The Club Officer Function

The Club Officer link on the Club Administration
Page can be used to file the information that used to
be required on the PU101 form.

Click the Club Officer as shown in the window
below.

Home hdembership. iy District hdulti-District Logout

Club Infa Club Cificers Billig

update the information
ahnint Ok Officers Club Administration Home
OCHESTER 76 (31420)

Click H?RE or HERE to

Club:

From ghe menu above, or by selecting the options below, the club officer can:
Clubyggfo - T o review/update Cluh level contact informatiogn
Cluk Dificers - Toreview/update Club Officers and their terms.
Eiling - To issue and track invoices for club activities:
Branches - To teviewfapdate Branch level contact information.
Digtrict Officers - To review District Officer information
Reparts - To review/print warions Club level reports

The following window opens:

Club Irfa Elub Officers

Officer Termns Recap & Selection List

Chab: ROCHESTEE 76 (31420)

Title: Term Start: Term End: Member Numnber Mem
Current

Membership Chairperson 07/01/2003 06/30/2004 1420838 ANDH
Dresident 07/01/2003 Q6/20/2004 1426207 STEH]
Secretary 07/01/2003 06/30/2004 1431554 TWILS
Treasurer 07/01/2003 06/30/2004 1420841 DOCK

1

Close |

Click on any of the four officers shown in this
window to change that information, effectively
changing officers in mid year. A window like the
following is displayed.

Club Officer/Chanperson Update

To: seardh. dhuly anenh ecs pletse anter any Jnewn mfe for Meanher hdow:

Last Name:
Chub BOCHBSTER 76 (51420 st Name:
Title: President Rl
Member #
Term Start: 07/01/2003 DDyt
Term End: | 05/30/2004 * Member City:
Member Name: Mouse, Mickey M
Member # 1235060 * Search | Mouse, Mickey h (1835060)

NYGREN, DENNIS (1426203)

PARSONS, E DUDLEY (1426204
FPEHRE, JAMES D (1426205)
== Add SCHULDT, JOLENE (1426206)
e SOLHEID, EUGENE (392114) ||

A0 astensk (%) next to a Geld mdicates that the field is required,

Cancel

In that window, select the office to be filled by
using the Down Arrow. Four choices are possible.

Scroll in the names box to find the member that will
fill that office, Click the Add link to move the
name to the left part of the window. Change the
Term Start field to reflect the date the office was
changed.

Click the Submit button. You will be returned to
the Officer Terms Recap and Selection List,
shown below the window at the left.

To enter the information for next year’s officers,
use the Add button in that window.

A blank Officer Update window is opened.

Club Officer/Chairperson Update

To search chuh menbes pléase enter any Jnown info for Menbe hdow:

Last Name:
Chl: ROCHESTER 76 (51420) s Name:
Title: | v
Local Title: . Menber % |
| Tenn Start:| s .
Term End: * ] Member City:
Member Name: _
Member #: + [ Bearch | |ANDERSON, GREGORY (14208~

CARLSON, COREY (1420835)
CARLSON, PALILA (1420840)
DOCKTER, GLORIA (1420842)
DOCKTER, VERN (1420841)
EDSON, KIMBERLY (1420843) »

<< Add
Remoye ==

| An astetisk (%) next to a field indicates that the field 15 required

| Cancel

This window functions the same, except that you
will want to be sure of the dates in the Term Start
and Term End fields, as emphasized above.
Normally, these dates would be the start of the new
Lions year.

Click the Submit button to complete the process for
this officer. You will be returned to the Officer
Terms Recap & Selection List window, where, if
you have completed all officer changes or adds, you
will Click the Close window. This will return you
to the Club Administration Home.



