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New York State School Social Workers’ Association
New Membership Platform Tutorial

“Non-Members--How to Access Your Invoices and/or Pay”

The New York State School Social Workers’ Association (NYSSSWA) is using YourMembership as
our new association management system to process Memberships, Events, Continuing Education
hours as well as provide an On-line community that encourages member engagement. This
tutorial will assist you in finding, printing and/or paying your Event Invoices and/or your

Membership Invoice.

1. Sign in with the following link: https://members.nyssswa.org/login.aspx
2. Member/Event — Login/ Sign in page:

3. Error Message--Wrong Username and/or Password
a. Try a different email address.

People often don’t remember whether
they used their work or home email
address so if you don’t get in, try again.

If your work email address has changed,

Member/Event -- Login/Sign In

Membership » Renew Your Membership
Welcome to NYSSSWA's On-Line Community
sign In Here To:
o Register for an Event
« Join or Renew Your Membership

« Access NYSSSWA's On-Line Community and Member pages for current
NYSSSWA members

NEW to NYSSSWA?

« Want to Join or need to create a "Non-member" account in order to register
for an event? Click Here.

Past Members/Past Event Attendees or SSWs Already in Our Database:

* You can "Sign In" to your account below which will take you to a notice
regarding when your membership/ registration expired and an opportunity to
“Securely renew your membership now” or to continue. You have the
opportunity to Renew your membership but you DO NOT need to be a
member to register for an event.

HOW TO SIGN IN for the FIRST TIME:

* Everyone's initial Username is the email address we have on
record (whether it is still an active email or not--you can change when you
update your profile). If you can't get in, try other email addresses you may
have used. (Especially important if you are trying to access member discount
rates for events.)

« Password: Passwords have been changed. Look at “Forgot your password?"
and click on "Click here to reset your password.” to be sent a link to reset your
password.

Need Help? See Step by Step Tutorials.

Contact memberservices@nyssswa.org if you experience any problems.
Sign in using your credentials

dkontak

@ Remember Me

again.
Sign in using your credentials

Password

Remember Me

you might try your former email address so | i ietyo.

you can get in and then you can update
in your profile.

Click here to reset your password.

That username and password combination was not found! Please try

it

b. Passwords have been reset, so you will need to “Click here to reset your
password”.
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https://members.nyssswa.org/login.aspx

4. Since you are not currently a
NYSSSWA member, you will be
invited to “Upgrade” your
membership.

a. “Upgrade My
Membership Now” Select
this if you would like to
“Upgrade” your
membership by joining
NYSSSWA.

b. “Continue with Current

Membership Upgrade Information o4

Thank you for creating a NYSSSWA account today or in the past.
Interested in Joining NYSSSWA?
If you are not a current NYSSSWA member, we encourage you to join us and not
only support our profession but also become part of our new on-line community.

To Join or Renew, just click below on "Upgrade My Membership Now". Need
more information? See member benefits and details.

oo —~

Not Interested in Membership at This Time But Need Access:

If you are a past member or have registered as a "Non-member" and trying to
access Event Registration, your Continuing Education credits or your profile;
click on "Continue with Current Membership" (i.e. Non-member) below.

Upgrade My Membership Now
Continue with Current Membership

Membership” Select this if you do not wish to join NYSSSWA at this time. Your
“membership” status will continue as a “Non-Member”. You do NOT need to be a
member to register for an event.

5. OR-- You may get: “Renew
Membership”. Proceed accordingly.

INX DO\

New York State School Social Worke
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HOME  ABOUTUS ~  MEMBERSHIP ~  EVENTS ~  NYSSSWA COMMUN

Renew Membership

Click the button below to renew your membership when you complete the checkout
process.

Previous Membership: Non-Member $0.00

Renew Membership No Thanks

6. Once logged in, you will be directed to “My Profile” page.

7. Look at the “Welcome, ...”

Note a number in red that
indicates any pending

invoices. o

. y y
/|
il Profiie Completeness

Another Test

Professiona Information

Organization Name:

Profession:

Primary Networking Region

Please indicate the type of school you
workin,

Organizational Affiliations

Additionsl Information

8. Click on “Welcome,...

9/28/2022 Update



9. Click on “Invoices” on the drop down menu.

Welcome, Another Test @ v

% Quick Links Account + Settings

In

Your profile is hidden. It cannot be seen by other members of the community. sign Out

About

il Profile Completeness

Increase your score today!

Another Test
NYSSSWA
Address: 114 Somewhere, Somewhere, Minnesota
111111 United States
2 Groups (0] View on Map
@ Contact Info Additional: 1111111111 (Mobile)

& Another Test

Professional Information
W memberservices@

# Edit

10. You will be taken to your “Payments & History” Section of your “Accounts & Settings”
page.

& Welcome, Another Test @~ P Q
L A

& Groups % Quick Links ~

A Pprofile @ Invoices {3 Event Registrations =~ & Membership $ Donation History
Filter by status: | Open v

&8 Information & Settings

Store & Events  Dues

(8] Payments & Histo
4 Y 0 Order Date Status Name on Invoice Invoice Type Total Balance

B8 Content & Features O@mes 8/18/2022 Open Another Test Event Registration $324.00 $324.00

™ Professional Development

Pay Selected Invoices

11. and will go directly to your “Invoices” page.

