How to Locate Your NAPPA Transactions, Receipts and Invoices
(A Feature of “My Profile”)

The “My Profile” page is part of the member’s-only portion of the website. This is where you can view
recent transactions, such as registering for an event or renewing your membership and to check to see if
you have paid for events or dues. You can also view and print invoices and receipts, among other things.

1. Go to www.nappa.org.

Website Help Contact Us

Username Password

2. Login with your current Username
and Password.

bfaken LYY YT YY

3. If you have forgotten your password,

[] Keep me logeedin Login E - see the instructions for “How to

Login” located under the Website
Help menu item.

m NAPPA
PR Atrmort 1. When you see “Hello My Name Is ...

you have reached the “Member
Landing Page.”
HELLO

my name is

2. Click My Profile.

Brenda Faken

Welcome to MyNAPPA!

[any


http://www.nappa.org/

Your member profile will look similar to this. If
NAPPA does not have your photo, you will see a

placeholder for the photo.

i

Profile Details

Usemame: BFaken

Group Staff

Email: brenda@nappa.org
Membership Date: 11/01/2012
First Name: Brenda

Last Name: Faken

Title: Administrative Technican

Organization: National Association of Public Pension Attorneys
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Change Profile Picture
Edit Profile

Change Password

Message History

View Transactions

Profile Details

Username: JoeUser
Contact Name: Joe User

Group: Governmental Associate

Hover the mouse over the My Profile
tab and the drop-down menu will
appear.

Click View Transactions to see
registrations, invoices and receipts.

You can also look at the Message History
of messages sent automatically from the
online system (in case you deleted your
email).

1. From the Transaction Detail page
you can locate the Receipt or Invoice
for the Form (Registrations or Dues
Renewal) you are searching for.

2. Click on Invoice.

Receiptil' Form Name

680800 2016 Dues Renewal  09/01/2015 11:25:59 AM  Invoice Me

9680562 2016 Dues Renewal  09/01/2015 11:0420 AM  Credit Card




Pay Invoice || Download R@
( 3. Acopy of the Invoice will open.

[ oeen ] i 4.

If you need to print a copy of the Invoice,
select Download.

o e 5. Look for a notification pointing to a PDF

iy version of the Invoice and click to open
s T the PDF. Then you can print a copy.

2016 Dues Renewal 450.00

Amaunt Due as0.00

6. You can also select to Pay Invoice by
Ty o e o credit card.

Al payments are due within 30 days unless otherwise noted. 1f

7. Oryou can select Return to the Profile.

Invoice # 283

Invoice Date 09/0172015

T (D 1. If you select to Pay Invoice, a screen will
' ' open for you to enter your credit card
information.

Payment Type

Chaese which type of payment you waul ke to use

@I . . . .
e — 2. Enter all the information and click Submit

at the bottom of the screen (not shown).

— 3. Oryou can Cancel out of the window (not
e et 1 shown).

* Exp Vear: (four-digit year)

Billing Information

* First: State:




( &5 Print Receipt Retu%
2016 Dues Renewal (Receipt 9680562) ~—— E—

Paymant Information

Payment Type Date Amount

1. If you select to view the Receipt from the
Transaction Detail window, a copy of the kw0

* Credit Card Refund  09/02/2015 09:25:12 (s1.00) @

Receipt will open. o Gt oo $00

Balance: $0.00

2. If this is a Receipt for conference
registration you will be able to view the
selections you previously made and edit Do v it

Dues Non-Governmental:

them, if desired. Dues Other:

Dues Retired Full:

2016 Mambarship Renewal

Dues Retired Social:
Refund 200:

3. From here you can Print Receipt or
Return to Profile. ———

First Name: Joe
Last Name: User

Suffoc:

Title: test member for Brenda

Organization: NAPPA

— 1. Also from the My Profile tab you can
Message Details pape 1 Vot select to view Message History.

View Sender Subject Received Date

i '2”’ ssociation of Pudlic Pension 2016 Dues Renewal Refuna 015042514
A e 2. The Message History contains copies of
e e - emails sent to you automatically, such as
swnees I registration confirmations, reminders of
Nt Asacatonof P Penon, 205 ous s Fom outstanding invoices, etc.
National Association of Public Pension Form
Altomeys

3. Even though you may have deleted

08/31/2
AW

i emails from your Outlook Inbox, a copy

Invoices [REMINDER] Invoice due

e IREMINOER] invoke due 08312015 093149

of the email can be found here. (This

Nalional Association of Public Pension 's Renewal Form

2 & & & & & & & & & & & & &

R does not include emails from Survey

Monkey, Constant Contact, or sent

directly from staff.)




