BUSINESS

PROFESSIONALS
of AMERICA

Giving Purpose to Potential

Membership Registration System

Chapter Advisor

User Manual

G

\

Updated August 2021




BUSINESS
PROFESSIONALS
of AMERICA

Giving Purpose

to Potential

BPA Membership System
Chapter Advisor Manual

reqgister.bpa.org

Important MRS Notes

s« Google Chrome is the recommended web browser for optimal performance.

» Any data fields outlined in RED dre required.
¢« The BPA Membership Registration System is hosted and managed by DLG
Enterprises, Inc.

« For assistance contact BPA Support by emailing suppori@bpa.crg or calling
614-895-7277.

Login Instructions

Advisor Login

Chapter ID / Membership ID / Emall / Username:

I Kembership 1D

Password:

l Password

Forgol Password

1. Visit: reqister.bpa.orq.

Important Notes

If you serve as the local advisor for
multiple membership divisions and
have multiple logins, you MUST use
your login credentials associated
with your Secondary Division.

For brand new advisors, you will use
the membership system auto-
generated login credentials that

were sent fo you via email,

2. For returning adbvisors, your login credentials from the previous membership year

will allow you to access the system.

Enter your “Password" in the "Password” field.

Click on the “Login” Button

For new advisors, please use the login credentials that were emailed to you.

Enter your “Username” in the “"Chapter ID / Membership ID / Email / Username” field.

If you were able to login successfully jump to page three (3).

©® N o oA W

For additional login assistance jump to page two (2).

*Instructions on how to complete the “Graduation and Rollforward Process” jump to page 30.
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Forgot Password Feature

Advisor Login

Chapter ID / Membership ID / Email / Username:

Password:

s, o s i Gt
i s e

Click on “Forgot Password"

Enter All The Information Below To Have Your Password Reset and Emailed To You

Chapter ID [ User Name:

[ user Name | If an account is found that
matches the Username and
] Email Address on file, you will
receive an automated email
Resel My Password with your new temporary

e password.
1. Enter your “Username™ in the "Username" field. If no account is found contact

National BPA at:
supporti@bpa.org

Notes

Emall:

|_ En .|!I

2. Enter your “Email Address" in the “"Email” field.

3. Click on the “Reset My Password"” Butfton.

(2]
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Login Instructions Continued

When logging into the system for the first fime, you will be asked to update / confirm

User Information. You may cilso be prompted to change your "Password."

|

Prafx: First Hama: Middlas Name: Lasi Hama: Suffix:
Offlca Phonat Extenslon: Fox Humber:

e Pr ' Extar i ¥
Emall Aftarnate Emallt Call Fhane:

Linkedin Link:
Linkasdlin Lk

Hew Pasaword:

Principal's Informalion _
Addrosses —

m Confirm Information

1. Click on the “User Information" Accordion.

2. Confirm or Update "User Information” fields (all fields highlighted in RED are required).
3. Type a "New Password" in the "New Password" field.

4. Click on the "Principal’s Information” Accordion.

5. Confirm or Update "Principal’s Information” (all fields highlighted in RED are required).
6. Click on the "Addresses" Accordion.

7. Confirm or Update "Address Information” (all fields highlighted in RED are required).

8. Click on the “Save And Logout" or "Confirm Information” Button.

Password Requirements:

e Must be at least six () characters and include at least:
* One (1) Uppercase Letter
* One (1) Lowercase Letter
* One (1) Number

(3]
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Membership System Navigation

Action Buttons: Located throughout the Membership System and when clicked on,
these Buttons allow you to perform membership related actions.

Tabs: Located across the main page and groups like information and actions together.

*Note: Not all tabs may be visible. Hidden tabs can be found by selecting the drop-down

arrow on the far-right of the Tabs line.
Accordions: Located within a Tab and groups like information and actions together.

Search: When you see a “Search” field on a screen, this will allow you o search the
information listed in the columns on that screen fo filter your data on the screen.

Show Entries: When you see a “Show Entries” field on a screen, this will allow you to set
the number of entries shown on screen.

Sort Columns: Allows you to sort information shown on the screen by clicking on the
column you would like to sort.

Action Buttons

Home Action Button: When you click on the “Home" Button, it will return you to the
Main Page.

Change My Password Action Button: When you click on the “Change My Password"
Button, it allows you to change your password.

Logout Action Button: When you click on the “Logout” Button, it will log you out of the
Membership sy;Tem.

Action Buttons ‘ ‘ Home  Change My Password  Logout ’

Tabs ‘ states  Manage  Utilities  Accounting

[4]
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Membership Information Dashboard Toggle Button

When you click on the "Membership Information” Button, it will open a Membership
Information Dashboard with various membership information and graphs. When you
click on the "Current” number or the “"Graph” links, it will display detailed membership
information. If you want to collapse the Membership Information Dashboard, Click on
the "Membership Information" Button.

Membership Date: Original Join Date: 08/04/2020

Expiration Dyfe: 07/31/2020

Current

Pald Members 0

Unpalg/Pending Mambers 0
Pald Advisors 0
Unpalg/Pending Advisors
Total Paid

Total Unpaid

Tolal Unsubmilted

Total Membership

all Membership Graph

ol Overall Membership Chart

Paid Members: Total Number of Paid Members.

Unpaid/Pending Members: Total Number of Unpaid/Pending Student Members.
Paid Advisors: Total Number of Paid Advisors.

Unpaid/Pending Adpvisors: Total Number of Unpaid/Pending Advisors.

Total Paid: Total Number of All Paid Members.

Total Unpaid: Total Number of All Unpaid Members.

Total Unsubmitted: Total Number of ALL Unsubmitted Members.

Total Membership: Total Number of ALL Members Paid and Unpaid.

Membership Graphs Available:

¢  Membership Graph
¢ Qverall Membership Chart
How to View / Print a Membership Graph or Chart:
1. Click on one of the Membership Graphs or Charts and click "Print."”

(5]
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Student Tab and Screens

Chapter Infermation Chapter Advisor(s) Confarences involce History Quick Links State Infermatien Resources E-Store -

Add Students  Meibership Download  Sludents With Access To Portal — Prinl Membership Cards  Prinl Membership Cenlificales  Previous Year Count

Resel All Sludenls' Passwords  EmailAll | Submil Membership

To place stucent members on an Involce you can select them Individuaily by checking the box next their name or use the Select All | Deselect All butlon belov.

