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Introduction
This document outlines the CISI Membership Billing Portal.

How to access the Membership Billing Portal

The CISI will set up your login for you to access the Billing Portal. If you have not already
received this, please email firmbilling@cisi.org or contact your Client Relationship Manager.
You can access the Billing Portal at: www.cisi.org/cisiweb2/cisi-website/misc-pages/login-
portal
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Screen Layout
Upon accessing the system you will be presented with the main management screen. It is important
to familiarize yourself with the components and how to interact with the features.
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CISI 3 ‘CE[ Membership Billing | Logged ir_ Chartered Institute for Securities & Investment ‘ ‘ Click here to view your firm's Upgrades
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http://www.cisi.org/superuser

Account being viewed

At the top of the screen you will see your name and the name of the firm that you are
viewing.

CISI Membership Billing | Logged in Tyler Huckle | Chartered Institute for Securities & Investment

Qutstanding Summary

To the top right of the screen you have the Outstanding Summary - this details any membership fees
that are outstanding for the entire list of members you are viewing. If there is a value outstanding a
button will be available to process the fees. This window can be switched on / off using the toolbar.

4| Outstanding Summary
WMembership Renewal Fee 000
SPE Renewsl Fee 0.0
CFF Renawal Fes 0.0
120 SFPE Renswsl Fes 0.0
Guermnssy SPE Renewsl Fee G0
Sub Total 0.0
WAT OO
Total 0.00

Renewal Summary

The Renewal Summary sits at the bottom of the screen and gives an overall view regarding the entire
member list of the organisation and their current membership status. These sections are clickable to filter
the list for that category. This window can be toggled on / off using the toolbar.
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Quick Links

Across the top of the window you will see a list of all the Organisation IDs within the invoicing structure
along with an All Organisations link, these are available to filter the list with just members from that
organisation.

If you hover over each link it will also tell you how many employees are listed for that organisation.

QuTck. Links: All Organisations | 2157

Membership Membership
Humber Category

FC
- mJ 147 employees




Sorting Data

Most of the columns are clickable to sort the data as desired.
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Loading Data
By design the data is loaded by a vertical scrolling method. When initially loaded the data will load to fit
your screen vertically, to request more data simply scroll down the page and the data will load.

12)

When all of the data available has been loaded a message will be displayed.

Al the member data is loaded

Quick Find

To the top right of the window there is a Quick Find facility that allows a search against most of the fields
displayed. Simply enter the details and click the tick button - to reset your filter click the cross button.

Find: o K

Click here to view your firm's Upgrades
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Membership Renewsl Fee 0.00
SPS Renewsl Fee 0.00
CFF Renewsl Fes 0.00
I1OM SFE Renewal Fes 0.00
Guemsey SPS Renewal Fee 0.00
Sub Total 0.00
WAT 0.00
Total 0.00




Toolbar

The toolbar is available within the top right of the window and contains the following functions:

“» Advanced Find; provides more precise and combined find options

-

Settings; access and change your settings
(see page 13 for further details)

Download Members CSV; download a complete list of members within the structure
(see page 14 for further details)

My Membership Invoices; view and cancel requests to generate invoices
(see page 12 for further details)

Switch the Renewal Summary window on / off

Switch the Outstanding Summary window on / off

Logout

Assistant

Throughout the system there are several Assistant popup windows — these provide details about what
you are doing and the impact they have.

It is suggested these are left on until you are familiar with the system and they can be switch on and off
through the Settings function.

Making changes to Members Billing Records

There are three member management change features: that can be done through the main members list.

1.

Pays Membership Renewal; if the organisation is paying for the member’s membership renewal
fee this will be indicated through the checkbox in the column provided. You can untick the
checkbox if you do not wish to continue paying the fees.

If this checkbox is not available the person’s previous membership has expired (Red), renewal is
no longer available you should contact CISI immediately.

Pays SPS Renewal; if the organisation is paying for the member’s SPS renewal fee this will be
indicated through the checkbox in the column provided.

To pay for an SPS renewal the organisation must also be paying for the person’s membership and
they must have an existing SPS to renew - as indicated through the ‘Has SPS’ column. You can
untick the checkbox if you do not wish to continue paying the fees.

Person has left; if the person no longer works for the organisation they can be removed by
clicking the Remove link. For details on this process read - Employee Removal.
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When changes are made they will be successfully indicated as shown below, the Renewal Summary and
Outstanding Summary window will also have their content refreshed automatically.

