NCSBA Membership Portal

STEP BY STEP

Step 1: How do | access the membership
portal?

@&y
1,500,000 .
4 s * Go to our website
(www.ncsba.org)

* Scroll to the bottom, click
on Member Portal



http://www.ncsba.org/

ncln  Home

Home

Welcome to the NCSBA Membership Portal

All board clerks have been given account access to the Membership portal. The portal allows members to:

* Manage contact information and school district information
o View memberships and services
* Register for events

If you need help navigating through the system, please click the question mark in the upper right-hand corner of the screen

Contact the NCSBA office at 919-841-4040 with any questions.

Event Registration

All board members should contact their board clerk to register for an event. Board clerks must use their login to register members of the district for an
activity. If you need to register for an event but do not have a login, please contact us at jlong@ncsba.org.

Log in

Email / Username

Password
|

Remember

me

acrbo
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Forgotten Password

900

Login

Step 2:
Logging In

Enter your member login information

e password123 is always the default
password

Use the forgotten password link to
change your password after logging
in

Once you change your password,
there is nothing we can do on OUR
end to reset your password. You
will have to use the forgotten
password link.

*If you haven’t received thi:
please email Ms. JohLee Long at
jlong@ncsba.org*

Step 2: Logging In

North Carolina School Boards Association ¥

g Home Contact~ Account~ Credits™ Events~ NCSBA Staff~

Logout

000

Once you have logged in you will see that
you have a navigation bar going across
the top with tabs and in the upper right-
hand corner your “Name” and “email
address” will be shown:

1. You will also see off to the right a blue icon with a shopping cart. This is your shopping cart and will show you any items

and registrations you have in your cart.

2. The orange gear icon will allow you to update your portal profile. This is where you can change your password, add a

picture, and change your email address.

3. The red icon with a question mark will show you a listing of tutorials that you can click on to help you navigate through

this system.
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Contact Tab

North Carolina School Boards Association v Jo
Logout jion,

Events ~ Q e 0
Contact Information
Home Account Information
Memberships and Services
Welcome to  ¢jiciations ership Portal
All board clerks have £ \yebsite Profile VMembership portal. The portal allows members to:
e Manage contact  Invoices formation

* View memberships and services
® Register for events

acrbo
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North Carolina School Boards Associatioff E Logout -
e Home Contactv Account~ Credits Events™ SBANCPS~ NCSBAS o ° e
Contact Information Dropdown
Home / Contact Information * Click on “Contact” and then select “Contact
Information”
General Contact Information . .
* On this page you will see your contact
Prefix First Name Middle Name Last Name Suffix information including general COntaCt
)
femena Fowers information, mailing and email addresses,
Business Phone Home Phone Mobie Phone and demographics.
919-747-6676 * If you need to make changes to anything on
ol R this page, simply make your changes and hit
e ermate Address : :
“submit” at the bottom of this page.
rpowers@ncsba.org
* Once you hit “submit” your changes are saved
e fesetook e to the NCSBA database. There is no longer a
request for change; your information
Contact Mailing_Address Information automatically changes what we have listed.
Street or P.O. Box Suite, Apt. or Office

120 Belve Drive




Contact Tab

North Carolina School Boards Associationt | Ramona Powers
Logout  powers@ncsba.org

000

e Home Contact™ Account™ Credits™ Events™ SBANCPS

Home / Account Information

General Account Information Account Information Dropdown

¢ Click on “Contact” and then select “Account
Information”

Account Member Id Region
North Carolina School Boards Association 10123
*  This page brings up your school district’s
Primary Contact information. You will notice that this is only
an informational page, and you are not able
to edit any information on this page.