Select All / Deselect All Show Inaclive

Show Al ¥ enlies Search
Mambership Last First Submitted Invoice More
Status Select (o] Name | Name Gender Grade Date Number Options Delete

© | rENI 00007523 Test John Male 1 08/30/2021 6212 o 1

© | MEMBER 00040818 Smith Samuel Hale 10 08/30/2021 6213

[+] 0 00040817 Dough Jane Female 1 1 x
Showing 110 3 of 3 enlries Previous - Mext

1. Click on the "Student' Tab.

e Pending = Student Member has been submitted, but the membership invoice
has not been Paid.
o Submitted Student Members can be edited, but NOT deleted.
« Member = Student Member has been submitted and the membership invoice
has been Paid.
« Blank = If the “Status” field is blank, the Student Member(s) have not been

submitted.
o Unsubmitted members can be edited or deleted.

Membership ID

Starting with the 2020-2021 membership year, the “"Membership ID" number will be
a unigue 8-digit number and will follow a member throughout their BPA journey.

o Click on the "Membership ID" link to display detailed Student Member
Information. This link also gives you the option to “Print" the “Student Membership
Card" if the student is a paid "Member."

[6]
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Additional Features

s Submitted Date = Date the Student Member was submitted for membership.

¢ Edit = Click the "Pencil" icon under the "Edit" column to edit the Student
Member Information.

* More Options = Click on the " ;" icon next to a student record to request a
"Name Change", reset the student's password, import Torch Awards information
from the previous year, and view their conference results.

o When you submit @ "Name Change Request”, the State Advisor will be
nofified via email. The State Advisor will have to approve the name

change request before you will see the Name Change on your screen.

How to Add a Student

1. Click on the "Students" Tab.

2. Click on the "Add Students" Button.

3. There are three (3) ways to add a Student Member.
d. Individual Member Entry
b. Bulk CSV Upload Method
c. Bulk Member CSV Entry Method

Individual Member Entry Accordion

e Use this method to manually enter individual Student Members.
o All data fields highlighted in RED are required.

Indridual Member Entry

Salany L Fiy '} ' Lasi Ny | Baledt
Giitai B Gandar: Exhniely: Mamba Tifa.
| meboa «| i Balect vl I Selast u‘ i kit
— Gl Pione! Vo i GOte g VEVFGT

Flrst Harme: Middidia Hama! Lust Hana: Suifin

i Col P .
Fiaid OF Employmant: T.4hint Slra: Yaats An A Marmbai
L Belact

aPA Msmbaiship I othir C1507 Caldt Pathway:

Hon-tradit
Seleet v'J [ euea v_| [ suea i o] [ st

Clausa

C1visusl

O Mabisry

) Ditary

C1ohat

Phiasa specliy spoclal aceoinmadations fequantad:
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Select the "Prefix" from the "Prefix" field drop-down list (optional).
Type the "Student First Name" in the "First Name" field.
Type the "Student Middle Name" in the "Middle Name" field (optional).
Type the "Student Last Name" in the "Last Name" field.
Select the "Suffix" from the "Suffix" field drop-down list (optional).
Select the "Student Grade" from the "Grade" field drop-down list.
Select the "Student Gender" from the "Gender" field drop-down list.
Select the "Student Ethnicity" from the "Ethnicity"” field drop-down list (optional).
Select the "Student Membership Title" from the "Member Title" field drop-down list.
. Type the "Student Email” in the "Email” field (optional).
. Type the "Student Cell Phone Number" in the "Cell Phone" field (optional).
. Type the "Student Home Phone Number" in the "Home Phone" field (opfional).
. Type the "Student Date of Birth" in the "DOB" field (optional).
. Type the "Student Field of Employment" in the "Field of Employment" field
(optional).
15. Select the "Student T-Shirt Size" from the "T-Shirt Size" field drop-down list (optional).
16. Type the "Student Number of Years as a Member" in the "Years As A Member” field.
17. Select any "Student Disability" checkboxes from the "I have a disability
field" checkbox fields (optional).
18. Type the "Student Member Special Needs Information” in the "Special
Accommodations” field.
19. Click on the "Save and Finish" Button OR Click on the "Save And Add Next
Member" if you want to enter another Student Member.

polilc i B S Sl S

W N == O

Bulk CSV Upload Accordion

¢ This method will require that you download a CSV template that you can
complete on all of your student members.
« The same “Required" data fields listed above also apply to this method.

Bulk C&V Upload

Drag fila(s) or n'mls area to -de filos. You will ba presented with the students that can ba saved from the csv flles you upload, Plaasa ba sure to click save abave, or nona of the students you have listed will

be saved. Studefll highlightad ya| ara pessible duplicates.
C g )

(8]

save  Export Data




BUSINESS
PROFESSIONALS
of AMERICA

Giving Purpose
to Potential

BPA Membership System
Chapter Advisor Manual

1. Click on the "Download CSV Template" Button,
2. Open the template and save it to your computer,
3. Type the "Student Member Information” in the spreadsheet.
a. See allrequired fields on page eight (8).
4. Once you have entered all of the Student Members that you want to upload,
SAVE the file again.
5. With your mouse, Left-Click and Hold the Student Member CSV Download

Template File and Drag it to the "Drag Files Here" area of the screen and release
the Left-Click on your mouse.

6. Once you have dragged the file to the screen and released the file, a screen will
be displayed with all of the Student Members from the spreadsheet for review.

7. Click the "Save" Button.

IMPORTANT: If you do NOT click on the "Save" Button, your data will NOT be Saved to the
Mermbership system)

Notes:
« If you have any student member information incorrect, it will be highlighted in Red
and will not be Saved.

= If you have Student Members highlighted in yellow, that is an indication that the
student information has been duplicated.

Bulk Member CSV Entry Accordion

Use this method to copy and paste Student Member information from a spreadsheet
OR you can manudally type the information directly into the on-screen form.

Bulk Mamber CSV Entiy
Incemiilete manmtion entered on this screen Wil not be saved If you do nol complile the procass fully,

Dovwnload CSVY Template Save || Expoil Dala

Prefix Fiial Name Middle Name Last Name Suffix Grada Gender Demographic Member Tille Emall Cell Phone Home Phone DOB  Fleld Of Employment T-Shid Size Years As A Member
1

« The same "Required" data fields listed on page eight (8) also apply to this
method.
« Be sure to click on the "Save" Button or Student Information will be lost.

(9]
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How to Edit or Delete a Student Member

e Edit = Click on the "Pencil” icon under the "Edit" column for the Student you
would like to edit.
o If the student has not been submitted, you will have the option to “Edit"
ALL Student Member Information. If the Student Member has been
sumbitted, you will only have the option to “Edit" some of the Student
Member Information.
o Delete = Click on the "X" icon under the “"Delete" column for the Student you
would like to delete.
o If the student has not been submitted, you will have the option to "Delete”
the Student Member. If the Student Member has been submitted, the
“Delete" icon will ho longer be available.

