
FCCLA Membership System - User Guide  
1/ 14  

 

 

 

 

 

 

 

 

 

 

 

FCCLA Online Membership System  

Chapter Adviser User  Guide  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Version 1.0 

Last Modified On 8/14/09 

 

  



FCCLA Membership System - User Guide  
2/ 14  

Contents  

 
Section: 1.0 Login ........................................................................................................................................................... 3 

Section: 2.0 Manage User Account ................................................................................................................................ 4 

2.1 Update User Information .................................................................................................................................... 4 

2.2 Change Password ................................................................................................................................................ 4 

Section: 3.0 Edit Chapter Properties ............................................................................................................................. 5 

3.1 Changing the Primary Adviser ............................................................................................................................. 5 

3.2 Update School Information ................................................................................................................................. 6 

Section: 4.0 Manage Chapter Membership ................................................................................................................... 7 

4.1 Add a Student ..................................................................................................................................................... 8 

4.2 Upload Students ................................................................................................................................................. 9 

4.3 Edit Students ....................................................................................................................................................... 9 

4.4 Delete an individual student ............................................................................................................................. 10 

4.5 Delete Multiple Students .................................................................................................................................. 10 

4.6 Affiliate Students ς Direct States Only* ............................................................................................................ 11 

4.7 Add an Adviser .................................................................................................................................................. 12 

Section 5.0 Resources .................................................................................................................................................. 13 

Section 6.0 View Reports ............................................................................................................................................. 14 

 

  



FCCLA Membership System - User Guide  
3/ 14  

  

Section: 1.0 Logi n  

1.  Point browser  to the FCCLA online membership system:  

http://membership.fcclainc.org  

2.  Enter your user name and password  (Sent to you via email from  FCCLA) 

3.  Press Log In  

 

4.  After a successful login, you will be  directed to FCCLA Chapt er Adviser Module Main 

Menu  
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Section: 2.0 Manage User Account  

Within the membership system, the primary adviser is considered the only user on the 

account. To update user information such as address, name, or email address you will use 

the ñManage User Accountò page accessed from the main menu.* 

 

2.1 Update User Information  

1.  Log into system  

2.  Select ñManage User Accountò from the main menu 

3.  Make desired change(s) to the user information , click  ñOKò 

4.   ñYour update was successfulò screen is displayed 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.2 Change Password  

1.  Log into the system  

2.  Select  ñManage User Accountò from the main menu 

3.  Click ñClick here to change your passwordò 

4.  Change password to  desired new password  

5.  Click ñOKò 

6.  ñUpdate Successfulò screen is displayed 

 

 

 
* Adding advisers, dele ting advisers, and switching the primary adviser can be accomplished elsewhere in the system. Add and 

delete advisers via the ñManage Chapter Membershipò screen (section 4.0 of this document) screen and designate the primary 

adviser via the ñEdit Chapter Propertiesò screen (section 3.0 of this document).   
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Section: 3.0 Edit Chapter Properties  

With the online system you have the ability to update your chapterôs information quickly 

and easily. Some fields are un -editable  and are displayed for information pur poses only 

such as your FCCLA ID, your affiliation status, and your contact email.*  

 

Similar to editing user information, simply update desired information and click ñOKò. 

 

3.1 Changing  the Primary Adviser  

1.  Log into the system  

2.  Select  ñEdit Chapter Propertiesò from the main menu 

3.  If you have set up secondary advisers via the ñManage Chapter Membershipò screen, 

the dropdown next to ñPrimary Adviserò will be populated with all of your advisers  

4.  Select  the desire d primary adviser and click OK  

5.  NOTE:  contact email automatically changes to new adviserôs email address (take 

careful note of this em ail address ï it will be the your chapterôs login)  

6.  The following alert message will will  appear:  

 

 

 

 

 

 

 

 

 

 

 

7.  Read the notice and click  ñOKò if desired  

8.  The following con firmat ion message will appear:  

 

 

 

 

 

 

 

9.  If desired, click ñOKò 

10.  You will be automatically logged out of the system  

11.  Log back in with the new username (email address of the designated  newly  

Primary Adviser), and OLD password  

 
* Contact email is pulled from the prima ry adviserôs email address which is stored under ñManage User Accountò and under 

ñManage Chapter Membershipò 
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3.2 Update School Information  

1.  Log into the system  

2.  Sele ct ñEdit Chapter Propertiesò from the Main Menu 

3.  Click the ñUpdate School Informationò link 

4.  You will land on the ñSchool Information Update Requestò page 

5.  Make desired changes to your schoolôs information and click OK* 

6.  Expected result:  

 
* Requests for updates to school information are submitted to FCCLA administrator. They are need to be review ed and approved 

before they the changes will be reflected on your ñEdit Chapter Propertiesò screen 
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Section: 4.0 Manage Chapter Membership  

Through the FCCLA online membership system you are able to affiliate students, manage 

advisers, and pay for affi liation ï all online. There are three tabs on the Manage Chapter 

Membership screen:  

1.  Unaffiliated Students ï these are students whoôs information has been entered into 

the system but who have not been paid for (affiliated)  

2.  Advisers Info ï these are all of the advisers who are associated with your chapter  

3.  Affiliated Stude nts ï these are students who have been successfully affiliated for the 

year.  

