
ISPP’s New Online Portal (via Avectra) 

Notes: In terms of functionality, this new system works similarly to the old system ISPP was using, 

CVENT.  But this new system will allow us to set up groups and post members-only content within this 

portal, bringing additional benefits and capabilities for our members.  Groups and other “members only” 

content is not yet set up.  The focus was on getting 2014 conference registration and membership 

renewals/joins set up first, to ensure proper conference registration pricing and continuity of service, 

and then build additional material.  Apologies for our slight delay, but we look forward to bringing you 

more member benefits via this new system! 

1) Go to this page: https://netforum.avectra.com/eWeb/StartPage.aspx?Site=ISPP (NB: This link is 

also available from ISPP’s web site) 

2) Click on “Login” in the menu on the left 

 

3) Enter your e-mail address and the current default password: Password1  

https://netforum.avectra.com/eWeb/StartPage.aspx?Site=ISPP


 

4) You’ll land back on the main page, but note your expanded menu now that you’re logged in: 

 

5) Navigate to different pages using the menu at the left.  Events Registration and 

Membership/Donations will both navigate to the same page, which is available to anyone 

(Member/Non-member) without login initially (you must log in or create a new profile to make a 

purchase, except for donations), and features all “products” available: membership types, 

events, donations.  You can click on each for more detail.  There is one “Member” item for non-

students/non-retirees, but you will see the price for your salary data that we have on file 

(Renew), or the salary data you provide (New): 



 

If you are already a Member with a current membership you should see your name at the top of the 

above page and your correct renewal price when it is time for your renewal (you will receive a 

notice via e-mail to renew).  Your registration price for the Annual Meeting is tied to your 

membership type and status (ex., student member, non-member, etc.).  If your membership has 

lapsed, you may want to renew or rejoin ISPP first, for discounted meeting registration. 

6) Once logged in you’ll have menu options specific to you.  “My Information”, “My Transactions”, 

and “My Events” are based on the login information.  For example, “My Information”: 

 

Note that your “Customer ID”, just under your name on the above screen, is your ISPP Member ID 

number.  This number is only used internally and you do not need to keep a record of it. 

7) You can click on “Edit/View Information” at the top of the page to update your information.  The 

page contains standard and custom fields.  Scroll to the bottom of the page to view the custom 



fields.  BE SURE TO CHECK/UPDATE YOUR SALARY FIGURE, as this determines your membership 

price when you renew.  The figure should be within the salary range for your appropriate 

membership level.  You will be unable to renew your membership until this field is populated, 

as the system will have no data to assign a membership price.  Please know that this salary 

information is not shared with anyone or used for any purpose other than for the system to 

ensure that you receive accurate membership pricing.  You can also login and update your salary 

information at any time, should it change.  “Social Information” is where you can list any URLs 

for your profile on social networking sites (Facebook, LinkedIn, Twitter, etc.). 

 

Check your Membership Information!  If your membership is current you should see “Yes” on the 

above screen as indicated by the arrow (it says, “No” in the screen capture above).  If yours says, 

“No”, you may need to renew, or your status may need to be updated by ISPP.  If you have 

questions, please contact the ISPP Central Office (info@ispp.org).  

8) If not prompted upon initial login, please also be sure to change your password via the top link 

on the right on the main “My Information” page: 

mailto:info@ispp.org


 

9) “My Transactions” will show open orders (ex., when you are due to renew membership, an open 

order will be created, and you will come to this page to select and pay that), as well as paid 

transactions (ex., when you register for the Annl. Meeting, it will show here).  Toggle between 

open orders and paid transactions via the drop-down menu at the top.  Some people may show 

transactions for $0 – this is merely because your membership status was updated manually 

after the large data upload to the new system, to ensure your renewal and expiration dates and 

membership status are correct.  “My Memberships” will display your membership, as well as 

any committees, discussion groups, etc. to which you belong (once they have been set up in the 

system and you join one or more – for now, it will show none): 

 

10) “My Events” will display events for which you have registered (for ex., your registration for the 

2014 Annl. Meeting will show here, once you register): 



 

11) The “Individual Directory” is the online Member Directory.  It is available only to ISPP members 

once logged in.  You can search for persons in the Directory by entering their name, 

organization, etc. 