Students Chapter Information Chapter Advisar(s) Conferences Involce History Quick Links State Infermation Resources E-Store -

Previous Year Counl

Add Sludenis Membership Download Sludents With Access To Portal Print Membership Cards  Prinl Membership Cerlificales

Reset All Students' | EmallAll  Submit Membership

To place student members on an invoice you can sekect them Individually by checking Ihe box next thelr name or use the Select All / Deselect All bulton bélow.

Select All) Desclect All | Show Inaclive

Show A ¥ entries Search
Membership Last First Submitted Inveice More
Status Select [+] Hame |¥ HName Gender Grade Date Number Edit Oplions Delete

O PENDING 00007533 Test John Male 1 08/20/2021 6212 |® 1

O MEMBER 00040818 Smith Samuel Hale 10 08/30/2021 6213 s ]

[+] (] 00040817 Daugh Jane Female 1 P i 1 ®

et —

Showing 110 3 of 3 enlries Previous - Nexl

Once a student member has been submitted they cannot be deleted, substituted or
edited after five (5) business days (no exceptions).

It is recommended that you double-check all student member information
before submitting.

You must contact membership@bpa.org within five (5) business days of
submitting your membership to request o have a member deleted.

(10]
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How to Submit Student Members

[+

© MEMBER

[+

+]

ii;
2

Status

EMDING

No s

Click on the "Student” Tab.
Select the "Checkbox(s)" of the Student Member(s) that you want to submit.

MembersHip Last First Submitted Invaice More
Select D Name |7 Name Gender Grade Date Number Edit Options Delete

Test Jehn Male 1 Q873072021 6212 rd 1

00040818 Smith Samuel Male 10 08/3012021 6213 £ 1

O 00040819 Hill Jack Male 11 rd ! ®

00040817 Dough Jane Female 11 rd ; X

Click on the “Submit Membership" Button.
Read the National Disclaimer.
Click on the "l have Read and Agree Disclaimer" checkbox to continue.
Click on the "Confirm" Button.
Once you click on the "Confirm" button, a Confirmation Membership Fee
Summary will be displayed on the Screen for your review.
a. If you see a problem with the fees listed select the “Close" Button and
contact your State Advisor or National BPA at membership@bpa.org.
b. To download an overview of the membership fees, click the “"Export”
Button.
Once you have reviewed the Confirmation Membership Fee Summary, click on
the "Confirm" Button to complete the submission of your Student Members.

Click on "View Invoices” if you want to “View" the invoice that was created
when you Submitted Membership OR click on the "Pay Invoice(s)" Button, to Pay
the Invoice that was created when you Submitted Membership OR Click on the
“Pay Invoice(s) Later” Button, if you want review the Invoice that was created
when you Submitted Membership at a later time.

Reset All Studenis' Passwords Email All Submit Memhorahip'

Pay Or View Invoice(s) Now?
Once a chapter member has been

submitted for affiliation with your

View Involce(s)

- _ chapter, they cannot be deleted,

Pay Involce(s)

substituted or edited after five (5)
Pay nvicats) Leter R business days (no exceptions).

Close

[11]
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How to Change a Submitted Student Name

1. Clickonthe " §"icon under the "More Options" column of the Student you
would like to submit @ "Name Change'" request on.
2. Select the “"Request Name Change" option.

Current Name

Prafix: First Name: Middie Nama: Last Name: Butfix:
Betty White
New Name
Prefix: First Hamo: Midd|e Name: Last Hama: Sulflx:
Selecl., v Baatilco Midene ame White Selecl... -

Reason For Change:

Studant wishes to use formal firsl name rather than nickname

Select the "Prefix" from the "Prefix" field drop-down list (optional).

Type the "Student First Name" in the "First Name" field.

Type the "Student Middle Name" in the "Middle Name" field (optional).
Type the "Student Last Name" in the "Last Name" field.

Select the "Suffix" from the "Suffix" field drop-down list (optional).

Type the "Reason for Name Change" in the "Reason for Change" field.
Click the "Save" Button.

Jonoe =l v B g0

How to View Student Transfer Histor

1. Click on the " $ " under the “More Options" column next to the Student
Member you would like to view the “Transfer History" on.
a. If the student has never been transferred to another Chapter, there will be
no transfer information displayed.

More
Edit Options

s @

N,
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How to Download a Membership Report

Chaptar informaticn Chapter Advisor(s) Conferences Invalee Histary Quick Linka State Information Rasources E-Stora Surveys Emall

1. Click on the “Students" Tab.
2. Click on the "Membership Download" Button.
3.

Add Students Membership Download '

Select “PDF" if you want the Student Membership Information displayed in a
“PDF" file format OR Select "CSV" if you want the Student Membership

Information displayed in a "CSV (Excel)" format.

e The Membership Download displays both affiliated and Non-Affiliated

Student Members.

How to View Students with Access to Student Member Portal

Chapter Information Chapter Advisor{s) Conferencas Invelce History Qulck Links Stats Information Resources E-Store Survays Emall

. Click on the "Students" Tab.

1

2. Click on the "Students with Access to Portal" Button.

3. Select "PDF" if you want the Student Membership Information displayed in a
“PDF" file format OR Select "CSV" if you want the Student Membership

Information displayed in a "CSV (Excel)" format.,

Students will not have access to the Student Portal until their Student
Membership has been submitted.

How to Print Membership Cards

1. Click on the "Students" Tab.

2. Click on the "Print Membership Cards" Button.

3. Select the desired checkbox(s) located on the
left-hand side of the Student Membership-ID for
the Student Members that you want to Print
Student Membership Cards for OR click on the
"Select All / Deselect All" Button to print "ALL"
Student Membership Cards.

4. Click on the "Print Membership Cards" Button.

e

how 10 v | entries

Membership
[Btatus Select |; |ID
@ 00007494
(] 00007493

BPA Membership Cards are formatted for use with
Avery #5371 Micro-perforated White Business Cards
(10 per sheeft)

e ee——

[13]
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How to Print Membership Cerlificates

1. Click on the “Students” Tab.
2. Click on the "Print Membership Cerificates"” Button.

3. Select the desired checkbox(s) located on the left-hand side of the Studen
Membership-ID for the Student Members that you want to Print Student
Membership Certificates for OR Click on the “Select / Deselect All" link located
under the "Back" Button to print ALL Student Membership Certificates.