 

You can navigate between tabs by simply clicking on them, and you can alter how students 

or advisers are sorted by clicking on the headers ñfirst nameò or ñlast nameò. The system 

defaults to always sort by last name. You may also cont rol how many students display per 

page by using the small dropdown near the bottom of the screen.  
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4.1 Add a Student  

1.  Log into the s ystem  

2.  Select ñManage Chapter Propertiesò from the main menu, you will be directed to the 

Manage Chapter Membership screen defaulted to the ñUnaffiliated Studentsò tab 

3.  Click  ñAdd Studentsò to be directed to the add students page  

4.  Fill in all required fields * , click ñAddò to save and continue adding students. 

 
* Though all fields are not required, it saves time later (when registering for a meeting to enter as much information as pos sible.  

 

5.  When finished, click  ñDoneò 

6.  You will be directed back to the Unaffili ated Students tab and students you just 

added will show up in the list.  is added to the Unaffiliated Students screen:  
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4.2  Upload Students  

1.  Log into the system  

2.  Select  ñManage Chapter Propertiesò from the main menu 

3.  The Unaffiliated Students tab is displayed  

4.  Click  ñAdd Studentsò 

5.  Click  ñUpload XLSò 

6.  The Upload Excel File Screen is displayed  

 

 

 

 

 

 

 

 

 

 

 

 

7.  Download the sample .xls and instructions to use it  

8.  Fill out the sample.xls file as instructed and save (rename as appropriate for you)  

9.  Return to t he Upload Excel File screen and click  ñBrowseò 

10.  Navigate to the sample file you just created  

11.  Click  ñSubmitò 

12.  If there are no errors in the .xls you will be d irected to the Unaffiliated Students 

tab with the new students  successfully  added .*  
 

* If there are e rrors with the upload file, review the instructions to fill out the Excel in an acceptable format ï also see the ñlegendò 

workbook w/in the downloaded Excel file .  

 

4. 3 Edit  Students  

1.  Log into the system  

2.  Select  ñManage Chapter Propertiesò from the main menu 

3.  Unaffiliated Students tab is displayed  

4.  User clicks ñEditò next to the desired student 

5.  Make a change to any field  and click ñOKò 

6.  The ñUnaffiliated Students ò tab screen is displayed  
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4.4  Delete an individual student  

1.  Log into the system  

2.  Select  ñManage Chapter Propertiesò from the main menu 

3.  The Unaffiliated Students tab is displayed  

4.  Click ñDeleteò next to the student you wish to delete  

5.  The following alert is displayed  

 

 

 

 

 

 

 

 

6.  Click  ñOKò 

7.  The s tudent is removed from the Unaffiliated Students Tab  

 

4.5 Delete Multiple Students  

1.  Log into the system  

2.  Select  ñManage Chapter Propertiesò from the main menu 

3.  Unaffiliated Students tab is displayed  

4.  You can either click the checkbox next to the desired students, or if there are many, 

use  the checkbox in the upper le ft hand corner ï to the left of the ñfirst nameò 

colum n and then uncheck students who should remain intact  
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5.  Click the large delete button in the upper right hand corner  

6.  The following alert is displayed:  

 

 

 

 

 

 

7.  Click ñOKò 

8.  Expected Resu lt: Selected students are no longer displayed on the Unaffiliated Tab  

 

4.6  Affiliate Students  �± Direct States Only*   

1.  Log into the system successfully  

2.  Select  ñManage Chapter Propertiesò from the main menu 

3.  Unaffiliated Students tab is displayed  

4.  Select one o r more students and click ñAffiliateò 

5.  The Affiliation Confirmation Screen is displayed, listing all the students checked  

in step 4  

6.  Click  ñNextò or ñBackò if changes should be made to your selection 

7.  The select payment method screen is displayed.  

8.  Choose Pa y by Check, PO, or Credit Card and proceed through payment processing.  

9.  The Membership Confirmation screen is displayed:  

 

 

 

 

 

 

 

 

 

 
* If you are part of an InDirect Affiliation State (AZ, CA, IL, MN, MI, PR, TX, VI), you may upload but not affiliate student s. Contact 

your state adviser for affiliation process.  


