BURT FENBY?

> ‘ End Term I Cancel

Note the Region Chairperson position is now vacant.

Regions and Zones

Add Region | Add Zone without Region
Region: Region Region Chairperson ( vacant

Zone: Zonel  Zone Chairperson [Barbara Treichel} 5 club(s). Delete Region

ADRIAN BREAKFAST (24085) Rename Region

BATTLE CREEK HOST {4542) T

CHELSEA (323515)

CONCORD {4551) Aszzign Region Chairperon

HANOVER HORTON AREA (4559}

e Y )

c) Follow the instructions in section B6 to assign the new region chairperson.
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