4. Click on the "Print Membership Certificates" Button.

Print Membership Cards Print Membership Cerlificates '

Frint Membership Cerlificales  Chapterinformation  Chapler Advizei{s)  Cenferences  lnvoles History  QuickLinks  Holifications  State Information  Resources  E.Slore  Survays

Emall
Back

SelectDesalact Al

Show 10 w Gntikes Bearch;
|1 Mambarship i0 Last Home Flrst Hame Memiber Type Involce Humber

14.0013.003440 whitn Anne Studen 1245
140013003438 Dovet Janel Chapter Advisor 1245

(-] 140013003437 Smith Johi Student 1246

(] 14.0013.003438 Jones Sally Student 1247

(] 14-0013-003439 Johnson Sy Siudent 1247

/] 14-0013-003442 Sus saly Studont 1248

!nw\.mg 110 6 of 0 enires

How to View Previous Year Count

1. Click on the “Previous Year Count” Button.
2. A"CSV (Excel)" file will be auto generated. The file will display the Total Students
and Advisors from previous year membership.

How to Reset Student Passwords

Important: Once you click on the "Reset All Student Passwords" Button, the student

passwords will be reset to the default password for the chapter. This process cannot be
reversed!

1. Click on "Reset All Student Passwords" Button.

@ Reset Al Students' Passwords ’

[14]
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How to Email All Student Members

Chapter Information Chapler Advizor{s) Conferences Involea History Quick Links Sinte Information Rasourcas E-Stare Survays Emali

1. Click on the "Students" Tab.
2. Click on the "Email All" Button.

The "From" field will be auto-populated with the Primary Chapter Advisor's
email address.

FPrevious Year Count Resel All Students' Passwords

w

4. Type your "Subject Text' in the "Subject” field.
5. Click on the “"Choose File" Button to attach a File (optional).
6. Type your "Email Message" in the "Text Editor" field.
7. Click the “Send" Button.
Mew Email
Test Email:

I Janet@@amall.com ]

| Choose File | Mo fil chosen

00

CRCRC . | e ™ QM= 0 3 s
B I GIL|®E: = 19| shies | Homat - | 2

Type your email message here.

NOTE: This will send an email to ALL Student Members that have an
active email address in the Membership System.

[15]
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Chapter Information Tab and Screens
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How to Update Chapter Information

1.

Click on the "Chapter Information” Tab.

2. Click on the "“"Chapter Information" Accordion.

Noo s

8.

Chaptet Infarmation

Stuidbnli €naplar Advisor{s)  Eonfarancas invoice Histary Quick Links Stats Informatian Ritcursi B-Stere Emall Tareh Awards
Chaptar Infaimaban
School Hama: Chapiar Hame:
Hasenal BPA- 101 Hateaal BPA Tianng Chagler
Oflginal Chapter 1D: PRons Numbar Extension: Fax Humber; Studant Pastsword:
S5-0004 (S04 407-7453 Fuats Faa Humier bparachs
Updats all student passwords:
o
Principars Fitgl Name; Frincipal’'s Last Name, PrAncipals Kmain
m i = l I janet @gmail cun
Chapier abie: Sahaol Wabalte: Twillar: 5 Facabook:
Chaptar Wt Honool Weln Taiies
Divislon: Usas Slate Atfilistien Fess: [ 1s your district andier sghaol a Tite | districe?: 1)
Baconaary

Use Assoclaie Rates¥ L1 Raquire Papar Invaicest )

Demagraphic numberss

Eeenemicaily disadvaniaged: Fres/Raduced Lunch:

Hamsli

single parents, ineluding singla prag

¥auth who arg In, of have aged out of, the faster
care yysiem:

Guardian is member of Armed Foress, idembaer plans io enroll {is enrolied) in Armed

Foreea:

Multitingual: 4A34 Row

Language Humb

Addrossos

Gradualing

Complete ALL required fields (those highlighted in RED).
Click on the "Addresses" Accordion.

Complete ALL required fields (those highlighted in RED).
Click on “Graduating" Accordion.

Complete "Highest Grade Level for this Chapter" and
"How to Graduate Your Student Members."”
Click on the "Save." Button.

Limited English Proficiency:

IMPORTANT
The student password is o
generic password given to
the Student Member to
login to the Student Portal.
A student will need their
Membership ID and the
generic password to login.

Chapter Advisor(s) Tab and Screens

Status Action Button = By clicking the "Checkmark" icon under the "Status™ column you
can make a "Chapter Advisor" inactive. To make a Chapter Advisor active click on the
"@" icon under the “Status" column.

[16]
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How to Add History Information

Click on the "History" Button.

Click on the “Create History" Bufton.

Type the "Date" in the "Service Date" field.

Type the "Subject Text" in the "Subject" field.

Type the "History Details" in the "Details" field.

Click the "Save" Button.

Repeat above steps to add additional "History" entries for Chapter Advisors.
Click on the "Back” Button to return to the "Chapter Advisors" screen.

o Otk L By o

@

History for Sally Booth

o Contarence Atlended [ € y Service | Comy Bvaril P
o ||

Membership information 4

Studenis Chapler Infarmation Chapter Adviser(s) Cenlerances Involea History Qulek Links I Slale E-Siore Surveys Emall

Show 1w v enliles Eearch;

Advisor It Type Office Phone Mambership 10 Emall Coll Phane Stotus Yoars As A BPA Adviser Invelca Humber, History

.
LTy

sy Janet Dover  Prmary  (665) 080.1234 0036 slanaiiomall.eom v 3 1246

Showing 1121 of 1 entres

BPA Inc, Membership Syitam

How to Edit or Delete History Information

Edit:
1. Click on the "History" Button.
2. Click on the “Pencil” icon under the "Edit" column next to the Chapter Advisor

that you would like to edit,
Delete:

1. Click on the "History" Button

2. Click on "X" icon under the "Delete" column next to the entry you would like to
delete.

3. Click on the "Confirm" Button to delete OR click on the “Close" Button fo cancel
the action.

[17]
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How to Add an Existing Advisor

Home  Addilional Pin Request  Change My Password  Logout

Membership Information 4

Chapter Int ] Chapter Advisor{s) Conlerences Involee Histery  Quilck Links Natlfleati State Inf tien R E-Store Survays Emall

‘ Add Exisling Advisor [Email Al Add Chapler Stafl

Shaw 1 w entrlas Search:
Adviser 1L Typa Qlflcs Phone Mambership ID Emall Coll Fhone Status Years As A BPA Advisor Inveles Humber History Edit
Mias Janet Dover Prmary  (555) B06-1234 003438 Jangi@gmall.cam v 3 1248 History s
Showing 11e1 of 1 entrles Previcus - Mt

BPA Ine, Membarship Syslem

1. Click on the "Chapter Advisor(s)" Tab.
2. Click on the "Add Existing Adyvisor" Button.
3. Follow the on-screen instructions.

