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BPA Membership System  

Student Portal Instructions 
 
IMPORTANT: Within the Membership System, any fields that are in RED are Required Fields 
 

Login Instructions 
 

How to Login as a Student: 

 

 
To have your password reset, please contact your Chapter Advisor 

  
 
 
 
Note: In this portal you will be able to update your email address (only you can see your actual email), your 
demographic information, and your gender.  
 
You can also add your BPA History. This could be any conferences that you attend and/or accolades that you 
received from BPA. 
 
Should you have any questions or need help, please check with your Local Chapter Advisor or contact National 
BPA at membership@bpa.org. 
 
 

1. Type the appropriate “Membership URL”, provided by BPA National, into your Web 

Browser (Chrome Recommended) 

2. Click on the “Student Member Login” button 

3. Your Local Chapter Advisor should have provided you with your "Membership ID" and 

"Password" 

4. Enter your “Membership ID” in the “Membership ID” field 

5. Enter your “Password” into the “Password” field (If you happen to forget your password, 

please contact your Chapter Advisor) 

6. Click on the “Login” button 

 

Note: When you login for the first time to the student 

portal, you will use your member id and the password 

provided by your chapter advisor  
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Login Instructions Continued 

 
First Time Student Login Instructions: 

 
When you login for the first time, you will be asked to enter a new password 
 

 
 

1. Enter a new password into the “Password” field 

2. Click on the “Update Password” button 

3. Make sure your name is at the top of the screen on the next screen next to “Welcome” 
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Membership System Navigation 
 

Action Buttons are located throughout the Membership System and when clicked on, these buttons 

allow you to perform membership related actions 

 

Search   When you see a “Search” field on a screen, this will allow you to search the information listed 

in the columns on that screen to filter your data on the screen 

 

Show____ Entries   When you see a “Show____ Entries” field on a screen, this will allow to set the 

number of entries on a screen 

 

Sort Columns   Click on the Column that you want to sort the information by on the screen 

 

 
 

Action Buttons: 
 

Home Action Button:  When you click on the “Home” button, it will return you to the Main Page 

 

Edit Information Action Button:  When you click on the “Edit Information” button, you will have 

the ability of editing your current information 

 

History Action Button: Allows you to view your Service History, Membership Date, Conferences 

add Transfer History 

 

Torch Awards Action Button: View your status information for Torch Awards. Shows each 

category and the number of points required, pending, approved, and needed 

 

Conferences Action Button: View your event results from National Conference 

 

Recommendations Action Button:  

 

Quick Links Action Button: 

 

BPA Practice Test Engine Action Button: If your chapter advisor has enrolled you in practice 

testing and paid the invoice, you can click on the “Go to AnswerWrite” button 

 

Change My Password Action Button:  When you click on the “Change My Password” button, it 

allows you to change your password 

 

Logout Action Button:  When you click on the “Logout” button, it will log you out of the 

Membership system 
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Edit Information Tab and Screens 
 

How to Edit Information: 

 
 

1. Click on the “Edit Information” button 

2. Required fields are red 

3. Verify your first and last name are correct under the “Information” accordion  

4. Review the required fields and change if necessary 

5. If you enter your email address, your chapter advisor will be able to email you but will not be 

able to see the email address 

6. Click on the “Addresses” accordion 

7. Enter or Verify your “Primary Address” (not required) 

8. Click on the “Save” button 
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History Tab and Screens 

 
1. Click on the “History” tab. Here you will find “Service History”, Membership History”, 

“Conference History”, and “Transfer History” 

2. To add “Service History”, click on the “Create History” button

 
3. “Membership” will show your Membership History

 
4. “Conferences” will show your National Conference History

 
5. “Transfer History” will show any transfers you have done (transfers to other chapters) 
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Torch Awards Tab and Screens 
 

 

Torch Awards: recognize members for completing activities that enhance their 

professionalism, leadership, and skills that will be valuable in future careers. 

 

To participate in Torch Awards, members complete activities in seven Torch categories and 

document them in an online Torch résumé, which becomes a valuable record of leadership 

and service activities. 

Members can achieve four levels of recognition—from the chapter level to the national 

level—by earning the required points in each category and submitting the résumé by the 

appropriate deadline. 

 

The Torch Awards button will show an overview of requirements and what is needed to earn 

that award. It also has an overview of your progress, and you can download the “Torch 

Awards Handbook” by clicking on the Torch Awards Handbook link 
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Torch Awards Tab and Screens Continued 
 

 

 
 

  
1. Click on the “Your Torch Resume” Tab 

 
 

2. Click on one of the accordions *Leadership 100s, Service 200s..et 

 
3. Click on the “Add Activity” tab   

4. Click on one of the accordions *Leadership 100s, Service 200s..et  
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Torch Awards Tab and Screens Continued 
 

5. To add an activity, Click on the arrow > 

 

 
 

 

 

 

 

 
1. Click on the “View” icon located on the right-hand side of the Email entry 

2. Click on the “Back” button to return to the Main Chapter screen 
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Conferences Tab and Screens  

 
If you participated at a National Conference, you can review results here.  

 

1. Click on the appropriate accordion to view results. If there is nothing to click on and you feel 

there should be, please notify your Chapter Advisor 
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Recommendations Tab and Screens  

 
To view your National Conference results 
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Quick Links Tab and Screens  

 
Links  
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BPA Practice Test Engine Tab and Screens  

 
To take practice exams 
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Change My Password Tab and Screens  

 
Change Password 

 

 




