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Institution Primary Contact

How to add members to your Institutional Membership

Step 1: Loginto CIRPA’s member portal with the primary contact email for the Institutional
Membership: https://cirpa.member365.com/

Step 2: Scroll down to the window Employee Accounts

& Employee Accounts View All

Institutional Membership

Primary Contact - Communications
Organization Name - CIRPA
Employee Accounts: 0

Your membership allows you to create member portal accounts for other
contacts. These accounts will enable members to sccess the member portal

to view workspaces, register for events and more.

Create Account m

There are no records available,


https://cirpa.member365.com/
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Step 3: Invite your institution’s members

e C(Clickon Send Invite and add, one per line, the email addresses of all members who
will be given access to this institutional membership:

Send Invite

User Accounts corresponding to the email addresses will be created and added to
the Group Membership automatically. Please note: User Accounts created through
the "Send Invite’ tool will not have any Contact Record information aside from the

email itself.
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| certify that the following email address belongs to the contact | have entered.
acknowledge that misuse of or sharing of a member portal account with individuals
wha should not have access may result in the revocation of your Group Membership

status with Canadian Institutional Research and Planning Association {CIRPA).

< s

e Invited members will receive an email with instructions on how to proceed to
access CIRPA’s member portal and all the membership benefits.