How to Add Chapter Staff

e
Add Exisling Advisor | Add New Advisor Email Al

1. Click on the "Chapter Advisor(s)" Tab.
2. Click on the “Add New Advisor" Button| R —
3. Click on the "“User Information" Accordion.

4. Complete "User Information" (all fields highlighted in RED are required).

User Inloimalion

Prafi: First Hame: Middle Nama: Last Hame: Suffix:

Salect.. - |':‘. s Ml Naim Lant Han Select.. .
ifice Phona: Extonslan: Fax Humber: T-Shirt Size:

Offica Phana Extansian Fax Mumder Seloat... -
Emall: Altarnate Emall; Call Phone;

1o Ernsl 2l Phavia

Pasaword: T Aavisor ype: Linkedin Link:
lT.t'-.\l_-_ T l Primary “ Linkedii Link

Opl Inle pariner emalls

IMPORTANT: There can ONLY be one (1) Primary Advisor. Any additional
Chapter Staff added MUST be Secondary Advisors. If you choose Primary,
it will change the existing Primary Chapter Advisor to a Secondary Advisor.

(18]
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How to Email All Chapter Staff

1. Click on the "Chapter Advisor(s)" Tab. .
2 Click on the “Email All" Button Add Exisling Advisor  Add New Advisor | Email All '

@ L sallybooth@rme.com |
e

S

Attachments:
@ & (& Wfv | @ @M= Q ¥/ [Esource
B I 5 |L|E = A | 99 Styles = | Formal -

Type your message here

3. The "From" field will be populated with the Primary Chapter Advisor's email
address.

Type your "Subject Text" in the "Subject" field.

Click on the "Choose File" Button to attach a File (optional).
Type your “"Email Message” in the "Text Editor" field.

Click on the "Send" Button.

SRR g

Conference Tab and Screens

Note: This section will be updated soon (remainder of page left blank intentionally)

[19]
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Invoice History Tab and Screens.

Students Chapter Information Chapter Advisor(s) Conferences Invalce History Quick Links State Information Resources E-Store Surveys Emall

1. Click on the “Invoice History" Tab.

2. Click on the "Pay Invoices" Bufton.

3. Select the “checkbox(s)" located in the "Pay All" column on the left-hand side
of the invoice that you want to pay.

4. Click on the "Pay by Credit Card" Accordion if you want to pay by Credit Card
OR Click on the "Enter PO Number" Accordion to record your "PO information™.

5. Follow the on-Screen Instructions based on your Payment Method.

6. Click on the "Pay" Button.

Historical Involces  Involce Payment History  Membership Statement

A 3% processing fee will be applied to
all invoices paid by credit card.

stdents  § Chapterinfermatisn  Chaplar Advizes(s) conleullﬂ Guick Links suats E-Store Surveys  Emall
Pay Al Invaica # Date Invaice Type Paid Slatus Terms Ameunt Que ftems
1248 0RD22030 Mickile Level Membership Unpaid Mat 30 83300 National Stdent Membership Dues
Tolal. $10.00 Balance: $10 00
Hational Chapter Adviser Dugs
Total 310 00 Balance 510 00
Studen| S Dues
Tolal 35.00 Balance §3.00
Chapler Adviser Siate Dues
Total. 310 60 Balance: 10 00
o 1247 CHONE020 riddie Level lamoersnip Unpakd Het 30 §3000 Hational Student hembership Duas
Total §20 00 Batance: §20 00
Student State Dues
Tolal: 310 00 Balance: 10 00
1240 0802020 Hicdle Level Memership Unpakd Net 3% §1500 National Student Membership Dugs
Tolal. $10.00 Baionce. $10.00
Student State Dues
Tolal: 85 00 Balance. 33 C0
— —

How to View Invoices

Click on the “Invoice History” Tab.

The “Invoice Screen" will populate.

Click on the "Payments"” Button fo view "Payments” that have been made.
Click on the "PQO's" Button to view "P.O. information.”

Click on the "Eye" icon under the "View" column to view the desired Invoice.

(S R
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Sudenis Chapiar Chaptar, i) w Quick Links Slate LR IEE Survayi Email

Py ik | letonical Dvoies Involce Paymeil sty Memiashp Stiemenl n i [ Ei .

8R6W 13w ENIEN

B ach
invales Humbar 1L inveles Typs Conlersncs Tolal Balancs Dus Pald On Craatad Hatsnalibtite Paymints LA Vi#w
243 M il MO 53500 33500 Unpait CE01I020 HassAS] @
1246 M Lavél Lismbirng 31300 $009 oM ITR0I0 06022010 Hangnal m =
w7 K38 ey Liambeatvp $22.00 $3000 unpaa 06012010 Hasanal m @
1143 \1x00% Lavel bhambaring 31388 51588 Unpaid 513020 tazenal n @
114y T T a—— #1500 #1500 unpad 8033020 Nananat P
1280 ki Leved Wembstring $1500 §1500 unpaa 060120 Haspmai m P
125 MiSdle Lived LIambarnp 11560 $18%0 Urpra 00033020 Hazenal “ @
182 TP s— 41560 81500 Unpza 08012020 Hanenal @
19 1300 Livél MembEANG 41560 3i8¢0 Unpad 08032020 Hazonal “ @

angwing 113201 B entnes Prewos . Hesl

BFA InC. iemiemivp Sy1tem

How to View Historical Invoices

Click on the “Invoice History” Tab

Click on the "Historical Invoices" Bution.
Click on the "Payments" Button to view "Payments” that have been made.
Click on the "PO's" Button fo view "P.O. information."”

Click on the "Eye" icon under the "View" column to view the desired Invoice.

Pay Invoices  Hisloric nvoice Payment History  Membership Statement

o SR

NOTE: Historical invoices are invoices that have been generated in previous years.

How to View Invoice Payment Histor

1. Click on the "Invoice History"” Tab.
2. Click on the "Invoice Payment History" Button.

Pay Invoices Hislorical Invoices|  Invoice Payment History  Membarship Statement

NOTE: The Invoice Payment History screen includes the following: payment information,
date paid, pay type, check number, invoice number, payment total, overpayment
amount, refund amount and refund date.