Website Main Phone
www.ncsba.org 919-841-4040
Twitter Other Phone
Facebook Fax

919-841-4020

Contact Tab

North Carolina School Boards Associatioft E logout, Rt MembershiE and Services
Dropdown
©00

* Click on “Contact” and then

@EA Home Contact~ Account™ Credits™ Events™ SBANCPS™ NCSBA Staff~

Home / Memberships and Services SeIeCt ”Membershi pS and
g ”
Current Memberships and Services Services

* This page displays any individual
current subscriptions,
committees, and memberships

Drag a column header and drop it here to group by that column

Customer H embershin gL H art Date % i EndDate . .
— - ‘ you currently have. (At this time,
NCSBA has very few individual

S ——— Newsiatir subscribers memberships so don’t be
alarmed if nothing shows on this
page).




North Carolina School Boards Association v

Home

Welcome to

All board clerks have &

* Manage contact

Home Contact~ Account™~ edit

Contact Information
Account Information
Memberships and Services
Registrations

Website Profile

Invoices

* View memberships ana services

® Register for events

Contact Tab

ership Portal

Vembership portal. The portal allows members to:

formation

Registrations Dropdown

e Click on “Contact” and then select “Registrations”

* This page displays all individual “Event Registrations.” You can export to
excel by simply click on “Export to Excel.”

Contact Tab

Home / Website Profile

Member Portal Profile

First name
Ramona

Last name
Powers

Nickname
Ramona Powers

About

Emai
rpowers@ncsba.org

Change password

* Website Profile Dropdown

* Click on “Contact” and then select
“Website Profile”

* This page displays your website profile.
Here you can add a photo and make
changes to your name and email address.
***p|ease keep in mind this page does not
make changes to your contact record in
our system, this is just your portal
profile***

* You can also change your password on this
page by simply clicking on “change
“ password” highlighted in blue. Once
you’ve updated your password click the
“Save changes” button.
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North Carolina School Boards Association ¥ o
Logout  jiong@ncsbao

org

el Home

Account Information
ome Contacts »
Memberships and Services
Welcome to the NC | ,ice. Portal
All board clerks have been given account access to the Membership portal. The portal allows members to:

* Manage contact information and school district information

* View memberships and services

® Register for events
If you need help navigating through the system, please click the question mark in the upper right-hand corner of the screen.
Contact the NCSBA office at 919-841-4040 with any questions.

Event Registration

All board members should contact their board clerk to register for an event, Board clerks must use their login to register members of the district for an
activity. If you need to register for an event but do not have a login, please contact us at jlong@ncsba.org

You are already logged in

Account Tab

¥, T

b 4
Account Information Dropdown Home / Account Informatiol
*  Click on “Account” and then select “Account X
Information” General Account Information
+  This page displays all the general, school, board Account Memberld Region
meetlng and |€‘gi$|ative infOrmation_ North Carolina School Boards Association 10123
* Please take the time to review all this Primary Contact
information and make sure it is accurate. If you
have any changes to make, please make the
changes and hit “submit” at the bottom of the Website Main Phone
page. 919-841-4040
* If you need to make changes to a phone
Twitter Other Phone
number, please enter as XXX-XXX-XXXX.
* Please note that some fields are not editable.
+  Once you hit “submit” scroll up the page and a i .
message stating “thank you for updating your 919-841-4020
account information in our system” will be .
displayed y Account Address Information
Physical Address: Mailing Address:
Street 1 City Street 1 City

Account Tab

e

e i
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Contacts Dropdown

Click on “Account” and then select “Contacts”
and then select “contacts”

This will populate in all your contacts for your
school district.

If you are not able to see a listing of all the
contacts for your school district, please let us
know.

The pencil mark icon to the left of each of your
contacts names allows you to update the
account contact by simply clicking on that icon.
A new screen will pop up for you to make
changes and scroll down to the bottom and hit
“submit” when you are done.

Notice you can make changes to their “Position
Title”, “Board Office” and “Begin Date” by using
the drop-down menu.

ncba

Account Contacts

Select a contact below to modify the contact information for that contact.

