
Using the Wild Apricot Portal to join 
NAHSL as a new member
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At the Portal 
Homepage, click the 
“Membership” link on 
the left navigation bar.

This is a two-step process.  First, join NAHSL as a new 
member.  Then, you will return to this screen to 
create a password for NAHSL’s Membership and 
Event Portal.
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Choose “Regular Membership,”  “Retired Membership” or “Student 
Membership” (student members must be enrolled in an accredited 
graduate library sciences degree program) and then click “Next.”
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Type in your e-mail address.  This will become your  User Name in 
the Portal.  Following completion of your application, you will have 
the opportunity to set up a password to use in the system as well. 
NOTE: Students, please use your library school e-mail. 4



On this screen, add 
(required):
• Your Name
• Institution or School
• Library
• Address and Phone 

Number
• MLA Membership 

Type
• AHIP Level
• (optional) NAHSL 

Committee choice
• Type of Library (not 

shown on screen-
shot

Students – add 
library school 
name here
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At the “Review and 
confirm” page, you 
will have one final 
opportunity to review 
your information.  If 
you need to make a 
change, use the “Back” 
button.  To continue, 
click “Confirm and 
proceed with 
payment.”  Students –
this will be the final 
step in the process.
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At the “Review and 
confirm” page, choose 
one of the buttons:
a) Pay online using 

your existing 
PayPal account, or 
as a guest using 
your own credit 
card.

b) Invoice me if you 
want to pay by 
check. 
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FOR CHECK PAYMENTS 
ONLY – Click the 
View/Pay invoice 
button. 
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Print this page and 
mail it to Valori Banfi, 
membership chair.  
Please include the 
invoice number on 
your check.

01 Jan 2019
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AS A NEW MEMBER, 
you need to set up 
your account on the 
Membership Portal.  
This will allow you to 
update your profile, 
register for CE Classes 
and the Annual 
Conference, plus easily 
renew your 
membership in the 
following year.  

Click  “Forgot 
Password” and follow 
the prompts to 
complete the setup 
process.
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Type the e-mail you just used in applying for membership.  This will be 
your user ID.  Then, type in the 6 character code and click “Submit.”  An 
e-mail will be sent to you containing a dedicated “change password” link 
as well as instructions on choosing your new password.  THAT’S IT!  
Welcome to NAHSL. 11
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