[21]
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How to View the Membership Statement

1. Click on the “Invoice History” Tab
2. Click on the “Membership Statement” Button,

Pay Invoices Hislorical Invoices Invoice Payment History Membership Staterment ’

NOTE: The Membership Staterment is generated as a PDF that can be viewed |saved | printed.

Quick Links Tab and Screens

Quick Links are setup by National BPA. These links may take you to 3rd party websites
outside of the BPA Membership System.

1. Click on the “Quick Links" Tab.
Informational Links

o Click on the "URL" listed under the "Informational Links" list.

Chaptars  Requests  State Stalf and Permisslons Rales and Settings  Conferences  Accounting  Reporls @ Notifications  Resources  E-Store  Surveys

Informational Links

Instructional Weblnar and Resources: hllpueiy BPAGIECLO9/201 7082 1/gal-actualnted- BPAS-nev-Onllne embarshin:Sysien
Help Chapters In Need Wilh BPA's Disaster Rellel Fund

BPA Wabsites:

BPA Inc, Website: hitps/vany BPAoi!
BPA Direct: hlips teaviy BEAdiTect.org
Shop BPA: hitpa:tvwiw.shopBPA.IQ

Reolstar for a Hiah Schaol Conferance:

Notifications Tab and Screens

System Messages (Nofifications) are sent through the Membership System by National
BPA. When you log into the Membership System, the System Message will appear on
your screen. Once you click on the "Confirm" Butfon, the System Message will no
longer appear on your screen. If you want to go back and review the System Message,
you would click on the “Nofifications” Tab — See Example Below. System Nofifications
can have expiration dates that are set by National BPA. Once the notification has
expired, you will no longer be able to see the System Message under the Notifications
Tab.

1. Click on the “Nofifications” Tab.

2. Click on the "Eye" icon under the "View" column to open the nofification.

3. Click the "Back" Button to return the "Nofifications"” page.

(22]
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State Stalf and Permissions Rates and Sottings Conferances Ageounting Reports Quilek Links @ Résources E-Store Survays

1L Sent

Search:

Showing 1101 ol 1 entries

1. Click on the "'State Information” Tab

o\
0E:04/2020 @
Provious Maxt

BPAInc. Membership System

State Information Tab and Screens

Studenis _— Conferences Invaloe Hislory Qulek Links ‘Iul.ln(mmaﬂun 'Hnnumn E-Stare Burveys Emall Torgh Awards

State Advisor Contact

State Dues

ghow 0 v enliles

Fes Type 1L Division{s)
Chapler Advisar Al
Slale Lkénse Fee Al
Student AN

Showlng %o 3 al 3 enides

Expiration
071312021
Hever Expifed

%3102

Amount Minimum Attiliants Flat Rate

Hé
He
Mo

Current State Membership Date(s)

Ottaber 10, 2018
Kidieh 1. 2019

State Meeting Date(s)

Fall Canference Datas

Stans On Octeber 1, 2020
Ends On Octobar 1, 2030

Eat

Resources Tab and Screens

How to Download Chapter Resources

Click on the “"Resources" Tab.
Click on the "Chapter Resources" Accordion(s).

Locate the "Resource” you would like to download from the list.

Click on the "Download" icon located on the right-hand side of the "Resource."

Resources are managed by National BPA, You may see multiple “Accordions" under
the "Resources” Tab.

[23]
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Chaplers  Requesis  Stale Siaff and Parmisslons  Rates and Seltings  Conferancas Accounting  Reporis  Gulck Links Nelll’l:Ml-’lW Surveys

Chaptor Resourca Information

Chapler Resources

Resources In this saction ate avallable o all chaptors throuph November 1, 2020, Aler Ihis date. anly afialad chaplers will be able 16 access hake dosumants

Show 1w

item Hama

~ onlrlas

Search:
IL  Created Deownload

Chapter Resourca 1

Shawing 110 1 ol 1 anliles

092072020 \ ()

BPA Inc. Membership System

E-Store Tab and Screens

E-Store items are offered and setup by National BPA. E-Store ltems can have expiration
dates that are also set by National BPA. Once the E-Store ltem has expired, you will no
longer be able to purchase the item under the E-Store Tab.

Sl o e

o

2

Click on the "“E-Store" Tab.

Click on the “"Chapter ltems for E-Store."

Locate the "“E-Store ltem(s)" you would like to purchase.

Click on the “Select" checkbox to choose the “E-Store ltem."

Type on the "Quantity” you would like to purchase in the "Quantity" field.

Click on the “Create Invoice" Button once you have added all of the "E-Store

ltems” you would like to purchase.

Click on the "Export" Button to download a PDF of the items you purchased.

Click the “Confirm" Button to confirm purchase and generate an invoice.
Click on the "Close" Button to close the window.

Chaplars Raquests State Staff and Parmissions Rates and Sattings Confaroncas Accounting Reports Quick Links Hotlficatlons mcnurcnunrwl

I Chapler ltems for E-Stare

Show w0 w enliles

Hem

Chapler Adviser E-Slore ltem Chapter Adviser EStoie ltem £55.00

Showing 110 1ol 1 enliles

Pald Publicatien

Searcli:

|1 Sludent Student ID Description Price

[24]
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Confirmation
Item Quantity Amount
Chapter Adviser E-Store Item 1 $55.00

Invoice Total: $55.00

Please confirm the items you are purchasing. l l

How to Request a Refund

1. Click on the "E-Store" Tab.

2. Click on the "Refunds" Button,

3. Select the “Select All" checkbox if you want a refund for all ltems on the invoice
OR Click "Expand ltems + icon" and use the "Select" checkbox on the right-
hand side of the item(s) that you want to have refunded.

4, Click on the "Submit Refund Request'" Button.

5. Click on the "Confirm" button to “Confirm” that you want to receive a “Refund”
onh the Item(s) OR Click on the "Close” Button to “Cancel” the "Refund” request.

Chapters Raquests State Staff and Permissions Ratas ond Settings Conferances Accounting Roports Quick Links Natificatlons. Rasources Survays
e

Chapter lloms for E-Store

Show 10 w enliles Searchy
Tem |l Sludent Student ID Dascription Price Guaniity
GChapler Adviser E-Slor ltem Chapter Adviser E-Slore lem $56.00 o
Shawing 110 1 6f 1 entries Pravious . Mast

Paid Publication

Create Invelce
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| Refund Request
E-Slore Roturds
Expand ltems Involce Number Selact
= 1248 SelectAll O
Itam Hama Amount Membar Salact
Tast liem 51000

Sutmit Rofund Request

How to View / Continue a Surve

Surveys are developed and managed by National BPA. You may see multiple
Accordions under the "Survey” Tab.

