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Epsilon Sigma Alpha launched a new My Account portal in February 2021. The My Account 
portal is the new home base for ESA Foundation donations, memberships, and reports.  
 
The My Account portal offers the ability to pay ESAF dues, join the Foundation, or become a 
Life Active Member online using a credit card or electronic check, and make an ESA Foundation 
donation.  
 
Additionally, the portal is the new location for all ESA Foundation reports available to 
Foundation Counselors.  

Access the My Account portal 
 

To access the portal from the ESA Member Center homepage, select My Account at the top of 
the webpage. 

 
 

Update your Profile Photo 
 

1. From the My Account homepage, select My Profile. From your profile homepage, click the 
pencil icon next to the round grey/white circle. 
 

 
 



 

 
2. Clicking on the pencil icon will bring up a box to drag and drop an image, or click Browse Files to open 
your My Documents. Select the image you would like to display as your profile picture and click Save. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click here to view a video explaining how to update your profile photo.  

Add a Saved Payment 
 
The new portal allows members to save payment information to make paying dues quicker and 
easier. You are now able to add either a credit card or ACH/electronic check.  
 
1. From the My Profile page, click My Account. 

 
 
 

https://www.loom.com/share/1253bb4846cb48bdb2dd97bdc706791e?sharedAppSource=personal_library


 

 
 
2. Under My Account, click the down arrow next to Saved Payment Options. From here, you can 
choose to save a credit card/ACH. 
 
Click here to watch a video on how to save a payment. 
 

Pay your ESA Foundation Dues 
It is simple to pay your ESA Foundation dues online any time of year.  
 
1. From the My Account portal homepage, click “ESAF + Other Mbrsps” and “ESAF + Sustaining 
Memberships” 

 
 
2. Select ESA Foundation Renewing Annual Membership for $15 (or, if you choose, this is where 
you can become a Life Active Member of the Foundation by selecting ESA Foundation New Life 
Active Member). 

 
 
 
 
 

https://www.loom.com/share/fd2bbe87e42e4a68812968ae7bea87ae?sharedAppSource=personal_library


 

 
3. Click Add to Cart. 
 

 
 
4. Click Continue to Cart. Note: the ESA membership is a bundled product, you will see a $0 
price with a $15 subtotal. This is how we ensure that the payment is marked as a donation in 
your account. You will see $15 on the next screen. 

 
 
 
 
 
 



 

 
5. In your cart you will see the $15 dues tied to the $0 membership. Click Checkout. 

 
 
6. From here you will be brought to the payment screen. Enter your payment information and 
Checkout and your membership will be renewed.  
 
Click here to watch a video on how to renew your membership. 
 

Note: You can also pay your dues by clicking My Profile > Membership > Renew under your ESA 
Foundation 
Membership. 
Steps 2-6 will be 
the same. 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.loom.com/share/bcf422b162774a85a7e5a77ae8627e24?sharedAppSource=personal_library


 

 

Join the ESA Foundation 
Share these steps with any ESA members (or non-ESA members) who are interested in joining 
the ESA Foundation. Non-members will need to create a profile on the ESA website before they 
are able to create a membership. 
 
1. From the My Account portal click “ESAF + Other Mbrsps” and “ESAF + Sustaining 
Memberships”.  

 
 
2. Select the membership you are interested in (yearly or Life Active). 
 
 

 
 
 
 
 
 
 
 



 

 
3. Click Add to Cart. 
 

 
 
4. Click Continue to Cart. Note: the ESA membership is a bundled product, you will see a $0 
price with a $25 subtotal. This is how we ensure that the payment is marked as a donation in 
your account. You will see $25 on the next screen. 

 
 
 
 
 
 



 

 
5. In your cart you will see the $25 dues tied to the $0 membership. Click Checkout. 

 
 
6. From here you will be brought to the payment screen. Enter your payment information and 
Checkout and the new membership will be created.  
 
Click here to watch a video on joining the ESA Foundation. 
 

Access and Run ESA Foundation Reports 
All ESA Foundation reports are now located in the My Account portal. 
 
1. Click the My Profile icon in the upper right-
hand corner of the screen and click My Custom 
Reports. 
 
 
 
 
 
 
 
 
 
 

https://www.loom.com/share/a4c94838e9004db6bd2bcdfdec9dbe4a?sharedAppSource=personal_library


 

2. Select the report you would like to view (note: the chapter roster is only available to chapter 
presidents and chapter treasurers). 

