
1

Manage Club Members - Edit a Member:
Reinstate Member
This guide provides a step-by-step process for reinstating club members, making it
essential for club administrators looking to efficiently manage membership changes.
It outlines procedures for reinstating members both within and outside the
designated reinstatement period, ensuring clarity on requirements, such as the need
for a sponsor when applicable. With clear instructions and visual cues, this guide
simplifies the reinstatement process, helping clubs maintain active participation
engagement among their members.

1 Sign in to the Lion Portal. lionportal.org

2 Click "MY CLUB"

Reinstate a Member Within the Reinstatement Period

http://lionportal.org
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Note! A member with a drop date within the reinstatement time fame will show an
"Add Type" of "Reinstated". A new sponsor is not required.

3 Click "Manage Club Members"
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4 Click "Reinstate Member".

5 Click "Next"
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6 The dropped members of the club eligible for reinstatement is displayed. Click the
"Radio Button" next to the member to reinstate.

7 Click "Next"
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8 Enter the "Resume Date" Click "Next"

9 Select the "Membership Type" from the drop down list.
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10 Confirm the "Membership Category", "Active" is the default value. Click "Next"

11 A green confirmation message is displayed. Click the "X" icon to close the
message.
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View the new membership record.

12 From the Club page click "View All"



8

13 Scroll to the Member's Membership.

14 Click the blue link to the right to view the details of the Membership record.
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15 The details are displayed. Note! the "Add Type" shows "Reinstated.

Reinstate a Member Outside of the Reinstatement Period

16 Click "Manage Club Members"
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17 Click "Reinstate Member" "Radio Button".

18 Click "Next"
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19 Click the "Radio Button" next to the member to reinstate.

20 Click "Next"
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21 Enter the "Resume Date" and click "Next"

22 Select the "Membership Type"
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23 Click "Next"

Alert! The member being reinstated is required to have a Sponsor for the
reinstatement.
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24 Search for the Sponsor by name or Lion ID.

25 Click this text field.
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26 Enter the search fields and click "Next"

27 Click the "Radio Button" next to the sponsor's name and click "Next"
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28 Confirm the sponsor and click "Next"

29 A green confirmation message is displayed. Click the "X" icon to close the
message.
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View the new membership record.

30 Click "View All"
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31 Scroll to the Member's Membership record.

32 Click the blue link to the right to view the details of the Membership record.
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33 Note the "Add Type" is shown as "New" for this reinstatement.

34 Return to the Club page by clicking the blue link in the Club Name



20

35 Click "Home" to return to the Portal landing Page.

36 This concludes the "Manage Club Members - Edit a Member: Reinstate Member"
Quick Guide.


