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Participant Workbook Club Secretary Training

Webinar Background

The club secretary has numerous duties as they serve as the liaison between the
club and district, and the association. The MyLCl online site assists club officers in
the fulfillment of their responsibilities and provides numerous benefits specific to
the club secretary position. The “Club Secretary Training” presentation provides
an overview of the function and features of MyLCl and directions on using those
features.

Session Agenda

e Review position responsibilities

e |dentify the benefits MyLCl provides club secretaries
e Review MyLCl features

e Resources and extras
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Club Secretary Roles and
Responsibilities

He/she shall be under the supervision and direction of the president and the
board of directors and shall act as the liaison officer between the club and the
district (single, sub- and multiple) in which this club is located, and the
association. In fulfillment of this, he/she shall:

1. Submit regular monthly and other reports to the international office of the
association on forms provided by the international headquarters containing
such information as may be called for by the board of directors of this
association.

2. Submit to the district governor's cabinet such reports as it may require
including copies of regular membership and activities reports

3. Cooperate with and be an active member of the district governor's advisory
committee of the zone in which the club is located.

4. Have custody and keep and maintain general records of this club, including
records of minutes of club and board meetings; attendance; committee
appointments; elections; member information, addresses and telephone
numbers of members; members club accounts.

5. Arrange for issuance, in cooperation with the treasurer, quarterly or semi-
annual statements to each member for dues and other financial obligations
owed to this club, collect and turn the same over to the club treasurer and
obtain a receipt.

6. Give bond for the faithful discharge of his/her office in such sum and with
such surety as determined by the board of directors.

7. Deliver, in a timely manner, at the conclusion of his/her term in office, the
general records of the club to his/her successor in office.
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MyLCI==The association’s website for membership reporting and
personalized club specific information.

To access the MyLCI:
1. Go to www.lionsclubs.org
2. Click on ‘MyLCI

Text-Only |1| English Deutsch Espafiol Francais Italianc Porlugués Suomi Svenska HFR%

Find a Club LCI St onvention ContactUs Donate Lions Blog Search »
. P Lions World .~ Coess,
Lions Clubs International Lunch Relay | {gach

Lions in the Headlines News and Events

Lions Celebrate LCIF-GAVI

Lions in Australia raise funds for Partnership at Capitol Hill Day
Multiple Sclerosis Reception
March 22, 2014 | Star New View 2013-14 Winning Peace

Georgia Lions donate to \-rision and Posters
hearing foundation

LCIF IS Your ‘__‘;\ ‘ﬁ B March 22, 2014 | East Cou " Register for the 2014 Lions

California Lions host fashion show to International Convention in Toronto!
. - benefit local charities ) )
OU n a |On Lk Read the New Digital Edition of LION
' March 23, 2014 | 105 Uckfield FM Magazine
Lions in the UK host 14th annual
See How Lions and Lr‘:|F' f EI EI @ EI lil charity games for area youth Watch the Latest Edition of LQ —

Lions Quarterly Video Magazine

Make a Difference

More News and Events

Learn About Lions Clubs Volunteer with Lions Clubs ~ ®}  Access Member Resources 3
HowDol ...
Lions meet the needs of local communities and the world. Our 1.35 million Donate Eyeglasses?
members - who perform community service in 208 countries and geographic
areas - are different in many ways, but share a core belief: community is what we Invite New Members?
make it.

Donate Now to LCIF?
‘When you join Lions, you join a global service nefwork. So, at the same time

you're doing local community service, you can also confribute to Lions volunteer
efforts around the world.

Download Logos and Forms?
‘becoming-adion/index.php | * 4
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MyLCI Logon

To log in to MyLCI:
1. Enter your username and password
2. click “Submit”
3. or create new account: Click “New User” link and follow directions.
4. If you forgot user name and password, click “forgot your User Name or
Password” link and follow directions.

English Deutsch Espafiol Frangais ltaliano Poriugués Suomi  Svenska H#:EE E=0  dir

e Support Center
B &
T Resources

Frequently Asked Questions (FAQ)
Welcome to the LCI Logon Page R

Membership Reports

IG(
Lrees Leo Membership Application Form
s |2

Already have

Introduction to MyLCl

@ User Name MNavigating the MyLCl web site

How Dol ...

