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Welcome to SIA’s online dues payment options. Before you begin your online roster and payment 
updates with the enclosed step by step instructions, please read the following information to help you 
understand the system. 

 
WHAT YOU CAN DO ONLINE 
Update club/membership information: 

● Manage your club roster:  add new members, terminate members, identify the new club 
president and treasurer, update contact information for all members, including email, and 
change certain member types.  SIA headquarters urges you to manage your roster online, 
even if you do not wish to pay your dues online.  Simply update your member 
information online, and then determine the amount you owe to headquarters, and remit 
payment with the dues worksheet, OR you may pay online. 
● Discontinue (terminate) gift magazine subscriptions for non-members or Friendship Links. 

 
Make payment for the following, using a credit card (MasterCard, Visa, American Express) or a bank 
debit card: 

● Pay member dues, SI dues. 
● Make contributions to Founders Pennies, the Annual Club Campaign and other donation 
types. 
● Pay for continuing gift subscriptions from the club for Best for Women magazine for life  

       members, non-members, or Soroptimist club Friendship Links in other federations. 
 

WHAT YOU CAN’T DO ONLINE 
● Transfer current Soroptimist members into or out of clubs.  Please submit form 5010 to 
headquarters. 
● Reinstate members.  If members are rejoining within a year of resigning, please submit a form 5008 
to headquarters with the appropriate payments. 
● Discontinue current magazine subscriptions for Life members or gift subscriptions paid by the club.  
For new gift subscriptions from the club, please use the subscription form and submit to headquarters.  
To discontinue a Life member magazine subscription, please contact headquarters. 
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Logging into the web site 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Connect to the Internet and 
then open a browser such as 
Internet Explorer, type 
www.soroptimist.org in the 
address bar, then click on the 
“Go” button to the right with 
your mouse. 
 
Note: other browsers such as 
AOL and Netscape are not 
recommended. 

Click on the “Members Enter 
Here” link on the right of the 
page. 
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Under Quick Links, click on 
“Pay dues and fees.” 

Click on the “Click here” 
link to access the 
password-controlled 
members section.
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Entering Username and Password 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the club’s 
username and password. 
(The username and 
password is the club 
number, unless the club 
has changed its 
password.) Then click 
the “sign on” button. 
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Review/Edit Roster 
 
In “Club/Member Update” area clubs can… 

1. Review/edit the roster 
2. Update club/member profile 
3. Add a member(s)  
4. Terminate a member(s) 
5. Change President and/or Treasurer 
6. Change Member Type(s) 
7. Delete Friendship Links 

Detailed instructions will follow. 
 

 
 
 
 
 
 

The first step is to review the list above 
to determine the changes that need to be 
made to the club’s roster. Clicking on the 
“Club/Member Update” link on the left 
side of the screen will show club roster 
information that is in our database. 

(1) Review/edit the roster 
Determine the changes that need to be made to 
your club’s roster and begin by reviewing the 
roster list. The roster list shows each member 
of the club, ID (member number), name, 
category, member type, and city/state 
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Updating the Club Profile 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(2a)Updating the Club Profile 
Click on the “View Club’s 
Profile” link toward the top 
middle of the screen.  

If a change to the Club 
address is necessary, click on 
the “edit” button, make the 
changes and then select the 
“submit” button. After 
submitting or viewing your 
club profile, click on the 
“Club/Member Update” link 
on the left side navigation bar 
again to return to the roster. 
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Updating a Member Profile 
 

  
 

 
 

(2b) Updating a Member Profile 
If necessary a member’s contact 
information can be updated. Click on 
the member number which is the first 
field for each member record on the 
roster. Click on the edit button and then 
make the necessary changes. Click on 
the “submit” to confirm changes and 
then click on the “Club/Member 
Update” link again to get back to the 
club roster. 
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Adding a New Member 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(3) Adding a New Member 
If you need to add a new 
member, click the “add a 
new member to the club” 
link toward the top middle 
of the screen in the 
“Club/Member Update” 
section. (Reference pg. 7 if 
needed) Fill out all the 
required fields and then 
click on the continue button 
at the bottom of the page. 
The next page allows you to 
review/edit your information 
(not shown in this example) 
and click the “submit” 
button to add the new 
member. The system will 
take you back to 
“Club/Member Update” 
section. Repeat the process 
if you need to add more 
members. 
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Terminating Members / Changing President and/or Treasurer 

 
 
 

  
 

(5) Changing the President or Treasurer 
To Change the President or Treasurer of 
the club, find the member who will 
become the new club officer and click 
on the “Make President” button to make 
the member a President or click “Make 
Treasurer” to make a member the 
Treasurer of the club. Confirm changes 
by clicking the “ok” button. 