The person will also reload within the grid and the new status will be shown along with the colour
indicator and the renewal fee outstanding.

CISI Sucoriully updubed poys et st Pl svtig for: reiber 1AG450
Quick Links; Al Qrghnisabess | 2157

Changing Membership Renewal Status

To change this setting click on the checkbox to either turn it on (organisation pays) or off (the person
will be paying individually).

If you have the Assistant on for this function, the pop-up below will be displayed.

Change Pays Membership Renewal Status Gl

You are about to change the membership renewal indicator for
rremiber 146459,

If this option is enabled the organisation will pay the member's

membership renewal; i however the option Is not enabled they will
be paying for their membership renewal individually.

¥l Ahways show belp information from the Assistant Continue




If at any point you want to turn off the Assistant for that section, you can do so by un-checking the
option to the bottom left of the window and confirming. This can be turned on at a later point through
the Settings function.

It is recommended you leave the Assistant on until you are comfortable with CISI Membership Billing.

Are vou sure vou want to turn the Assistant off now?

| OK | | Cancel

The data update is done immediately and indicated successfully at the top of the window with the
Renewal Summary and Outstanding Summary instantly reflecting your changes.

‘ ISI Successfully updated pays membership renewal setting for member 146459

Quick Links: All Organisations | 2157

Changing SPS renewal status

To change this setting click on the checkbox to either turn it on (organisation pays) or off (the person will
be paying individually).

If you have the Assistant on for this function, this will be displayed.

[}
=]
1]
14

Change Pays SPS Renewal Status

You are about to change the SPS renewal indicator for member
126447

You must pay for the membership renewal to be able to pay for
SPS and receive the discount.

leaﬂ,rs show help information from the Assistant Continue




Remove employee

If a person no longer works for an organisation they can be removed by clicking the Remove link within

that person’s row in the grid.
A leaving date must be selected and a Note can be optionally provided.

Remove Member
Membe: will be removed from your portal and the firm will
not be billed for the membership subscription.

Please ensure that the member is informed.

If you have removed a member in error, please contact
firmbilling@cisi.org to have them added back to the portal.

Leaving Date: |dd Jmm/yyyy D‘
Notes (optional): | \

Leaving Date:  [12/12/2013

Notes (optional):  © December 2013 0
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Submit for payment
Once you have selected all the members that your organisation are paying membership and SPS
renewals for, you can click the 'Submit for Payment' button within the Outstanding Summary box.

When clicking this button a proforma invoice will be displayed in PDF format and is available to print
and download. When the document has been reviewed and is correct this can be confirmed by
clicking the - 'Confirm Submit for Payment' button.

Subrmit fior Payment
Review wour outstanding membership B0 be renewed, print, download the preview. When you are happy with the content confirm to raise an imolce

71,255, 00
53400
71.235.00
VAT Analyak: Exempt  FeroRsted  Standasd
b5, 33500 [ 492000
For e latgst Chartgoed Institute Iod Secwifes B Invesiman naws and information visil cur wabsile ot
wwrwcinlorg
Pyl 0 b made By aleciionic Wanalar 16

Sont Code: 12 20 29, Bank of Scotland Account Mumber: 060815308IC Code: BOFS GO 21281 AN GBS BOFS
1320 290G 0215 2} Plaass goobs ol mnneir niombsi on all remitiance sdvices

To pay by credit card plrase contact mandy.aujle@cislorg 0207645 0631 Payment terms: 14 days from
Invenice date.

Confirm Submit for Payment

Once you have confirmed the payment, the following message is displayed with the facility to input
a Purchase Order Number for the invoice if required.

Close

Submit for Payment

Please be aware that once submitted, any withdrawals will
be reimbursed by credit note and any additions will be
invoiced separately.

Are you sure you are ready to submit your list for invoicing
now?

Purchase Order Number (optional)

YES, Confirm Submit for Payment
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Membership Applications and Upgrades

Initial invitation

Individuals who complete a relevant CISI qualification, record Continuing Professional Development
(CPD) hours or pass the IntegrityMatters test, become eligible to apply for, or upgrade their membership
of, the CISI. If anyone from your firm becomes eligible to join as a member or upgrade to a higher level
of membership they will receive an email to notify them of this. An example of this shown below.

