
Reporting Past Activities in MyLion                                            Prepared by J. Maguire 201Q1 

1. Log onto MyLion and it will take you to the “Access to your Lion Account” screen. 

    Enter your email address in the Lion Account ID - this will be the email address used when you first  

    registered. Then enter your password. Select “sign in” 

2. It will take you to your Club’s Home screen. 

    Select the “Report Past Activity” up the top of the screen. 



3. It will take you to the “Report Past Activity” screen - this will show various activities that have been  

    entered by various Clubs, not just the ones for your Club. 

    Select the orange  “Report +” up the top of the screen. 

4. It will take you to this screen. Enter your “Activity Name” - if you have entered the activity before, if you  

    click on the orange rectangle, a drop down list will appear and your project may be in there already, if  

    so, select it. If not, type in the name of your activity. 



5. Scroll down a little. You will need to enter the “Activity Duration”   

     - it will be a “Single Day” meaning it was held on one day only - OR: it will be “Multiple Day” meaning  

       running over more than one day consecutively / all month. 

     Select “Single Day” - push the calendar icon underneath to select the date. 

     Select “Multiple Day” - push the calendar icon underneath to select the start date and the end date.  

     - the date will be in American format (month / day / year).   

6. Click on the “Activity Type” rectangle to show the drop down list - select which one your activity fits in. 

    If it is a project that your Clubs does regularly, select “Signature Activity”  

    Click on the “Cause” rectangle to show the drop down list - select which of the Lions 5 Global Causes  

    (or select “other” if it does not fit in any of the Lions 5 Global Cause categories). 

    Enter the rest of the details of your activity, as prompted by the rectangles shown, like : 

    - after you have selected the “Cause”, when you click on the next rectangle down, it will give you  

       choices applicable for that specific Global Cause, click the best one that suits. 

    - Enter “People Served”,  “Total Volunteers” and “Total Hours” 



7. Enter / Type in the description of your project, in the “Description” rectangle - this is where you can tell  

    everyone about your project - but try to be concise and to the point. 

    If you have a specific photo that you want to enter, upload your photo, by clicking on “Featured Photo”  

    and follow prompts to upload your photo.   If no specific photo, just leave as is. 

    Select the orange “Report” tab down the bottom. 

8. It will process your entry - an the “Successfully Submitted” screen will come up - select “OK”. 



9. It will bring you back to this screen.  

    To check that your activity has been successfully entered, select “Activities” up the top.   

10. It will come to this screen - select “Past Activities” on the side.  



11. It will show the “Activities” that have been entered.   

      If you happen to enter the projects out of date order, when appearing on this screen, it will show in the  

      correct order by date of project / activity. 

12. If you want to go back to the home screen - Select the “Home“ tab up the top.  

This is the home screen for your Club’s service activities. 

Note : It will take a small amount of time for the over all figures to update from the service activity entries  

           you have just done - sometimes can take up to an hour to update the figures. 

I am not able to assist with any issues you may be having registering your profile on MyLion,  

but I am very happy to help you “Report Past Activities” if you need further help  

(after business hours as I work fulltime) .  Jenny : Ph - 0412 358 205 


