Manage Club Officers - End Officer & Lion Portal
Assignment

This guide provides essential instructions for club leaders on how to effectively end
officer assignments within the Lion Portal, streamlining the management process. It
highlights the necessary permissions required and offers a straightforward,
step-by-step approach to ensure a smooth transition when ending assignments. By
following this guide, users can easily navigate the portal and maintain accurate
records of club officers, promoting better organizational efficiency.

@ Tip! This shows how to end officer assignments for your club. The process to to
end officer assignments at the district or multiple district follows the same system
steps, the list of titles will change based on the level.

The end date is effective immediately.

Let us get started!

& Alert! To end officer assignments you must have a title that gives you this
permission.

Titles that can end officer assignments at the individual Club level are:
* Club President
¢ Club Secretary
¢ Club Administrator

« District Administrator can end officer assignments for your Club

1 Sign in to the Lion Portal. lionportal.org
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Click "End Assignment".
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Tip! The list of all officer assignments is displayed. You can scroll through the list
to the officer to end assignment or you can type text to search in the search bar.
The search will search both name and title.

In this example the Club Marketing Chairperson officer assignment is being
ended. If you type "market and hit and hit "enter" matching entries will be
displayed

Click the radio button to select the officer.
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8 Click "Next"
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9 Upon ending the officer assignment a green "Success!" message will appear. Click

the "X" to close the message.

@ Success!
Officer Assignment has been ended.
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10 Click "Club Officers"
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12  Click "Home" to return to your home page

This concludes the "Manage Club Officers - End Officer Assignment" Quick Guide
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