Click on the “Surveys” Tab.

Choose an "Accordion" from the Survey Accordion List.

Click on the “View" |con located beside the “Survey” that you want to take.
Complete the questions on the “Survey.”

Click on the “Save" Button to save the survey to finish later OR Click on the
“Submit” Button if you are finished and want to submit the survey.

Chapters Requests State Staff and Permissions Ratas and Sattings Caonferances Accounting Reports Qulck Links Notificatlons Resourcas B-Siuu

Select A Category

il S .

I Chapler Adviser Surveys I
Show 1~ enules Search;
Survay Nama 13 Wlmﬂl) Status Conference Event Team ViewiContinue Survey

| Chapter Adviser Tasl Survay Systam Admin Mot Started °
eYilUs 1

BPA Ine. Membership System
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Email Tab and Screens

How to Send an Email

The Email option allows you to send an email to ALL Student Members or you have the
option to select specific Student Members to send an email to. ONLY Student Members
that have an email address in their Student Member record will appedadr on this screen.
Click on the "Select/Deselect All" option to select All Student Members or deselect ALL
Student Members.

1. Click on the “Email” Tab.

2. Click on the “"Checkbox(s)" located on the left-hand side of the student(s)

that you would like to email.

3. Type your "Subject Text" in the "Subject” field.

4. Type your "Email Message" in the "Message" field.

5. Click on the "Send" Button.

Students Chapter Information Chapler Advisor(s) Conferences Involce History Quick Links Holificatlons Stale Information Resources E-Store aum!

Select Members to send Email to:

Select/Deselect All {uE——

l Sally Sue (Student) Anne White (Student) I

Subject:

[ Sublect

J :

Massﬂga:
l-ﬂ..l l&:l l&v‘l LU 2= O : [ Scurce

B I &|L|= = e | 99 | Styles « | Format -7

Type your message here,
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Recommendations Tab and Screens

How to Make a Recommendation

The Recommendations option enables you to make a recommendation to National
BPA for program change or enhancement for subsequent membership years.
1. Click on the "Recommendations” Tab.

* Any previously submitted recommendations will appear under the
"Recommendation History" section of this screen.

2. Click on the "Add Recommendation” button.
3. Select the “Subject” from the "Subject" drop-down field.
4. Type your "Recommendation” in the "Recommendation” field.
5. Type your "Rationale"” in the "Rationale" field.
6. Continue inputting the required information (all fields highlighted in RED are required).
7. Click on the "Submit” Button.
Add recommendation
Subject
[ Select . _v
Ffo_rr!mo.nd.mlnn —
Type your recommendation here.
Rationale R — o —
Type your rationale for the recommendation here.
Does this replace a current policy or procedura? It this recommendation is adopted, would it require a State 3
Don't Know "-'I similar ehange 1o other avents? | Select Vl
[' Select u|
ok ol wisniaiis
Jsmith@bpa.org [ Select ,] Note: Once reviewed and
= =— a determination made by
Attachment . 2
[Choase Files] No e chosen National BPA, you will be
Max file size 50MB notified of the outcome of

your recommendation. The
determination will also be
found on the

(28] “Recommendation History"
page.
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Donation Campaigns and Screens

How to Make a Donation

The Donation Campaigns tab provides you the opportunity to contribute to a
fundraising cause that is created by National BPA. Donation Campaighs may include
fundraising for student scholarships, National Service Projects, and more.
1. Click on the "Donation Campaigns" Tab.
2. Select the “Present" icon under the "Donate” column for the campaign you'd
like o contribute to.

Students Chapter Information Chapter Advisor(s) Conferences Involce History Quick Links State Information Resources -
Available Campaigns

Show 10 v entries

Search:

Name |:  Description Start End Donate

Fall Scholarship Fundraising Campaign Scholarship Fundraising 08/20/2021 05:00 pm 10/31/2021 05:00 pm @

Previous - Next

Showing 1 1o 1 of 1 entries

3. Input your desired "Donation Amount” in the “Donation Amount” field.

4, Continue inputting the required information, including Credit Card and Billing Information
(all fields highlighted in RED are required).

5. Click on the “Submit Donation” Button.
6. Areceipt of your donation will be sent to the email address on file in your Advisor Profile.

Note: All donations to Business Professionals of America are tax-deductible. Contact
finance@bpa.org at the end of the calendar year for a letter detailing your financial
contributions to BPA.,
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Graduation and Rollforward Process

How to Graduate Members

At the beginning of each membership year, the Membership system is refreshed and
the chapter's membership roster is carried over from the previous year. With every
new membership year, some students will renew their membership and others will have
to be graduated or removed. The Graduate process is your opportunity to refresh the
chapter membership roster for the new membership year.

1. Navigate to register.bpa.org and login using your credentials from the previous
membaership year.

2. After the initial login, the Chapter Advisor Confirmation screen will appear and
you will need to complete all required information before proceeding into the
chapter portal.

Chapter advisor, please confirm your chapter information.

Qriginal Chapter 1D;
55-0002

Student Passward:

) [ .

Please Update Your Principal's Information

Princlpal's Firet Name: Principal's Last Name; Princlpal’s Emall:
[ Janet | [ Diover l I Janetdpyinail com
Select Graduation Preferences
h
Selact The Highast Grade Lavel For This [ B - Flease Select One Of The Following Eilgibte for Alumni v
Chapter: Qptions On How To Treat Your

Members: Selecl .

Hove Ginte Yarious Chaplars
Elglhe for Alurini

Advisor Partner Emails Opt-in

Advisor Namea Optinto partner emalls

Palrick Schultz - Select

Jenathan Smith

BPA Membership Registralion Systam

Select

« “Student Password" = set the default password that you will give
students for them to access their individual student portals.
«  “Principal's Information” = verify/change your school principal’s
[30]
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name and email address.

« "“Select Graduation Preferences" = these fields determine which and
how students are graduated from the chapter.

» "Select the Highest Grade Level for this Chapter" = set the
highest grade level offered at the school. For example, in a
Secondary chapter, if you select "12" as the highest grade
level, any students who were in 12'h grade the previous
membership year will be marked for graduation.

* “How To Treat Your Graduating Members" = select the
option that makes the most sense for the majority of your
graduating members (Note: You will be able to change
individual preferences later in the process).

