
New	member:
MEMBERS	/	Become	a	Member	/	Join	IPPS

Complete	
application/renewal	

form
Choose	payment	option Check	out

Paid	with	PayPal	

System	emails	invoice	
to	member	&	secretary

PayPal	sends	payment	
confirmation	to	

member	&	secretary

Member	redirected	back	
to	ipps.org

System	enables	new	
member	and	emails	log	
in	details	to	member	

and		secretary

Member	logs	in	with	
emailed	username	&	

password	to	gain	access	
to	member	only	areas

Checked	out	with	
DIRECT	BANK	
TRANSFER	OR	

CHEQUE

Member	pays	by	any	
other	means	the	region	

accepts

Secretary	receives	proof	
of	payment	&	enables	

member

System	emails	log	in	
details	to	member	&	

secretary

Member	logs	in	with	
emailed	username	&	

password	to	gain	access	
to	member	only	areas

After	check	out

Secretary	
receives	invoice

New	Member:	
Create	new	client	

account	in	
bookkeeping	system

Log	a	sale	
(Dr member	/	Cr	

income	member	fees)

Record	payment	received		
(Dr bank	/	Cr	member)

Send	statements:	reminder	to	
pay/confirmation	of	payment	
received	/	Non-payment:	

disable	member

Membership	 renewal:
System	send	renewal	reminder	14	days	before	

expiry	date	&	on	expiry	date
Log	in	/	My	Profile	/	Renew	Membership

Renewal	invoice

Process flow: New member application & Membership renewal

Download	CSV	file	for	
own	mass	mailing	

reminder

Send	manual	email	
reminder in	‘edit	user’

Resignation:	delete	member	
account

Expired	follow	up Select	‘expired’	 filter	
for	expired	only	list


