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LOGIN AND VERIFY YOUR INFORMATION

Go to www.deca.org/register to loginto the membership system.

Enteryour ChapterID asyour username. This was sent to you from membership@deca.org.

Your password wassenttoyou aswell. If needed, please use the forgot password option.
Verify thefollowing:

o UserInformation

o Principal’s/Dean Information

o Addresses

o Selecttheopt-in oropt-out option to receive emails from DECA’s corporate partners.

Click ConfirmInformationto advance to the next screen.

VERIFY YOUR CHAPTER INFORMATION

StudentPassword - Used by your paid student members to access theirstudent portal
at www.deca.org/studentportal.

Dean/College President Information - Second verification
Number of DECA Direct Magazines you would like to receive for eachissue
Graduation Preferences - Set the highest grade at your school

Setwhathappenstoyourseniormemberswhenyou complete the graduation process (done atthe
beginning of the next schoolyear).

o MoveontotheSame Chapter-SelectyourCityand Chapterfrom the drop-down lists. Use this if
you will be joining them the next year as your alumni/professional group.

o Eligiblefor Alumni/Professional-Used sothatthose memberscanjoinasan
Alumni/Professional Member and connect back to your chapter or the chartered association.

Click Confirmto advance to the next screen.

GET STARTED

Any REDtabs should be clicked first. When youfirstloginitwill be the Chapter Information taband the
Chapter Advisor(s) tab.

Students Tab -Graduate:
o Click the Select Allbutton.

o ClickGraduation Completed - Yourstudents will move based on whatisshowingin the
Graduating School column.

o ORclick Drop Selected - Thiswillremove everyone from the screen and move theminto
Inactive Status.

Students Tab - Edit Students
o Clickthe Bulk Grade Rollforward button and confirm on the pop-up.
o Clickthe Bulk Edit Complete button and confirm on the pop-up.

Allchapterinformation will pullfrom the two confirmation screensthat were previously used. Simply
verify and make any necessary changes.

Update all chapter advisors on this screen by editing them or making them inactive by changing their status.
o Onceinvoiced, they cannot be removed.

o Youcanadd ChapterAdvisors by clicking on the Add Chapter Staff.



ADD ADDITIONAL MEMBERS

o Addandsubmitadditional members through the appropriate tab - Students, Alumni, and Professional.
o Thefollowinginformationisrequired when adding a student member.

o FirstName and Last Name

o Grade/YearInSchool (Freshmanthrough Graduate)

o Gender(Female, Male, Other, Opt-Out)

o Demographic/Race

o YearsasaDECA member

NEW FOR 2020-2021: Student Member E-mail Addresses

Please include a preferred e-mail address for each of your student members when submitting them. As we introduce
Collegiate DECA Connect this year, all paid members will have access to this new platform, but we need their e-mail
address to invite them to sign up. Once your chapter’s roster has been paid, your members will receive an invitation
from connect@deca.org to join this exclusive new community for membership and program updates, networking
and professional development opportunities.

J TIP|Upload your members using an excel template found in the Bulk CSV Upload section.

SUBMIT YOUR MEMBERSHIP AND PAYMENT

o Onceyouarereadytosubmit,you maydosothrough thestudenttab.Youcanselectindividualmembers
to submitoryou may submitall at once.

o Note:Unsubmitted Chapter Advisors will be submitted along with the students.
o Invoicing and SubmittingPayment
o Clickonthelnvoice History Tab
o Topayonlinewith acredit card:
=  Clickthe REDPay Invoices button
= Selecttheinvoice(s) you wish to pay
=  Fillinalltherequired fields and click the Pay button
o Topaywithacheck:
= Clickthe emoji underthe view column

=  Printand follow yourschools check processing procedure

ADDITIONAL FEATURES

o PreviousYear’sData-foundbyclickingthe Membership Information Baronthetoprightofyourscreen,
this shows current year compared to two previous years.

o StudentPortal-availableforstudentstoself-reportdemographicinformation,view prioryears’
transcripts, enter DECA history, and participate in surveys.

o Conferences - shows available DECA Inc. managed conferences that you may register to attend.

o InvoiceHistory -showsallinvoicesforthe currentyearalongwith payments and balancesdue.
Historical invoices are also available through this tab.

o QuickLinks - a consolidated listing of links of important resources.

o AssociationInformation-providescontactinformationforthe Chartered Association Advisor,
Association Duesrates, and important membership and association meeting dates.

o Resources - houses DECA’sW-9 and instruction booklets.

o NameChangeProcess-allowsyoutorequestanamechangewith reasonto getapproval of
chartered association advisor.

FOR ADDITIONAL SUPPORT, PLEASE CONTACT MEMBERSHIP@DECA.ORG.