© Add [ Export to Excel

Drag a column header and drop it here to group by that column

Contact i BoardSea.. :  BoardOffi. | PositonN.. i | Title i BeginDate Portalad

Governmental
Governmental
/] Madison Skeens Relations - No

Relations
Madison Skeens
Board
Board
] Angela Hunter Development -

Development
Angela Hunter

Legal/Policy -
McKenna Osborn

B McKenna Osborn Legal/Policy

Legal/Policy -
Justice Warren 2 J Legal/Policy
Justice Warren

. 100 ¢}

Account Tab
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Account Tab

Contacts Dropdown

Click on “Account” and then select “Contacts”
and then select “contacts”

This will populate in all your contacts for your
school district.

If you are not able to see a listing of all the
contacts for your school district, please let us
know.

The pencil mark icon to the left of each of your
contacts names allows you to update the
account contact by simply clicking on that icon.
A new screen will pop up for you to make
changes and scroll down to the bottom and hit
“submit” when you are done.

Notice you can make changes to their “Position
Title”, “Board Office” and “Begin Date” by using
the drop-down menu.

oefdm  Home Contact™ Account™ Credits ™ nts ¥ SBANCPS ¥  NCSBA Staff ~ A @ e o

Account Information

Home Contacts »
Contacts
Memberships and Services

Welcome to the NC | qices

All board clerks have been given account access to the Membership portal. The portal allows members to:

Remove Contact

* Manage contact information and school district information
« View memberships and services
« Register for events

If you need help navigating through the system, please click the question mark in the upper right-hand comner of the screen.
Contact the NCSBA office at 919-841-4040 with any questions.

Event Registration

All board members should contact their board clerk to register for an event. Board clerks must use their login to register members of the district for an
activity. If you need to register for an event but do not have a login, please contact us at jlong@ncsba.org

You are already logged in
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Account Tab

North Carolina School Board

fg Home Contact Account~

Account Contacts

Select a contact below to modify the contact information for that contact.

Export to Excel

Drag a co ieader and drop it here to group by that column

Board se. Board Offi.. © | PositonN.. | Title i |Beginoate i | poralad

New Contact
General Contact Information

Account Administrator

Account Contacts

* You can also export these contacts into
excel by clicking on “Export to Excel”.

* This page is where you can also add new
contacts. Simply click on “Add”.

* A new screen will populate to input all
your information for the new contact.

* You will see that you must select from the
drop-down menu “Contact Type” and
“Position Type”. All other fields are text
fields. Hit “submit” at the bottom and you
will now see that your new contact has
populated into your list of contacts for
your school district.

* Please note any fields marked with an *
are required fields.

15

North Carolina School Boards Association v

aefm  Home - jts > Events~ fv

Account Information

Logout

Contacts »

Memberships and Services

Welcome to the NC .. Portal

All board clerks have been giver

ccount access 1o the Membersnip portal. The portal allows members to:

* Manage contact information and school district information

v memberships and services

o Register for events

If you need help navigating through the system, plea

he uestion mark in the upper right-hand corner of the screen.

Contact the NCSBA office at 919-841-4040 with any questions.

Event Registration

All board members should contact their board clerk to register for an event. Board clerks must use their login to register members of the district for an
activity. If you need to register for an event but do not have a login, please contact us at jlong@ncsba.org.

You are already logged in

Account Tab

e

e i

Memberships & Services Dropdown

Click on “Account” and then select

“Memberships and Services” from the
dropdown.

This brings up a listing of all your district
memberships, services, etc.

You have the option to “Export to Excel”.

Invoices Dropdown

Click on “Account” and the select “Invoices”
from the drop down.

This will bring up a listing of your district
invoices.

You have the option to “Export to Excel.”
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Credits Tab

AW Home Contact~ Account~ Credits~ Events~ SBANCPS~™ NCSBA Staff~ N

z

000

District Credits

Home

Welcome to the NCSBA Membership Portal

All board clerks have been given account access to the Membership portal. The portal allows members to:

« Manage contact information and school district information
* View memberships and services
o Register for events

If you need help navigating through the system, please click the question mark in the upper right-hand corner of the screen
Contact the NCSBA office at 919-841-4040 with any questions.