Dear {CandidateSalutation},

C d ignationlLe J
and progression opportunities, all tailored to give them the knowledge, skills

professionalism.

es are now avaiable To you, you Can apply QuUICKly and easily using our onbne application rorm - simpily:

1. Log in to MyCISI
2. Complete your online application form

3. Once your applicatior

||
s accepted, your membership certificate and card wil be dispatched

If you have any questions about CISI membership, you can find out more at cisi.org/membership or contact our customer support
team at customersupport@cisi.org or call on +44 20 7645 0777.

Yours sincerely

Simon Culhane, Chartered FCSI
Chief Executive

Chartered Institute for Securities & Investment

Completing the application

If the candidate chooses to join/upgrade they will need to complete an online application form. When
completing the online form they will be given the option to pay themselves or to request that their
firm pays.

Contacting the portal holder

Request for firm to pay for new membership or upgrade - portal holder notification

If a candidate requests that their firm pays for their new membership or membership upgrade, an
email will be sent to you, as the portal holder, advising you that their new membership application or
upgrade is awaiting authorization for payment. An example of this email is below.




Dear {CandidateSalutation},

& member of your team, {CandidateName}, has completed the Chartered Institute for Securities & Investment {Awardiame}. This
makes them eligible for {MembershipGrade} membership.
They have applied for this and confirmed that your firm will pay for their membership.

To authorise this:

1. Log in to your biling portal
2. Authorise the payment against the individual's name

If you have any queries about this membership application, please contact our customer support team at customersupport@cisi.org or
call +44 20 7645 0777.

Yours sincerely

CISI Membership
Chartered Institute for Securities & Investment

Confirm payment

To pay for the individual you will need to log into your billing portal and view the upgrade summary.

CIS| Membership Billing Online

Please log in below to manage your CISI Members’ Membership

Login to your account

Email Address | Customer Number

Password

__ Remember me next time.

Forgot your password ? | Mot registered? Sign up here

Log In




Once you have clicked through into your billing portal you can select your firm's upgrades.

Chartered Institute for Securities & Investment ‘ ‘ Click here to view your firm's Upgrades
v/
ot Title L5t Name Firct Name Membership | Has UK Men{bership FaysForUR 5F5 | PaysforlOMSPS  Pays forGSY SPS  LeftFim | RenewallUpgrade

End Date 5P§ p— Rengwal Renewal Renewal Remove | Fee Outstanding

You can then choose to pay the upgrades by clicking submit for payment. Once
you have submitted for payment an invoice will generate overnight.

K & 5 ﬂﬂ
Click here to view your firm's Renewals e e - B J N ——
] _ _ Find: _ | ‘f X | Outstanding Summary
: Membership Left Firm Renewal/Upgrade ’
S — End Date Remove Fee Outstanding e Upgrades available 175.00
Sub Total 175.00
Joseph 18 Jun 2014 Remove 175.00 Mew Member Decl
VAT 0.00
Total 175.00
nember data is loaded
Submit for Payment
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Declining Payment
If you do not wish to pay for the individual’s upgrade you can click on the decline payment option. They
will then receive an email advising them that their firm has declined to pay and they will need to pay by
an alternative method.

Left Firm
Remowve

Remove

Renewal/Upgrade

Fee Outstanding NG Saia

175.00 New Member

Upgrade Awvailable

and send individual
reguest email

ment

If you have any queries about this process or would like more information please contact your CISI Client
Relationship Manager or phone Customer Support on +44 20 7645 0777.
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My Membership Invoices

After a final confirmation the invoice is generated as the preview document.

Al Y00 SUNE YOU Wanlt 1o raise the iwodoe for 27 887.00 now?

e [ Concs. ]

If you have the Assistant on for this function, the below message will be displayed.

What happens next? Close

Now you have confirmed the membership content is correct using
the invoice preview provided:

¢ A real invoice will be generated and delivered to you for

payment
e Your members will have their membership renewed.

If you want to cancel this order you can do so by selecting ‘My
Membership Invoices' from the top right of the main page until
close of business today.

¥ Always show help information from the Assistant

Within the members list — members will now have an “Approved” indicator and the checkboxes and
removal link to change their options is now unavailable.

This will appear like this until the invoice is generated which is done at the end of each working day.
This allows you until close of business to cancel your request to generate the invoice. Once the invoice is
generated the members will be automatically renewed.




The 'My Membership Manager'invoice sectionis accessible via the toolbar button and allows firms to
view the invoices previously approved and also allows you to cancel any of those requests if the invoice
has not yet been generated.

The My Membership Invoices is accessible via the toolbar button.

My Membership Invoices
View any membership invoices, track or cancel any requests to generate.

