
TSA Membership System 
Chapter Affiliation Instructions  

(for all chapters active in a previous school year) 
 

Step 1: Log in to your chapter. 
 
 

https://tsamembership.registermychapter.com/


Step 2: Complete the form below (and click Confirm). 
• Verify/update all the information in the fields (fields in RED are required). 
• You will be required to input a generic member password. This is a chapter specific password that all your student members will 

use to initially access the student member portal. 
• Choose your Membership Type and enter the number of members (with the selection of Red CAP, the number of members 

field will fill automatically). Click here for more information on affiliation levels and dues (click here for state dues). 

 

https://tsaweb.org/membership/affiliation-and-dues
https://tsaweb.org/membership/affiliation-and-dues/state-dues


Step 3: Verify all advisor information (and click Save). 
 



Step 4: Complete the Graduation process. 

• The Graduation process advances chapter members entered in the TSA membership system to the next grade level or 
designates 12th grade students as alumnae/i. The Graduation FAQ is found on the Graduation screen and is available in the 
Quick Links & Help tab. 

• Completion of the Graduation process is required before a chapter can affiliate for the new school year.  
• Click the red Graduation button to proceed. Use the link to access Graduation instructions. 
• Once the Graduation process is completed, you will be able to add new student members and create your invoice. 

 

 
 
Step 5: Enter member information 

You are not required to input student member names at the time of affiliation; however, member names must be submitted prior to any 
member participating in any competition. If you wish to submit membership without submitting student names, simply click the red 
Submit Membership button and follow the prompts to submit your membership and generate your invoice. Do not submit a member’s 
name unless you are sure the student will be an active part of your TSA chapter. Once a student name is added to a chapter roster, the 
student is a TSA member for the year. Substitutions or refunds for membership are not permitted. 

• Use the Chapter Information tab and the Chapter Advisor tab to enter/change membership information. (These tabs will 
remain red until clicked on.)  

• Once all edits are made and you are ready to complete your registration, click the red Submit Membership button.

https://www.tsaweb.org/docs/default-source/instructions/ams/graduation-faq.pdf
https://www.tsaweb.org/docs/default-source/instructions/ams/chapter-advisor-graduation-instructions.pdf


Step 6: Payment  
 

After clicking Submit Membership, you will advance to a confirmation screen. 
Please read all of the information that appears and the screen and verify that 
everything looks correct.  
 
At the bottom right, you have the option to “Export” or download a copy of the 
membership fees (this is not an official invoice), “Confirm” (see below), or “Close” 
where you can return later to make changes and/or to complete your affiliation. 

 
 
 
 
 
 
If you select “Confirm”, you will have three options. “View Invoice” allows you to view 
and/or download your invoice to send to your financial department for payment or to 
procure a purchase order (PO). “Pay Invoice” allows you to pay your invoice by credit 
card or upload a PO. “Pay Invoice Later” allows you to leave the screen and return to 
pay later.  Instructions to upload a PO. 

 
 
 
 

If you pay by credit card, your school will be immediately affiliated. If you pay by PO, once TSA receives and verifies that 
your PO is valid, your chapter will be affiliated. 

For questions or additional support, please email register@tsaweb.org. 
 
Quick Links/Help and Total TSA Tabs and Screens 

The Quick Links and Help Tab contain Chapter Advisor user guides and instructions to assist in the registration process and complete 
your affiliation.  

The Total TSA Tab, which is available to advisors once the chapter has been affiliated, contains competitive event guides, leadership 
materials, and other chapter advisor resources.

https://www.tsaweb.org/docs/default-source/instructions/ams/uploading-a-purchase-order-(po).pdf
mailto:register@tsaweb.org
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