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Service Activities - Copy A Service
Activity
This guide provides a straightforward method for copying a Service Activity in the
Lion Portal, making it easier to replicate and manage your service initiatives. It
outlines important details such as the automatic draft status and the need to update
key information like dates and titles, ensuring users can efficiently customize the
copied activity. By following the steps in this guide, users can streamline their service
activity management while being aware of critical limitations, such as the absence of
images in the copied entries. Overall, this resource is essential for anyone looking to
enhance their productivity and organization in managing service activities.

Tip! This guide will show you how to copy a Service Activity.

When an activity is copied:

Note 1: the status is set to "Draft", all dates are set to blank, reported is
unchecked, images from the activity are not copied. These will need to be
completed to report the activity.

Note 2: Data in the metrics, and other reporting data points are copied. These can
be accepted or changed for the new activity.

Note 3: Images are not copied to the new activity.

1 Sign into the Lion Portal lionportal.org

Locate The Activity To Copy

Tip! There are two paths to locate the activity to copy:

  • From Service > My Activities in the top navigation bar

  • From My Club > Club Service Activities Tab

Both are shown

http://lionportal.org
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Locate from Service > My Activities

2 Click "Service"
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3 Click "My Activities"

4 The list of "My Club Activities (Last 3 Months) is the default view click the down
arrow next to the view title to change to a different list view.
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5 Click the link to the Service Activity you wish to copy.

6 The activity will open, Click "Copy" to begin the process.
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Locate from My Club > Club Service Activities Tab

7 Click "MY CLUB"
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8 Click "Club Service Activities" tab

9 The list of Club Service Activities is shown. Click the column header to sort the list
by the selected column.
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10 Click the link to the Service Activity you wish to copy.

11 Click here.
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12 The activity will open, Click "Copy" to begin the process.

Edit the Copied Activity

13 A green success message will show. Click this icon to close the message. The new
activity is ready to be updated with data for this new activity.
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Alert! When a Service Activity is copied the Start and End Dates are set to blank.
The activity is set to "Not Reported". These fields must be updated to report the
activity complete.

Tip! We suggest you edit the Title of the Service Activity to make it easier to find in
the future. To save the edits a "Start Date" is required.

In-line edit method example

14 To edit the Title Click the pencil icon next to "Title".
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15 Click the into the "Title" field to edit the name.

16 Click "Save"



11

Tip! If there is an error trying to save the record. Helpful messages will guide you
to the points to correct the errors

17 The "Start Date" is required to save the activity. The error message will pop up to
show the error(s). Click the link of the error. In this example "Start Date" is the
error.
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18 Clinking the error link will move you to the field causing the error. The message
below will provide detail of the error. Correct the data and click "Save".

End of In-line edit method example

Pop-up form method example
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19 Click "Edit"

20 Click into the field(s) to edit and then click "Save" to save your updates.
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End of Pop-up form method example

Reminder: Images are not copied to the new activity.

21 Note: there are no images for this new activity.
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22 To return to the Club page click the link below "Sponsor"

23 Click "Home" to return to the landing page.
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24 This concludes the "Service Activities - Copy A Service Activity" Quick Guide


