Lions Clubs International
Region Zone User Guide

This user guide is intended to help the District Governor and District the Governor Elect to assign clubs
to a zone and optionally to assign zone(s) to regions and to assign region and zone chairpersons.

This guide describes the steps to build a region and zone structure from the an “empty” structure.

Special notes and background information

Throughout the guide we use the term “Region and Zone Structure” to mean the assignment of clubs to
zones and optional the assignment of zones to regions.

The assignment of clubs to zones and the appointment of zone chairpersons is recommended for all
districts. Assigning the zones to regions and appointment of region chairpersons is optional. This guide
describes both options.

Contents

A.  Creating the REZION ZONE StIUCLUIE ....vuee it e e et e e e e e e e ettt ee e e e e e ttaaeeeeaeeeesessnaaaeaeaaaees 2
R 0= =40 o 13U 2
P O = | = T Lo o =P 2
3. Create azone WIithOUL @ FEZION. ..cuviuuii et e e e e e e e e e e e eeeeareeeaeaaees 3
4. Add clubS 10 the ZONE. ...eeeeeeeiiieee e e e e e e e s 4
5. Assign a zone chairperson to the ZONE. .......oouuiiiii i re e e e 5
6.  AsSIgN the region ChairPEISON. ...cccviii e e et e e e e e et e e e e e e eesessbaaeeaaaaees 6
N \ L= 4 ] (= o 13N 8

B. Editing the REgION ZONE StrUCLUI .. ..uue it e e e e e e e et e e e e e e e eees s e eeeeeeeeenees 8
1. Assign aclub to @ diffEereNt ZONE ......ccoeeeiiiiiie e 8
2. Assignazone to a different regioN ... i e 9
3. Assign a different zone ChairPerSON ........cooeuiiiiiii i e e e e e ea e e aeaees 10
4. Assign a different region Chairperson...........ucii i 11

Region Zone User Guide 2013-01 Page 1 of 12



A. Creating the Region Zone Structure

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 A3 (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 =

My District = My Mult

it District 11 B1 (65629)

Regions and Zones

Privacy Policy
Contact Webmaster @ Online Direciory (P rd Required)

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

c) Click OK.

Region: My Regien

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

My Multiple District =

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 Step 4 to add clubs
to the zone.

Home  MyLi bs [N A |y 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

012 Lions Clubs International Temm
W. 22nd Street, Ozk Brook, IL 60523-8842 Conlact Webmaster @ Online Dired
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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 DI:; 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

Figion i Region Charperson | vacan! |
Deate: B n
Zoag |  Fose Chetrperson ( vacant ) s
Azname Hegon
A Tone

A Resinn CRadmemn

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

Jri AREOR EVERING Add il ARBOR HOST (44 @ CHEL SERA {3351 ik

ACHESTER (100514 Arid AL BNE (38713 Add T ISEH [1006T1 Add

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 (2542 Sl 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 ' Zone Chairperon 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.

s N 3751 EREARA F 21074 Barbara Treichel (1045226) HH

@ Enter member name 1o search lor or click member hame to select

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 Chairperson (BURT FENS

Region: Regioni

Delete Region

Zone: Zonel Zone Chairperson (Barbara Treichely 2 clubs).
ADRIAN BREAKFAST (34D25) FEE 2R
BATTLE CREEK HOST (4542) Add Zone
W End Zone Chairperon Term End Region Chairperon Term

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

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

2] Mimgtdi | ] vl st Hsbgerr

e
i f e
Fome|  Tors Chaspersss (PEGOY ALLEN) t ieelnd
LIPS - ¥ v
i A L
] ¥ b Ao Joe
M r
Al g P T Dt I
LRI -
, : - /.
il B T i
Tl B T
Lt i o T hasperaos (JAME § SCAIDE K T ol ng
ACEILLR] B y
n &y

@ Emlar mambar name 1o search for of dick mambear naims fo salaci

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.
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Home My Lion bs [IVnlEtla g My Multiple District =

ik 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 (24025) 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

((Add Zone without Region o

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 Zone

B. Editing the Region 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.

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

Manage Clubs for Zone: Zone1

ANDIAM ADEAKEA €T - . SR -
ADRLAN BREAKFAST Remove ADRLAN EVENING (441 Agd ALD { (99152 Add —d

:ﬂ) You have selected 3 club(s)

PEEEN( ok ) cance

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 Regionl 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)

Y I )

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)

I I )

Zone: Zonel  Zone Chairperson [Barbara Treichel)

3 club{s).

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

e

Manage Clubs

End Zone 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

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)
HAMOVER HORTOMN AREA [4559)

W Manage Clubs | End Zone Chairperon Term

Delete Region

Rename Region
Add Zone

End Region Chairperon Term

Delete Region

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 step A5 to assign the new zone chairperson.

4. Assign a different region chairperson

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).

ADRIAM BREAKFAST (24085)
BATTLE CREEK HOST {4542)
CHELSEA (32515)
COMCORD [{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 step A6 to assign the new region chairperson.
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