
Paying for Multiple Memberships Online
This document deals with Paying for Multiple Memberships Online 

*** In order to do this, you must be logged into the website

Step 1:
Click the ‘Payments / Invoices' icon from the toolbar 

Example Shown circled in red below

Step 2:
Click on the 'New Invoice' link

Example Shown circled in red below

You will be redirected to a new window to build your invoice (see example below)

Step 3:
Type in the member's name you wish to pay for (see example below).
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Paying for Multiple Memberships Online
Step 4:
Select the correct member's name for the list of names (see example below).

***Even if there is only one name you must select it

Step 5:
Click the 'Add Member Fee to Invoice' button (as shown below circled in red).

***If you select a member that is  already on your invoice, you will receive an error 
***If you select a member that has already been paid, you will receive an error 

 
Your invoice will be automatically updated with the member information for the member you have 
selected to pay for (see example below).

Step 6: 
For each member you wish to pay for, repeat steps 3, 4 and 5.

***If you wish to remove an item from your cart click on the 'Remove' button 

Step 7:
When you have completed adding all the members you wish to pay for to the invoice, click the 
'Checkout Now' button (as shown below circled in red).
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Paying for Multiple Memberships Online
You will now be directed to a page to enter your payment information (see example on next page). At 
the top of the screen you will see the list of items you are paying for and the cost of those items 
including processing fees. At the bottom of the screen you will see the billing information. 

***If you had entered in your address in your profile, the billing information will be automatically 
populated. 

***If you had not entered in your address on the profile screen you will need to enter it now. 

***If you need to make a change to the invoice click on the 'Build / Update Invoice' link (as 
shown below circled in red). to return to the previous screen.
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Paying for Multiple Memberships Online
Step 8: 
Select your desired method of payment from the 'Payment Method' drop down list (as shown below 
circled in red).

Step 9:
Enter in your card information and any comments you may have in regards to your payment (see 
example below).

***If you select to pay by Credit Card, please select the correct Credit card from the 'Credit 
Card Type' drop down list (as shown below circled in red).
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Paying for Multiple Memberships Online
Step 10:
Click on the 'Process Payment' button (as shown below circled in red) to proceed with the payment 
process.
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Paying for Multiple Memberships Online
7 Common Errors you may encounter with Paying Online with a Credit Card or INTERAC Online:

1. If you are paying by Credit Card and you enter in an Invalid Card Number, you will receive 
an error (as shown below).

2. If you are paying by Credit Card and you enter in an Invalid Expiration Date, you will receive 
an error (as shown below).

3. If you are paying by Credit Card and you enter in an Invalid CVD, you will receive an error 
(as shown below).

4. If you are paying by Credit Card and you do not enter in a card owner name, you will receive 
an error (as shown below).

5. If you are paying by Credit Card and you enter in a Credit Card that is Declined, you will 
receive an error (as shown below).

6. If you are paying by INTERAC Online and your Card is Declined, you will receive an error 
(as shown below).

7. If you are paying by a secure Credit Card such as Verified by Visa or MasterCard Secure 
Code, you will be redirected to page to enter in your password (as shown below).

If you cancel the password verification or enter in incorrect information on the Verified by Visa or 
MasterCard Secure Code site, you will receive an error (as shown below).
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Paying for Multiple Memberships Online
If you are paying by credit card the payment is processed automatically and when the transaction is 
completed successfully you will be directed to page that indicates the success of the transaction (as 
shown below).

If you are paying by INTERAC Online you will be directed to a page to select your banking institution 
and enter your banking information (as shown below). 

Click on your financial institution and log into your banks website to complete the Online payment 
steps as dictated by your financial institution.

Page 7 of 8



Paying for Multiple Memberships Online
Once the transaction is completed successfully (by INTERAC Online) you will be directed to page that 
indicates the success of the transaction (as shown below).

Step 11:
Whether you have used a Credit Card or INTERAC Online, when the transaction has been completed, 
a purchase receipt will be mailed to the email account listed on the invoice (as shown below).
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