Event Registration

All board members should contact their board clerk to register for an event. Board clerks must use their login to register members of the district for an
activity. If you need to register for an event but do not have a login, please contact us at jlong@ncsba.org.

You are already logged in

Envise

13.1.22.12

Credits Tab

Account Contact Credits District Credits
ool poc et resdnt * Click on “Credits” and then select “District
on
Credits.

¢ This page contains a table of credits for all of a
district’s board members. The table can be
exported to Excel.

B Bporttobxcel

Drag a column header and drop it here to group by that column

ot Ploodpin | € |t ¢ [oweemet | F ) ; « Clicking on the pencil icon next to the name will
: open a page with full election, term and credit
information for the individual board members.

2023 117162022 B

Caroll pock Past
President - Craven County 2023 9132022 3
Board Retrest - Session

carroll pock Past
presicent.

Caroll pack Past
Caroll pock, Past President - 2022 Risk

o
ol e tegie '
presider Open Meetings Lawfor 202 A2 !
St o e
President Continuous Improvement 2 Segen N
President nce-Day2 202 Ridzeze 2 .

18



Credits Tab

fistrict-points ‘ District Credits

Training - Sessio

* Click on “Credits” and then select “District
2022 s s Credits.”

Carroll Ipock Past
President

- 2022 Spring
erence - Day 2

* This page contains a table of credits for all of a
0 oz 3 district’s board members. The table can be
- exported to Excel.

.

Carroll pock, Past
President

Clicking on the pencil icon next to the name will
Chart open a page with full election, term and credit
— 55 information for the individual board members.

219

mzz‘

B

25

e
S
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Request for Non-
NCSBA Activity
Credit

*If you have any additional
questions or concerns, please
contact JohLee Long : GetinTouen

NEW MALINGADDRESS

(jlong@ncsba.org) for further

assistance.
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North Carolina School Boards Association v o
LOgout  jong@ne

Events D

Register

Home Account Event Registrations

Your Event Registrations
Ei Welcome to the NCSBA Membe ¢ icor registration

21

Register Dropdown
¢ Click on “Events” and then select “Register”

¢ Please select the contact you need to register under the “Contacts” drop
Eve n t S down menu and then select which event you need to register your contact
for from the “Events” drop down menu.

¢ You will see the session popup on the right-hand side under “Session.”

Please select the session you want to register for and then hit “Add
a Registration.”

* You will notice your registration populates down below with a total amount
and what session and event you choose. If you need to delete your

s e ——— S registration and start over, just select the “Delete” button and this will delete

NS ——— your registration.

) ¢ Continue this process for each member you need to register.

- . R ¢ Once you're done registering your contacts, select your payment method,

. ‘_ AP e Voo o - 134 “Credit Card” or “Bill Me Later.” Click print registrations to and then click
- “Continue.” You will not have a print option after clicking “Continue.”
i -t ot * If you choose “Bill Me Later,” you will receive a Thank You message and that
- is all you need to do.
B coisct- s T 000

Thank you for your order!

22



Register Dropdown
* If you choose “Credit Card,” you will now be directed to our shopping cart

and you will see an event registration in your shopping cart with an invoice
number.

* Once you have verified your information, click “Checkout.” This will take you
to the next screen to enter your billing information and payment.
¢ Once you get to the payment tab, verify your information, and then click

“Place Order.”
Ve n S ¢ You should receive the following message: “Your order has been placed

successfully.”

I fan Checinat
a b Checkout
Checkout

1r 2= 3 Fm 4 Gomematan
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Events Tab

Event Registralions

Account Event Registration Dropdown
e Click on “Events” and then select
“Account Event Registrations.”

This page will display all your contacts
that registered for an event.

You can “Export to Excel” and seen
above and you can also drag the column
headings again to group by “Event”,
“Attendee”, etc.

Your Event Registration Dropdown

e Click on “Events” and then select “Your -l
Event Registrations.”

This brings up a listing of your current
registrations that you are registered for.
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Questions?

JohLee Long
Membership Services Assistant
jlong@ncsba.org
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