
Members Only Area
Guide Book

An illustrated guide to getting the most out of 
our interactive and self-service website



Membership Has its 
Privileges

• Our website is powered by MemberClicks, the 
association industry’s most powerful Association 
Management Software systems.

• Our website offers many self-service and 
exclusive benefits that only members and/or 
their employees can take advantage of.

• To ensure only Members receive these benefits, 
these areas of our site require a valid log in.

• The pages in this guide will teach you how to log 
in and update your information, as well as take 
advantage of as many benefits as possible.

• The more you update and personalize your 
membership, the more value you will receive 
from us.



If you have forgotten your password, no worries! 
Click ‘reset password’ or ‘retrieve username’ and 
enter the email address associated with your 
profile. You will then be emailed a link to reset 
your password. 

(HINT: you might want to try your email address 
as your username.) 

Note: To receive the link via email, the email 
address you enter must be the email address in 
your membership profile. 

Member Log In

Take Control of Your 
Membership



What Can I Do Here?

 Access the Member Directory

 View/Edit your profile

 View and Download a transcript of your 
CEU credits

 View the Event Calendar



After clicking ‘My Profile’ from the Member 
Home page (see previous slide), you will be 
taken to your profile. 

If you hover over the words ‘My Profile’, you 
can make additional changes to your profile.

In this area you can: 

 Change your profile picture that shows on 
the Member Directory

 Edit your privacy settings
 Change your password
 Manage how we contact you
 View past emails we have sent to you
 View a list of all your invoices
 View all forms that you have submitted 



 These fields show you what 
information we have now. Please fill 
in any blanks so that we can know 
you as well as possible.

 Information here can be used on your 
Directory listings or for 
communications we send out.

 Make sure to click Save at the end of 
the process.

My Profile



Message History

The Message History area will 
show you all of the emails the 
organization has sent to your 
personal inbox. If you ever delete 
an email, there is a full record kept 
in this area of your profile. Simply 
click on the subject line to open 
the body of the email. 



View Your 
Invoices

 Under ‘My Profile’ you have the 
ability to display your invoices.

 This area will show you credit 
memos, past paid invoices and 
open invoices that you are able 
to pay. 

 To open any of these invoices, 
simply click on the Invoice ID to 
view the invoice.



Pay Your Invoices

Once you have clicked on the Invoice ID, 
you have the option to pay an open invoice 
or download an invoice. 

Paying an Invoice: Paying an invoice 
couldn’t be easier. Simply click on the 
button at the bottom ‘Pay Invoice’. Our 
payment area will come up for you to enter 
your card and billing information. 



CEU Credits

 From the “Member Home” 
page, you can access your 
earned credits by selecting 
“CEU Credits”





You can view all of your credits 
earned, as well as filter by date range 
or view a specific category. 

You also have the ability to export to 
PDF so you have a downloaded 
transcript of what you’ve earned. 

Credits earned through online training 
in PHSA’s LMS will be automatically 
applied to the individual profile of 
the person receiving the credit. 

Credits earned from in-person events 
will be added by PHSA staff. 

CEU Credits





Key Contacts can make changes 
Organizational Profiles

If you are the Key Contact (aka: admin) to an 
Organization, you are able to make changes to 
the organization profile through your individual 

profile. 

To update your Organization's’ profile, hover your 
mouse over ‘My Profile’ and click on ‘Your 

Organization’. 



Key Contacts
• Information here can be used on your 

Directory listings or for communications we 
send.

• These fields show you what information we 
have now. 

• Please take the time to review each field 
so that you can fill in correct contact 
information and input funded enrollment 
numbers.

• The organization profile is dependent upon
accurate information.

• Note: the email field is the email address 
we will send your renewal notice to. 

• Make sure to click Save at the end of the 
process



• Key Contacts also have the ability to 
add individuals who are associated with 
their Program (i.e. staff members). 

• They can also unlink anyone who is no 
longer a part of their organization. 

• You can also turn on “key contact” to 
any of the profiles listed if anyone else 
should have the Key Contact feature to 
update the organization profile. 
Generally in addition from the Program 
Directors, access is typically given to 
their Administrative Assistant. 

Individual Profiles



• To add a staff member to your 
organization, select “Create Linked 
Profile”

• You will then be prompted to enter in 
their username, full name, and email.

• To keep information cohesive, we 
recommend using their email as a 
username. 

• Once you have the information 
completed, you can click “save”. If you 
have more than one person to add, you 
would select “save and add another”

Individual Profiles 
(cont’d)



Member Directory

Our Member Directory can be 
valuable in connecting you with other 
members. To update what displays 
for your profile in the directory 
listing, please edit your profile that 
was provided in the earlier steps. 

*Note: The information on your 
profile also displays in our program 
directory. It’s crucial contact 
information and funded enrollment 
is accurate so that it reflects 
correctly on our website. 
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