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QRA:  Purchasing Memberships 

 

 

 

 
 

 

** Memberships can be purchased as staff or students ** 
 
Once membership types are created, you can begin selling them. Members have profiles like a learner except 
they have purchased a membership in anticipation of receiving discounts for certain classes. A current student 
can purchase memberships by placing a membership in their shopping cart. Memberships allow customers 

who frequently register for classes to get discounts on selected classes that offer membership discounts.  
 

Purchase a Membership 
There are two ways for an administrator to create a membership. 

1. To create a membership for an existing student: 
Students> Student Management> Buy 
membership 
Convert learner profiles into 
membership profiles: 
 
Click ‘Buy Membership’. 
 
 
 
 
 
 

Choose the type of membership to purchase 
from the drop down list on the 'Purchase 
Membership' screen. 
 
 
Click ‘Submit’. 
 
 
Continue shopping for classes or checkout. 
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2.  To create a membership for one or more 
individuals who do not already have a profile: 
 
Click STUDENTS> members. 
 
Click the ‘Add’ action link. 
 
Choose the type of membership. 
 
Fill in required profile information. 
 
Click ‘Submit’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continue shopping for classes or checkout. 

 
 
A student can buy their own membership: 
 
Click on ‘Membership’ – ‘Sign up now…’ 
The same demographics requested of a learner 
profile will be requested on a membership profile. 
 

 

 

 

After the membership is purchased, edit the profile to 

add more members if it is a multi-person membership 

type. 
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Add additional members 
Student > Memberships 
 
To add a member to a multiple 
membership: 
 
Click STUDENTS – members. 
 
Locate a membership on the list.  
 
Click the ‘Edit’ action. 
 
 
 

 
 
Click the ‘Create Member Profiles’ action link. 
 
A profile screen appears. Fill in all required fields. 
 
Click ‘Submit’.  
 
The new member has been added and will appear on student lists.  
 
Members share the login name and password that was assigned to 
the membership. 
 

 
 
 
 

Renew a Membership 
Signed in as the Primary Member 
 
When a member signs in they have the option to 
renew the membership, edit the profile, and if 
available, use the ‘Create Member Profiles’ to add 
an additional member to the membership.   
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Renewal Reminders 

Students > Renewal Reminders 
 
Enter date range to locate 
memberships that expire during that 
time. 
 
Click ‘Submit’. 
 
 
 
 
Check ‘Email reminder’ for each 
member you wish to send a reminder. 
 
Click ‘Generate E-Mail Reminders’. 
 
Last reminder date column lets you 
know the last time someone sent a 
reminder. 
A confirmation screen appears once 
email is sent. 
 

 
Email and Web Templates 
System Options > Template Management 
Web Page 

Edit message at top and bottom of 
membership link.  Used to describe the 
costs, benefits, and requirements. 

 
Email 

Edit wording for reminder emails 
generated. 
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