 
Note for both reports: the reports will show only the state(s) for which you are the counselor. If 
you are an ESAF counselor for multiple states, you will have a pull-down option to view each of 
the states where you are the counselor. 
 
Donation Summary: this report is run by a date range. Select the date range you would like to 
view and click “Enter”. When “hide details” is checked you will only see section totals. When it 
is unchecked, you will see detail (member name, date, total) for each donation made in your 
state during that date range. 
 

 
 
Member Status: The member status report is run by voting year. Select the year you would like to view 
and click “Enter”. 

 
Click here to view a video about running ESAF reports. 

Getting a PDF of your Reports 
Because the reports contain so much data you will be able to email a PDF report to yourself 
whenever you’d like to have a report to save and share. Remember, you can run and view the 
report online whenever you want using the instructions above. This is the process to email a 
PDF. 
 
1. Go to the My Custom Reports section and select the report you would like to email to 
yourself. We will use the Donation Summary for these instructions. 

https://www.loom.com/share/62d84c9b8c174dad916bb3c4ff6d1eac?sharedAppSource=personal_library


 

 
2. Once you are in the report you would like to run, enter the date range, or select the year you 
would like to view. Hit Enter. Once the information you’d like to access is showing on the 
screen, click “Save Report” and name the report whatever you’d like. Note: It is recommended 
that you include the date that you are running the report so it’s easy to find in your list of saved 
reports. 

 
 

 
 
3. Once your report is saved, go back to the page that shows the report and click “Bookmarks”. 
In the box that opens you will see all your saved reports. Find the report you would like to email 
to yourself and click “Schedule this Report”. 

 
 
4. This report schedule was just released by MemberSuite in July 0f 2021 and there will be 
some enhancements coming out over the next few months. Below is the easiest way for you to 
view and send the report immediately.  
 
To: your email address 
Subject: the subject will be populated already, you can leave it as is or change it to something 
else if you’d like 
Body: this is what will display in the body of the email. You can change it if you’d like 
Format: leave as PDF 
Schedule: leave as Daily  
Every: leave as (1) day(s) 
Start time: leave as 8:00 
Start Date: leave as whatever date is there 
End Date: Check “end Date’ and change it to today’s date (if it is August 1st, make the end date 
August 1st) 
 



 

Hit “Save Schedule”. 

 
5. Close out of the “success” page. 

 
6. Back on the Bookmarks screen, click on the schedule you just created. 
 

 
7. You will see a popup asking if you’d like to send the report now. Click Yes. Depending on the 
amount of data in the report it may take up to 10 minutes for the report to be emailed. Once 
you receive the email from ScheduledReports@membersuite.com, click on the PDF attachment. 
 

mailto:ScheduledReports@membersuite.com


 

 
 
Click here to watch a video walking through the steps to email a PDF. 

Donate to the ESA Foundation 
It is now easier than ever to make a donation to the ESA Foundation online. Note: if you want 
to make multiple donations at once you will need to follow this process for each individual 
donation. 
 
1. From the My Account homepage, click “Donate to ESAF” and “Make a Foundation Donation”. 

 
 
2. The page with all the endowments may take a moment to load because there is so much 
information. Once the page loads find and click on the endowment or fund to which you would 
like to donate.  
 
Note: Since there is so much info on this page, try using Ctrl + F to bring up the search bar. Start 
typing the name of the endowment you want and you will be brought to it on that page. 

https://www.loom.com/share/3bbed40846a34659aa769bd97c4f68af?sharedAppSource=personal_library


 

 
 
3. Once you have selected the endowment or fund, fill out the in honor/in memory of info (if a 
memorial or honorarium) and your payment card and billing information. Click Continue in the 
bottom right-hand corner of the screen. 

 
 



 

 
4. You will be brought to the confirmation page. Click Process Donation. 

 
Click here to watch a video of the ESAF donation process. 
 
 

Where to go for help 
 
Foundation Counselors can contact Kim Mandrell, Foundation Counselors’ Chairman at 
Kimberley.mandrell@mnk.com / 314-402-0654, or Charlotte Carloni at ESA Headquarters at 
charlottec@epsilonsignaalpha.org / 970-223-2824 ext. 5 with questions. 

https://www.loom.com/share/e7f96252d920434c92acc08c4b87774e?sharedAppSource=personal_library
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