Password:

) Logon?
[ I want to change my password after logging on 2

Register for a password?

[ suomit_|
Change my password?

Forgot vour User Name or Password? Click here. Change my e-mail address?
New User? Click here to register now.

Announcements

Weekly Website Outage — System backups are performed each Sunday between 6:15 AM and 7:00 AM Central Time (Chicago USA).
MyLCl is not available during this time period.

Support - mylci@lionsclubs.org - 630-468-6900

© 2014 Lions Clubs Intemational Terms & Conditions  Privacy Policy

300 W. 22nd Street, Oak Brook, IL 60523-8842 Contact Webmaster @ Online Directory (Password Required)
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MyLCI Club Officer Home Page

> SUNSET COMMUNITY LIONS CLUB 2011-2012 Club Secretary
founded in 1 5 Vdillam Anderson
Meeting Member Mailing Address
> 1234 West Summerdale

Every 1stand 3rd Tuesday at 12:15PM

o M

Membership Reporting Status Recent Service Activity Region 1 Chairperson
Monin 4 A 8 O N D J F M A M 2 Poncaks Breakiest nheresa D Souzaw
“““““ 4 o o o el o o o o o

Our club got together with the students of Sunset
High School and made 4,000 pancakes Zone 1 Chairperson
Robern Oglevy ¥

2011-2012 Service Activity Summary Ciut Presigem
T r chvibes Debbie Johnso

nwv

Club Treasurer

e “My Tasks” - displays a list of tasks customized to your role and your club.

o “My Members” - displays your club’s membership reporting status and the
count of members by member type.

e “My Club” - displays the information about your club meetings that is the
database.

e “My Service Activities” - displays your club’s most recent service activity
and a summary of your club’s service activity for the year.

e “My Info” - displays your personal contact information.

o “My Officers” - section shows your region and zone officers as well as the
other members of your club leadership team.
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MyLCI Support Panel

e Always available on the left hand side of screen.

e Expand and collapse with down arrow to the right of “Support Center” title
on the blue Support Center bar.

e Available features may change depending on type of officer logged in and
page displayed on screen.
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Member Data Functions

Add a Member: new, returning, transfer Notes:
Home My Lions Club « EEEVERETTnkg My Multiple
BURR RIDGE-HINSDALE-OAK BROOK (49338)
4% Members
IEC:: Add Member - aa Report No Changes for Month +
Mew Member iris) found
Returning Member
Transfer Member 453)
2012-2013 LCI'LCIF Office Staff - Admin Joined
Member Address Gender
4921 W PARKER AVE Vear OF Birth
Edit a member, drop a member, create a family unit: Notes:

My Club » Members
Members

& Add Member = & Trangfer Member = A3 Report No Changes for Month =

JImembers found.
Shew ) :j Fagi 1 a [t Hame

STROM, ALGOR 1854492 Member
SUGUET BLL 15352 Member
MOVALSON, BRUCE 120326 Member
MOVALSON, BRUCE Simus: hember
12036 52 Jaed O 441 1931

Regular Member
Lowasman, Craig 55053 Member

;J ABC

m

7 Find Merbers

805-428.3970
Edlt Detais

Drop Member
Create Fomiy Link

Prit

06-426-2028
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MyLCI Reports & Data

Data Download Notes:
*@3 MyLCl
Tailoring Data: Notes:

% Data Download
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MyLCI Extras

e The system will log you out after 20 minutes so save your work.

e The support center panel will change depending upon the page you are on.

e View the Service Activity Report webinar recording:

Access www.lionsclubs.org

Click “Member Center”

Click “Planning Projects”

Click “The Lions Clubs Service Activity Report” link

WNR

Join us for future exciting LClI Leadership Development Webinars!

UPCOMING WEBINARS

Join us for exciting leadership development webinars!

Information and registration can be found on the
webinars page of the www.lionsclubs.org website

* All sessions are held on Chicago time
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NOTES

Support Center

mylci@lionsclubs.org

630-468-6000

B:30 AM — 4:30 PM Chicago time
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