Note: If a member is incorrectly 
made a President or Treasurer, find 
the member in the roster list that 
should be a club officer and click 
the appropriate “Make President” 
or “Make Treasurer” button and 
confirm the change. 

(4) Terminating members 
To terminate a member 
click on the “Terminate” 
button next to the member 
in the “Club Member 
Update” section. 
Terminating a member 
removes them from the 
roster and membership from 
SIA. If you terminate a 
member accidentally, do 
not add them as a new 
member.  Send Form 5008 
to headquarters, along with 
payment.  If you send the 
form within two weeks of 
your online activity, you 
may waive the 
reinstatement fee.  Contact 
SIA headquarters if you 
have any questions.  
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Changing a Member Type/Friendship Links 
 

 
 
 

 

Additional Notes: 
If your club purchases any additional 
domestic or foreign magazine subscriptions 
for Friendship Links or non-members, you 
will be billed for them automatically in the 
next step “Pay Dues”.   You may delete 
these gift subscriptions if your club does not 
want to continue them by clicking the 
terminate button. However, you cannot add 
additional magazines subscriptions through 
the website. 

(6) Changing Member Type  
To change a member type, locate 
the member and click on the 
button “Make xxx”.  The available 
changes for each member type(s) 
will appear such as “Make 
Regular”. Changes may be 
Regular to Retired/Unemployed, 
Retired/Unemployed to Regular 
and Life to Regular or 
Retired/Unemployed. 

Note: If the member type is 
accidentally changed to the 
wrong type, find the 
member record and change 
it back to the correct 
member type. 

(7) Your roster may list Friendship 
Links if your club pays for a 
subscription for Best for Women  
magazine.  If your club will not 
continue providing the subscription 
to your Friendship Link,  you may 
remove  them from your roster by 
clicking the “Terminate” button.  
Subscription fees will be billed in 
the next step (Pay Dues).   
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Pay Dues 
 

 

When finished reviewing 
and editing the roster, 
click on the “Pay Dues” 
link on the left side 
navigation bar. 
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The “Pay Dues” page 
itemizes the dues. 
Founders Pennies is a 
voluntary contribution and 
the amount in this field 
can be changed.  If you do 
not want to contribute, 
enter “0” in the cost field. 
Review the changes, 
PRINT THIS PAGE for 
your records then click 
“add to basket” to 
complete the process. 

You can make additional 
contributions below the 
Dues items in the 
“Allocate Your 
Contributions” section, by 
entering amount(s) for 
specific funds that you 
want to contribute to. 
There is a text box next to 
each donation type if you 
need to add any notes 
regarding your donation. 
Enter contributions and 
when all amounts are 
correct, print this page for 
your records and then 
click on the “add to 
basket” button at the top 
of the page. 
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Check-Out Basket 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Check-Out Basket 
Review the check-out 
total and input your 
credit/debit card 
information. When ready 
click the “Check-Out” 
button only once.  
Note: it may take several 
seconds to verify and 
complete the transaction. 
 
If the total is not correct 
click on the “edit” button 
which goes back to the 
“Pay Dues” page (see 
page 13). If you need to 
get to the roster to make 
changes, click on the 
“Club/Member Update” 
link (see page 12). 
Proceed to “Pay Dues”, 
review items and then 
click the “add to basket” 
button again to get back to 
the “Check-Out Basket” 
page. 
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Purchase Detail 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Thank you for processing your roster online! 
 
If you have any questions you can send an email to 
siahq@soroptimist.org or call Headquarters at 215-893-9000. 
 

 
Last updated 5/10/10-LM/LL/LA 

The Purchase Detail page 
confirms that the 
transaction and dues for 
the club have been paid! 
 
Printing this page for your 
records is recommended. 


