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Transcript: ARl Members Affiliation Portal video tutorial

The Affiliation portal allows you to update and renew your ARA’s affiliation for 2026
quickly and automatically.

Please note, if you reaffiliate your members through this portal you should not
send back your paper Reaffiliation Form 2026.

The secretary of every ARA has been sent a link to connect to the portal which is
situated on our new website.

When they click the link in the email they receive, they will be asked to enter their
ARA Code as their Username, and then asked to create a password for their ARA’s
portal page.

This is important as we need to keep the ARA’s members’ information secure.

The password requires 8 characters with no spaces. The password should contain
a mix of letters and numbers, and at least one character should be a capital letter
and one should be a special character such as an exclamation mark, question mark,
percentage sign or other symbol.

Once you have successfully set your password you should be able to access the
portal.

Once your portal page opens you will see on the left-hand side menu, three options:

e Getting Started — with this video tutorial as well as step-by-step guide to
using the portal

e Members — which is a list of the members of your ARA at the end of 2025

e and Logout from ARI Portal — for when you are finished updating your ARA
members and wish to leave the portal.

When you enter the portal it should automatically open on the members page. If it
doesn'’t, please click Members on the left-hand menu panel. Your list of members
from 2025 should then appear.

The first thing you should do is check your ARA’s name is correct at the top of the
page — if it is not, please leave the portal by clicking Logout from ARI portal on the
left hand menu and contact the National Office.

If it's correct, move your cursor, or mouse arrow, down the page to the first member
listed. In our example here, it's Tom. In the portal page for your ARA the full names
of each of your members will be listed.



The portal lists the phone number and any email address that we have on record for

this member. Please note, you will not be able to change these details in the portal at
the moment. If a member’s phone number or email address is wrong, please contact
the National Office and let us know.

Go across the page to the 2026 Affiliation column highlighted in green. On the
portal, every member is assumed to be returning, so the boxes in this column all say
‘Yes’ automatically. Let's assume Tom is returning as a member for 2026 so you
don’t need to change anything in this box and leave it as ‘Yes'.

You should then move over to the next column titled Paid with this ARA. Again, the
boxes in this column are all set automatically at ‘Yes'. Let’'s assume Tom has paid
your ARA, so again there is no change here.

You then move over to the next column on the right under the heading New Card.
As Tom is a returning member, the portal assumes he has a card and so it
automatically says ‘No’.

Let’'s assume, however that Tom does need a new card so you can change this to
‘Yes’. Remember to click the tick sign to save the change. There is an option beside
the edit button to undo any changes if you make a mistake.

If you move to the next column on the right titled Cost, you will see that the portal
has already entered the €15 member fee for 2026. Again, as Tom is a returning
member and has paid your ARA this is correct and this figure will not change.

You can now move down to the next member in your ARA. In this example it's Mary.
Move your arrow across to the 2026 Affiliation column.

Again, the portal assumes Mary is returning but let’s say she has left the ARA and is
not affiliating for 2026. You can change the box here from ‘Yes’ to ‘No’.

Make sure you click the tick sign and that this box changes to ‘No’.

If you look across to the Cost column, you will see that this has now changed
automatically from €15 to zero.

Let’'s now move down to the next member, John. Let’'s assume that John is returning
as a member for 2026. The portal automatically says he is affiliated for 2026 so there
is no need to change the box in the 2026 Affiliation column.

However, John is also a member of another ARA (or ‘MOA’) and he has already paid
his €15 national affiliation fee to them.

You will see in the next column, Paid with this ARA, that the portal assumes he is
paying your ARA, so it says ‘Yes’ but you can change this to ‘MOA’ — Member of
Another ARA. Please remember to click the tick sign and check that this box now



says ‘MOA’. If you look at the box in the next column under Cost you will see that
this now says zero.

You do not have to go through every member listed one by one. If there are changes
to only a few of your members this year, you can use the search button on the top
right corner. You can enter a member’s first or surname and it will bring that person’s
record up and you can then edit it.

To go back to the full list of all of your members, just click Members on the left
menu.

If your members list is several pages, you can move from page to page by clicking
the arrow keys that will appear at the bottom of each page.

Once you have completed any changes to your existing members on the portal, you
will see that near the top of the page is the total amount that must be paid to the
National Office for your ARA’s 2026 affiliation.

The portal allows you to pay this amount by credit card through our website by
clicking Pay Now. This will bring you to a secure page where you can enter your
credit card details. If you wish to pay by bank electronic transfer or by cheque
instead, you can do this separately but please remember, your affiliation for 2026 will
not be complete until the National Office receives your payment.

If you are happy that all changes are correct, you can log out through the left-hand
menu option. Your changes are automatically saved.

Don’t worry if you exit the portal another way, for example from the online payment
page or just by closing the portal window, the changes you made will still be saved
but you can always log in again to check if you wish.

Please note, for the moment, the portal will only allow you to update existing
members that we have on record from 2025.

If you have new members joining for 2026 you will still have to use the paper New
Members 2026 form, and if you have a change of your officers this year, you will
need to use the paper Officers Form 2026. Both of these forms will be sent to you in
the post with the affiliation packs for 2026.

We hope to have the facility to add new members and change officers through the
portal during the year, and we will keep you updated.

If you have any queries or you are having any difficulties in using the portal, please
contact the National Office on 01 873 3836 or email info@activeirl.ie
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