[ ———
Humber of | Humber of | Purchase
IZII FIFITime Current Status Membership SPS Order

Renewals Renewals | Number

]I;'fl::?zf;&m 3 Approved waiting invoice |148 47 TEST ancel Request w Document

) . |
:gg:—%ﬂ!l Approved waiting invoice |2 12 testl 7 Cancel Request | Preview Document
lgfz]:.?;,m] Approved waiting inl.-'uin:eél 1 TEST14 Cancel Request | Previe pcument

For each approval the original Proforma invoice that was provided is also available - this is the exact
document that was produced at the time, this is not regenerated.
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Cancelling arequest to generate an invoice
To cancel an invoice already approved, simply click the Cancel Request link. Once you have confirmed the
cancellation the renewal statuses of members and the Outstanding Summary will instantly be reflected.

Are you sure you want i confiem this requestto generale an nvolce now?




Settings
Your Settings can be accessed through the toolbar.
You can amend the columns that are displayed within the member list as desired.

Column Picker

Settings Close
Adjust your viewing preferences and settings on your account

Column Picker Invoice Options Assistant

You can choose specific columns to view by ficking or unticking the boxes

accordingly:
Membership Number
Membership Category
FCA Reference
Department
Cost Code Column
Title
Last Name
First Name
Membership End Date
Has SPS
Renewal Status
O

Decline payment

Save Settings

Invoice Options

Your invoicing presentation options can be set. Here you can set your invoicing presentation options, i.e,
by branch or department

Settings Close
Adjust your viewing preferences and settings on your account

Column Picker Invoice Options Assistant

I would like my Billing Portal invoices to be sorted by
| would like my Invoice Schedules to be split on new values

Save Settings



Assistant

The various assistant options can be switched on / off.

Settings Close
Adjust your viewing preferences and settings on your account

Column Picker Invoice Options

The following Assistants are available to guide you, feel free to toggle them off
as you become famility with CI1S] Membership Billing.

Change Membership renewal
Change SPS renewal
Change 1OM SPS renawal
Change G3Y SPS renewal

FPayment submitted

aoeQo

Save Settings

Download members

The complete list of members is available for download through the toolbar button. L

v & i J u%
M | QOutstanding Summary ‘

Upgrades available 0.00
Sub Total 0.00
AT 0.00
Total 0.00

Ara you sure you want to download a complete lstof your cument members in CSY format now?

| DK | | Cancel |

The download is in CSV format and contains the data as displayed below.
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1 Membership Number Membership Category FCA Reference Department Title Last Name First Name Membership End Date Has 5P5 Pays |
2 “=°9 Fellow Mr Al Siain 31-Mar-14 No Yt

3 9 Chartered Fellow Mr A k 31-Mar-14 No Yes

4 9 Chartered Hon Fellow Mr Cl ] 01-Jan-DD Mo Yes

- 1 Member Mr Ta -| 31-Mar-14 No Yes
L] 7 Chartered Mon Fellow :Ml i £ 01-Jan-00 Mo Yes

i 9 Associate Mi M C 31-Mar-14 No Yei

] 3 Chartered Fellow Miss LI § 31-Mar-13 No o

9 2 Chartered Fellow Mambership Miss ™ < 3l-Mar-14 No Yot
JO 95 Affiliate Mrs D (] 31-Mar-14 No ves |
11 4 Affilate Mrs W L §1-Mar-14 Mo Yeu
12 0 Chartered Mambay Mr M L] 31-Mar-14 No Yes
13 4 Affiliate &th floor Mr Di C 31-Mar-14 No Yas
14 8 Affiliate Mrs 5t g 31-Mar-14 No Yes
15 1 Associate 1234 Mr B F 31-Mar-15 No Yes
16 5 Affiliate Ms N i 31-Mar-14 No Yes
17 5 Chartered Fellow Mr M £ 31-Mar-14 No Yes
18 6 Member Mr LIt 4 31-Mar-14 No Yes
19 1 Affiliate Mr M F Bi-Mar-14 No Yes
20 2 affiliate Finange M: H L 31-Mar-14 No Yes

i | 7 Affiliate Cocretariat  Miss R L 31-Mar-14 No Mo
2 T Affiliate Mr M 2 31-Mar-14 No Yes
i 1 Affiliate Mr W i Bi-Mar-14 No Yes
24 3 Affiliate Mrs W < 31-Mar-14 No Yes

(] 31-Mar-14 Mo Yo

23 8 Affiliate Mr Gi
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