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Setting your Password For the First Time and
Renewal Membership Steps

NALTA’s new online membership service will allow you to renew your own membership in
“real time”. We have loaded our membership data into Wild Apricot from our Access database.

In order to enter the membership site, you first set up your password
 Step 1 – Login by entering your email address (If you don’t remember your email address contact our

online – help desk at helpdesk@nalta.org and your current email address on file will be provided to you.)

 Step 2 - Click on Forgot password link
 Step 3 - Enter your email address and click submit

Note: A Pop up message will appear it is only applicable if you do not receive an email (see
sample email below)

You will receive an email giving you instructions on how to reset a password. This Email will
contain an encrypted one-time link. Please follow the link: you will receive the page where you
can set your new password. Please view the sample email on the next page.
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SAMPLE EMAIL

Step 1 – click on the encrypted link in your message and proceed with Steps 2 and 3

Step 2 - Please enter your new password and also under confirm new password and click on set
new password. Note: A pop up message will appear stating your password has been changed
successfully.

Step 3 - Please click on Home button and you will automatically return the login area. You are
now ready to login with email address and enter your new password to begin your Renewal
Membership with NALTA’s new on-line system.
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Renewal Membership Steps

 Step 1 - In order to enter the membership site, log in first by entering your email address
 Step 2 - Enter your password link
 Step 3 - Click on Login
Note: A pop up message will appear asking you agree to the terms of use of the website
software. If you agree please check the box and hit continue. If you do not agree please
contact the Corresponding Secretary (Linda Howerton) at secretary@nalta.org and you will
receive a paper membership form.

Click on the View profile link, the page My Profile will open and allow you to review your
information. See next page.
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This is your My Profile Page

Step 1 – Please review your data shown and click the Renewal Button if you wish to renew your
membership. If you wish to update your data please click the Edit Profile Button and continue to
update your data. (You will be given this option again see page 5 you only need to update once)
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This brings up the Membership Renewal page which will ask if you would like to update your
profile prior to renewal. If yes, then page 4 is displayed after clicking NEXT.
If no, page 5 will appear.
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This brings up the Membership Renewal page which will ask if you would like to update your
profile prior to renewal. If yes, then page 7 is displayed after clicking NEXT.
If no, page 8 will appear.
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This is the same profile page as was viewed previously as My Profile. Once changes are
completed click Next and proceed to page 8.



8

Once you have completed the above steps, simply click the confirm button to complete the
renewal process which will display page 6 below.

Note: There are two places to CONFIRM or go BACK; you only need to click on one
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This page is similar to the new member page with the exception that you are a member and
therefore have member privileges. If the member clicks on Go to profile Button now or logs back
in later and views profile they will see page 10 below.
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Notice that anyone has the option to cancel their renewal. If clicked this window will pop up
asking if you are sure you want to cancel, If you click on yes cancel you will return to page 2
above and again have the option to renew.
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Below are emails that will be received automatically when the system has accepted your renewal.

Print the email invoice, attach to your check and mail to complete your part of the
membership registration process.

When your application and payment have been received and approved you will receive the second
email (below) stating your membership has completed successfully.

SAMPLE EMAIL INVOICE – Please remember to print, attach your check and mail to the
following address.

SAMPLE EMAIL PAYMENT RECEIPT FROM NALTA stating your membership

completed successfully.