& Welcome, Another Test @~ P Q

$ Donation History

B Profile & Event Reg

) formation s Eattioos Filter by status: | Open v

Store & Events
(8] Payments & History |

Order Date Status Name on Invoice Invoice Type Total Balance

@@ Content & Features oms 8/18/2022 Open Another Test Event Registration $324.00 $324.00

™ Professional Development

Pay Selected Invoices
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12. On the “Invoices” page, you can filter by invoice status from a drop down menu, i.e. “Any

Status”, “Open”, “Processed” (paymentreceived), “Pending”, etc.

/

o & Q s

Any Status

Filter by status:} Open 2
o Q P

Store & Even!

(O] Processed
Shipped/Closed Name on _
tng Status - Invoice Type Total
B Cancelled
mlo= 712/2022 Open - syent $374.00
= Registration

13. You can search for Event Invoices as well as Membership Invoices.

14. For EVENT INVOICES, go to “Store & Events” Tab.

£3 Event Registrations | & Membership | § Donation History

A Profile

1 Invoices

&5 Information & Settings oy \__—_Open ¥

Store & Events § D
Payments & History

(] Order Date Status Name on Invoice Invoice Type

@

7 Professional Development

Pay Selected Invoices

Welcome, Another Test @ ~
]

B8 Content & Features oms 8/18/2022 Open Another Test Event Registration $324.00

15. Click on center icon (dollar symbol) to see invoice.

% Quick Links v

& Groups

@ Invoices B3 Event Registrations & Membership $ Donation History

ter by status:| Open v
B

A Profile

&8 Information & Settings

(@] Payments & History >

i
g} Welcome, Another Test @ v
=\

Order Date Status Name on Invoice Invoice Type

7= Professional Development

Pay Selected Invoices

B8 Content & Features @]o]=] 8/18/2022 Open Another Test Event Registration

Total Balance

$324.00 $324.00
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16. See Event Invoice and box to print.

17. When paying, please be sure that
noted as well as your “Invoice#”.

your name is

18. Note the address to send payment to: \

New York State School Social Workers'
Association

Date

Invoice]

Invoice #

Due Date

19. For MEMBERSHIP INVOICES, go to “Dues” tab.

?"; Welcome, Another Test @ ~ ||
loups % Quick Links v
B Profile & Invoices 2 fvent Registrations & Membership $ Donation History
%5 Information & Settings kilterhystatis; ‘u
~
Payments & History > = A 5
O Order Date Status Name on Invoice Invoice Type Total Balance
B8 Content & Features 8/18/2022 Open Another Test Membership Dues $85.00 $85.00
7= Professional Development
20. Click on center icon (dollar symbol) to see invoice.
/ r Invoice]
21. Membership Dues Invoice and box to “Print”. oo ey
New York State School Social Workers' Bz il
. . Association
22. When paying, please be sure that VW '
noted as well as your “Invoice#”. a4
Due on receipt ane2022
81812022 Full Member $85.00
. . . Total $85.00
23. If you are submitting payment by check or via a

Purchase Order, please note payment address.

\

Submit payment to:
NYSSSWA

264 Rider Road
Clayville, NY 13322
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24. Ready to Pay by Credit Card?
a. Click on the “Credit Card” icon.

% Quick Links v

@ infpices

A Profile
© Information & Settings Filter by Yatus: (Open

@ Payments & History

B Content & Features

™ Professional Development

Pay Selected Invoices

£ Event Registration

& Membership | $ Donation History
v]
St Total
Open Another Test Event Reglstration $324.00

E Welcome, Another Test @~

§324.00

b. Or check the box of the invoice and click on “Pay Selected Invoices”.

Profile

1 Invoices

Fifter by st
@ Information & Settings Morbystotos|Open =~ v |
Store & Events
@ Payments & History

B Content & Features

®  Professional Development

Another Test

Invoice Type

Event Registration $324.00

elcome, Another Test @~

$324.00

c. Review invoice amount and complete Payment Information.

% Quick Links ~

»

Welcome, Another Test @ v

B Profile @ Invoices £ Event RegisNgons | & Membership | $ fPonation History
€% Information & Settings
Payment Allocations
(@ Payments & History >
Invoice No. Organization Outstanding Balance Allocated Amount
B Content & Features
200000137 NYSSSWA $324.00 324.00
™ Professional Development Total Balance Total Allocated
$324.00 $324.00
Recalculate
Payment Information
Payment Amount * $324.00
Paymena Ty Credit Card
Name on Card *
Another Test
FIRST / M.L LAST
Card Type * v
Card Number *
Card CVV Number *
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a. When done reviewing
and completing
payment information,
click “Submit
Payment”.

25. Still need assistance or have questions? Contact member.services@nyssswa.org
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A oot 0 tvoices | [ Svevi Ragiatetizes

@ mrormation & Semings

[ Payments & History

fmrcane Szanzne tevesc Date Cumtardig ez
B Comant & Fastures.
20000 NYESSUA ez 332450
& Professional Tevelapment
Total Bakarce
32202
eyt i
Pament Amowet s $3240
Cragtca
Pamant Type
Name o Card
Anctner Test
= st
Card Type * v
Card Mumer *
Card CVV Namer
B oate (rmyyyy
-l Adress B SRS ENyaSENG 0D
Organzason: S
Addrezs:
CtyTown= Semaunare
County: + itad Sams v
st ) v
PesmiCedes [T 1
Frose
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