 

12) The “ISPP’s Upcoming Events” page shows the 2014 Annl. Meeting.  Click on the link to go to the 

details of the event: 



 

13) Below is the Event Details page for the 2014 Annl. Meeting (scroll down, if necessary).  Note the 

tabs at the top to navigate to specific information about the event (you can also reach this page 

from the Events Registration page, but will be required to log in or create a new account – if 

you’re not in the database – before you can purchase; this ensures Members get member 

pricing, and Non-members get non-member pricing): 

 

 

14) The “Registration” tab shows the various prices and timing of purchase (early/regular/late) for 

Members and Non-members.  It also has a link to the required conference waiver at the bottom 

of the page (this link will be repeated later during the registration process, and it is also posted 

on ISPP’s Meetings page at www.ispp.org/meetings).  Since you are logged-in, you can click on 

the “Register for This Event” button at the bottom of the page and if your membership is 

current, you should see the Members pricing (those who are Non-members or whose 

http://www.ispp.org/meetings


membership is expired will only be able to purchase at Non-member pricing, as shown in the 

second screen capture below, unless they purchase or renew membership first): 

 

 

15) This is the next page in the event registration, where you can confirm your name, enter a name 

for your badge (ex., “William Smith” might want “Bill” on his name badge).  It is also the page 

where acceptance of the waiver is required (note the link to the waiver here again, at the top).  

The red “R” indicates required fields and you will not be able to continue until these fields are 

populated: 



 

16) The next page is where you select your “social events.”  Note that there are no fees, since these 

are included with registration: 

 

17) When you click on the “My Agenda” tab on the same page, you’ll see the social events you’ve 

selected: 

 



18) The next page allows you to register any guests.  If you select to register a guest, you are taken 

back to the screen with the name and waiver boxes, to enter the required information for the 

guest.  Please note the message on the screen below that you certify you have the authority to 

complete registration for any guests: 

 

 

19) You will go through the same screens for the guest to select social events, etc.  After that, you 

will land on a confirmation page with pricing and social event selections for you and your 

guest(s).  This page can also be printed: 



 

20) You will land in your shopping cart when you click the “Register Now” button.  Note that each of 

the social events for you (and your guest, if applicable) is listed as an individual item, with 

pricing as appropriate, so you can make any final adjustments on individual items before 

purchase (ex., you have a conflict with the Welcome Reception – you can delete it before you 

buy).  If you make any changes, be sure to click on the “Update Cart” button before checking 

out.  From this page, you can proceed to checkout, or continue shopping. 

 

 

21) Click “Proceed to Checkout” to complete your registration for the Annual Meeting and enter 

your payment information.  When checking out, please pay attention to your billing address.  If 

you have provided work and home addresses to ISPP, the address indicated as your primary 

address will show as your billing address.  If the correct billing address is not showing, please 

click on the “Change” button and enter the correct address to ensure that your payment 

processes successfully. 



 

22) For membership purchase or renewal, please login, and then go to the Memberships/Donate 

link on the main menu.  That will take you to the online store: 

 

You may need to scroll for your membership type.  Also, bear in mind that for regular “Members” 

(non-students, non-retired, etc.) your member price may change from what you see on this page, 

according to the salary data we have on file for you or that you provide. 

23) Select your membership type (shown “Member” below) and on the next screen the price and 

your effective and expiration dates will adjust.  You will also have an opportunity to make a 

donation to ISPP (scroll down a bit) on this page: 



 

24) From here the screens look very similar to purchasing the Annual Meeting registration, as you 

confirm your purchase item(s) and proceed to checkout: 

 



 

Further guidance will be provided once additional member content, groups, etc. have been 

established.  If you have any questions regarding the steps detailed in this document, or you 

encounter unexpected information, please contact ISPP’s Central Office at info@ispp.org.   

mailto:info@ispp.org

