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Manage Club Members - Edit Member
Data
This guide is essential for Club Officers, as it provides a straightforward process for
updating member information in the Lion Portal. It outlines the necessary
permissions, step-by-step instructions for editing personal and contact details, and
highlights important tips, such as the limited time frame for changing a membership
sponsor. By following this guide, Club Officers can efficiently manage member data,
ensuring accurate records and effective club administration.

Tip! Member details can be updated at any time by Club Officers with the
permissions to manage members. The Club Officer titles are: Club President, Club
Secretary, Club Administrator.

District and Multiple District Administrators can edit the Member details for Clubs
within their structure. At this level, first select the Club to manage.

1 Sign in to the Lion Portal. lionportal.org

2 Click "MY CLUB"

http://lionportal.org
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3 Click "Manage Club Members"

4 This Quick Guide shows "Edit Member" functions



3

5 Select "Edit Member" and click "Next"

6 Scroll to or search for the member. Search by member name (part of name or
Member ID). Select the radio button next to the member to edit.
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7 Click "Next"

Tip! Edit Member Options:

  • Personal Details - Name, gender, occupation, birthday (1 time update), Nickname,
Companion

  • Contact Details - phone numbers, email address

  • Address - mailing address of the member

  • Membership Type - change the details about the membership type/program

  • Membership Sponsor - Sponsor can be change within the first 90 days
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8 Select the radio button and click "Next"

9 Click into each field to change the data.
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10 when you have competed the updates click "Next"

Tip! The next section shows the data that can be edited for:

  • Edit Member

  • Personal Details
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11 Select "Edit Member" and click "Next"

12 Select the Member and click "Next"
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13 Select "Personal Details" and click "Next"

14 Click into the data fields you wish to modify and enter the new data
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15 Click into the data fields you wish to modify and enter the new data

16 Select "Contact Details" and click "Next"
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17 Click into the data fields you wish to modify and enter the new data

18 Click into the data fields you wish to modify and enter the new data
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Alert! The Member Sponsor can only be changed during the first 90 days of
membership.

For historical corrections contact the Member Service Center for assistance

Tip! For detailed steps to search and select sponsor see the "Manage Club
Members - Add A Member" Quick Guide

19 Select "Membership Sponsor" and click "Next"
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20 Click "Close" to exit the "Edit Member" flow

21 To return to the landing page click "Home"
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22 This concludes the Manage Club Members - Edit Member Data Quick Guide