GRADUATING MEMBER OPTIONS
Eligible for Alumni Idedal for graduating Post-secondary members, as well as
graduating Secondary members not moving on to a Post-
secondary chapter. An email will be sent to these members
inviting them to join the Alumni Division.

Move onto One Chapter Ideal for Middle Level members moving onto
a single Secondary chapter,
Move onto Various Chapters Ideal for ‘graducifihg SeCondary members
moving on to various Post-secondcary
chapters.

e ‘“Advisor Partner Emails Opt-in" = selecting “Yes" will enable you to
receive email communications directly from our trusted partners,
infroducing services and resources to enhance your classroom
curriculum.

3. After completing the Chapter Advisor Confirmation screen information, select
the “"Confirm™ button.

4, Read the "Graduation” pop-up instructions carefully, and select “Close”.

5. Select the red "Graduate" button on the Action buttons line.

Students Chapter Information Chapter Advisor(s) Conferences Invoice History

‘ Graduale I lembership Download Students With Access To Portal Prinl Membership Cards

Print Membership Cerlificates  Previous Year Counl  ResetAll Students’ Passwords — Email All
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6. Read the instructions on the "Graduate" screen and continue the process.

* Verify student(s) listed are graduating from chapter; select all that will
be graduating by selecting the "Checkbox" under the “Graduating”
column, or by selecting the “Select All" button.

+ For each student, input the student's email address in the "Post-
Graduation Email” field. Note: this is especially important if the
student destination is marked "Eligible for Alumni”. They will be
emailed an invitation to join the National BPA Alumni Division.

«  Verify the "Graduating School” destination for each student. If it
needs fo be changed, select the "Select” button under the "Change
Destination" column.

*«  Once dllinformation is verified, select the “"Graduation Completed"
button.

Please read the following infermation before completing the graduation process.

The purpase of the gradualion process is 1o mainlain the student's history throughout thelr academic career. This process will allow you to move a student's record on to the
correspanding chapter for thelr continued education or makes them eligible for Alumni membership.

To complete this process, confim the Graduating School of the students 1o the beast of your abllity. To medify a Gradualing Scheel, click on the Select butien. Here you can
select the cily and chapler of which the student will be atlending. If the student Is graduating the 12th grade and Is not continuing to a post-secondary institution affiliated with
BPA, please select the Move te Alumni option and enter the student's post-graduation email. Then select Confirm to save changes.

Select all students who are graduating under the Gradualing column. If a student is not advancing grades, do nol selecl the student ta graduate from the chapler. The
unselected student will be retained on the chapter member roster

Selecl the Graduation Completed butlon Lo save changes. Il you have nol cainpleted the gradualion process, please select No in the subsequent pop-up to compléte the
gradualion process at a later time. If the graduation process Is complete, select Yes to move on to the bulk editing process.

YOU WILL NOT BE ABLE TO BULK EDIT OR SUBMIT MEMBERSHIP UNTIL THE GRADUATION PROCESS 1S COMPLETE

Search
Membership Last First Advancing Graduating Change
Graduating It 1o Name Name Emall Address Post-Graduation Emall Grade School Destinatien

Secondary -
55-0001

Graduation Compleled Drop Selected
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7. Review the "Graduation Complete"” pop-up and select "Yes".

8. Select

the red "Edit Students" button on the Action buttons line to continue

onto the Rollforward and Bulk Editing process.

‘ Edit Students  (Membership Download  Studenis With Access To Porlal  Print Membership Cards

Kesuiii siudents' Passwords Email All

9. Readt

he instructions on the "“Bulk Edit" screen and continue the process.
Review the student members listed on the roster and select the "Bulk
Grade Rolliforward" button. This will move all students up by one
grade level.
Verify all student information, including “Member Title", “Cell Phone",
and "Email”.

» |f there is a student on the roster that will not be renewing their

membership, select the "Drop” button to remove them from the
chapter.

Once all information is verified, select the "Bulk Edit Complete"
button.

Please read ihe foliowing Informaiion Before completing the BULK EDIT proceis.
Thé bulk €01 precess 18 a one-ima eail o Blew you ta update your praviously tegisterad students
Fiease taviaw and updaie tha follaaing informatian

+ Grads Level
« Member Title
+ EmailAgdress
+ Call Phons Humber
To sdvance the grade af all stucents, piase uss e Bulk Grade Reliterward bulich 1o sulomancally ransiden students to the naxt grade

You may also drop any students frem the Toster vwha will RE1 BE PAMLSIRATNG IN Iha Cumen! yaar. Select Ing sTudents you would Bke 1o grop by placing a checkimark next 10 the
SuGEl s NAMA THeN 381661 ING 76 DTop SHICIEd SWAENLs Bulton at e battom of the page. Sekct Gonfim In e pAP-UP ME3S008 Ml apEears ¥ you'o tka 1o drop (he
Bludents

Select the Bulk Edit Complats buttsn i Savé hanges i Student Nanmatisn. 11 you dK3 net Rlly compiete tna Dulk edn procass, s01ect Naan Ihe subsequent pop-upto
allow you lo 1élurm 1o Whe bulk edang SCIean ot b INer ime. I you Mave completed tiis process. S£16Ct Yes 1 move an 1o sutma membership,

YU CANNOT SUBHIT MEMBERSHIP UNTIL YOU HAVE COLIPLETED BULK EDITING
To odt individual records afier thé bulk ediling process has Bean comploted. sekect thie B0 pancil K00 Next 1o Ing SWents recond

Saarech
Membership
[[+] It Hame Grade Member Tille Ce#ll Phana Emall Orap
ARBGea - | ] v I‘c;\u;m e \r| i bk -
00018701 - [ "l i Chapler Wemoet .:I o
i - |_" “| C"J\H;zf.l-‘.gmm_?| o | m

Enaning 1104 of 4 enties

Bulk Edil Complens
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COPE PP

10. Review the "Bulk Edit Complete" pop-up and select “Yes".

11. Select the “"Chapter Information” tab to verify and update chapter
information including the “School Address", "Billing Address", phone
numbers, websites, default "Student Password"”, and more (refer to Page
16).

12.  Select the “"Chapter Advisor(s)" tab to add/remove chapter advisors, and
update the information for each chapter advisor assigned to the chapter
(refer to Page 16).

Stumm@onumnus Invoice History Quick Links State Information

Resources

Membership Download

Stludents With Access To Portal ~ Print Membership Cards ~ Print Membership Certificates  Previous Year Count

Reset All Students' Passwords Email All

Congratulations! You have completed the "Graduation and Rollforward Process” and
are now ready fo begin adding chapter membership (refer to Page ).
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