BUSINESS PROFESSIONALS OF AMERICA

MINNESOTA ASSOCIATION

2015 – 2016
 SECONDARY MEMBERSHIP INSTRUCTIONS

Initial Membership Due, December 1, 2015
National Dues $12 – per Advisor and Member
State Dues $15 – per Advisor and $13 Member
BPA Membership (National and State) will be electronically submitted on the following Website:  http://www.registermychapter.com/bpamem/
1. Enter the site and click on Member Login

2. Enter your User Name

3. Enter your Password

4. Click Submit (Problems entering the site – see Step 21)
5. Please review School/Chapter Information and update/edit as necessary.
6. Please review Advisor Information and update/edit as necessary.
7. Continue to Step 1 – Enter/View Your Members
8. Click on Add New Member – remember to include the Business Course they are enrolled in (first or second semester), if applicable.
9. Continue by Clicking on Save and Add Another, until all members have been entered.
10. When finished entering members Click on Save and Return to Member List.
11. Continue to Step 2 -- Enter Demographics 

12. Step 3 – Donation to National BPA -- OPTIONAL

13. Continue to Step 4 – Prepare/View Invoice

14. Print two (2) copies of the invoice prior to submitting.  Keep one copy for your records and submit one with your check request for National Dues.  (Payment must be made 30 days from the date of the submitted invoice.  Please ask your Business Office to include a copy of the invoice with the payment – this will avoid processing errors/delays.)
15. Click Submit Invoice
16. Membership Invoices may be changed (Members Deleted) without penalty no later than five (5) business days after original submission date.  (Please notify the National Office if you need to delete a member.)
17. Remember to Log Out

18. You will receive a copy of your membership via e-mail.  This is your confirmation that your chapter’s membership has been received by the National Office and Deb Schwager, MN State Director.  Print out a copy for your records.
19. If you need assistance please contact Deb Schwager at schwagerdeb58@gmail.com or the National Center.
