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PA FBLA Membership Processing Instructions 
2009-2010 Membership Year 
 
 
In order to process your membership, you will need the September 8, 2009, e-mail containing your 
username and password.  Follow these steps to process your membership: 
 
1.  Go to www.pafbla.org 
 
2.  At the left, look for "adviser area" and click the arrow to the right of those words.  The menu will 
expand. 
 
3.  Click on "student registration and dues." 
 
4.  If your log-in was successful, the first screen that you will see in the following.  You must read the 
statement and check the box indicating that you understand that all names you submit will be invoiced 
and any changes must be made by the state office.  Therefore, it is essential that you make sure you 
have names correctly spelled before clicking the "submit" button. 
 

 
 
5.  Once you click "continue," the following screen will appear: 
 

 
 
6.  To add a student to the membership database, click on the "insert record" button.  The following 
screen will appear: 
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7.  You will see the following appear: 
 a.  Your school name preceded by your chapter number. 
 b.  A series of 8 data boxes. 
 
8.  The fields are: 
 First Name (required) 
 Middle Initial (not required, but helpful since we do have students with identical names) 
 Last Name (required) 
 Grade Level (required) 
 Gender (not required, but helpful in determining who our customers are) 
 Ethnicity (not required, but helpful in determining who our customers are) 
  -----ethnicity:  don't ask the student/informal observation by adviser is acceptable 
  -----the choices are: 
   CAUC (Caucasian) 
   AFAM (African-American) 
   ASIA (Asian) 
   HISP (Hispanic) 
   AMIN (American Indian) 
   OTHR (Other) 
 FBLA Office Held (not required; only choose from the following)  
  President 
  Vice President 
  Secretary 
  Treasurer 
  Historian 
  Reporter 
  Parliamentarian 
  Other 
 E-mail address (not required, but helpful in communicating with members about FBLA events;  
   advisers will be able to add this information later) 
 
9.  Once you enter the data fields, you form will look like the following: 
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10.  Click "insert." 
 
11.  Once you click "insert," the following screen will appear (and the list will continue to build as you 
add members): 
 

 
 
12.  To add additional members, click on the "insert record" button again and repeat the steps listed 
above. 
 
13.  To the left of each name you will notice two buttons, "edit" and "display to print."  Edit is the first 
button at the left and looks like a sheet of paper with a pencil over it.  When you click on that, the only 
item you can edit is the student e-mail address.  It will look like the following: 
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14.  Nothing happens when you click the "reset" button; clicking "cancel" will take you out of the 
individual membership form. 
 
15.  If you wish to generate a dues invoice, click the "dues invoice button.  It will look like the following: 
 

 
 
16.  Click "ok" on the message box. 
 
17. If you wish to print the invoice, you can click the "print" button. 
 
18.  At the bottom of the invoice, you will see a button titled "membership processing area" to return to 
enter more students. 
 


