
1. As your organisation’s 
account administrator, 
you will see a new 
option in your 
dashboard for your 
organisation

2. Select ‘update 
organisation details’ if 
you need to make 
changes

3. Select ‘Connected 
staff details’ to see 
which staff members 
are linked to your 
organisation



4. When you select ‘connected 
staff details’ you will see a 
screen similar to this one. 

5. Seeing a name here does not 
mean they have an IATEFL 
membership, just that they are 
associated with your 
organisation.

6. You can add additional staff 
members here.

7. You can remove past staff 
members by clicking on their 
name.

8. Once you are ready to choose 
the people you want to assign 
membership to, select 
‘Purchase or renew 
memberships of IATEFL’.



9. Select the staff 
members you wish to 
give a membership to

10. Select the button ‘Add 
Staff Memberships to 
Cart’

11. Then select ‘View Cart’



12. Check that the 
information is correct. 
You should see 1 
membership and 1 
Special Interest Group 
for each staff member 
you have selected

13. Press ‘Checkout’ and 
make payment. If you 
wish to make payment 
later, then press 
‘checkout’ and  then 
close. You can find the 
invoice in ‘My 
payments’ in your 
dashboard when you 
are ready to pay.
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