Renewing Entire Agency Membership as a Single Transaction.
Step 1: To renew multiple memberships for your entire agency, either by credit card or via check, go to
the MISAC website, login, and select “Your Cart” at the top of your screen.

Step 2: Do a search for the category of Membership.

OVERVIEW: When renewing the Full and any number of Associate members, you will first select the Full
member item (corresponding to your Chapter) and add it to your cart. Then you will add the appropriate
number of Associate member item(s). With each option, there will be a comment box in which you can
add the details of your renewals, which will be demonstrated on the following pages.
In this example, we have chosen the Southern Chapter Full MISAC Member Renewal 2016-2017 by
locating the correct member type option and selecting View. Once selected, you will be presented with a
text box that you should use to add the corresponding member information.

Step 3: Include the member name and email address separated by commas as shown above. Select Add
Item to add the item in your cart as shown below:

Step 4: From your cart, do another search for the Membership category and select Find, to return to the
membership options.

Step 5: Locate the appropriate Associate MISAC Member Renewal item and click on the VIEW button:

From this screen, to continue our example, we are going to choose the Southern Chapter Associate MISAC
Member Renewal 2016-2017 option.

Step 6: For this example, we want to renew one Associate membership and add a new member to bring
our total to two Associate members. To do this type “2” in the Quantity box and add the two names in
the comment box.

Enter the name of the member and the email address in the box separated by commas. If the member is
new to MISAC membership, simply type the word “new” at the end of the entry (also separated by
commas.) The example shows two renewals and one of them is new. Please note, it does not matter which
order the members appear. Also, if your agency has not had Associates members in the past, you can use
this method to add any new Associates.
When everything is correct on this screen, press the Add Item button to add to the cart.
Step 7: Review your cart, and if you are finished, press the Checkout button.

Step 8: There are two steps to checking out. The first screen gives you the option of paying by check
(Bill Me) or paying by credit card. In either case, you will get an invoice for your records at the end of
the process.
In this example, we want to pay by check. To do this, simply choose the Bill me option.

Additionally, when you select the Check here if the billing address is same as the recipient information,
your billing information will transfer into the proper fields. All you will need to do is to enter your phone
number in the Phone field, click on the Proceed to Confirmation button and you are ready for the next
step.

Step 9: The last screen is simply a verification screen so that you can give your order one more review for
accuracy. When done, simply press the Complete Order button to complete the order and to produce an
invoice.

Step 9: Click the View Invoice/Receipt button, to print or save your invoice.

At this point, you can print your invoice and submit it for payment or, if you used a credit card, you can
print the invoice for your expenses or for credit card statement reporting.

Thank you for your continued membership in MISAC!
PLEASE NOTE: When you use this system to renew or purchase memberships through the MISAC store,
we will manually update the expiration dates of the existing members when the invoice is paid. If the
member is new, we will create a new account and contact that member via email so that they can log in
and create their new password.

