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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 

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.

http://www.cisi.org/superuser
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Account being viewed
At the top of the screen you will see your name and the name of the firm that you are 
viewing. 

Outstanding 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.

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.

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.
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Sorting Data
Most of the columns are clickable to sort the data as desired.

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.

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

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.
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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.

2. 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.

3. 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.



7

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.

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.
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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.

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.

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.
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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.
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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.

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.
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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.

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.
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Confirm payment
To pay for the individual you will need to log into your billing portal and view the upgrade summary.
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Once you have clicked through into your billing portal you can select your firm's upgrades.

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

Laura Avila
Highlight
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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.

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.

Laura Avila
Highlight
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My Membership Invoices
After a final confirmation the invoice is generated as the preview document.

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

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.
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The 'My Membership Manager' invoice section is 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.

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.

Cancelling a request 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.
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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

Invoice Options
Your invoicing presentation options can be set. Here you can set your invoicing presentation options, i.e, 
by branch or department
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Assistant
The various assistant options can be switched on / off.

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

The download is in CSV format and contains the data as displayed below.
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