
 

ACEP ς Portal Instructions 
Provides ƛƴǎǘǊǳŎǘƛƻƴǎ ŦƻǊ ōŀǎƛŎ ǳǎŀƎŜ ƻŦ !/9tΩǎ aŜƳōŜǊ{ǳƛǘŜ tƻǊǘŀƭ.  !ƭƭ ƛƴǎǘǊǳŎǘƛƻƴǎ ŀǊŜ ōŀǎŜŘ ƻƴ !/9tΩǎ ŎǳǊǊŜƴǘ 

configuration. 

Portal Access 
A user can access the portal by going to https://customer86477705.portal.production.membersuite.com 

This will go to the Login page by default. 

 

  

https://customer86477705.portal.production.membersuite.com/


New User Signup 
To create a new IndiǾƛŘǳŀƭΣ ŦǊƻƳ ǘƘŜ Ƴŀƛƴ [ƻƎƛƴ ǇŀƎŜΣ ŎƭƛŎƪ ά/ǊŜŀǘŜ ŀ ¦ǎŜǊ !ŎŎƻǳƴǘέΦ  Cƛƭƭ ƻǳǘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǳƴŘŜǊ 

άbŜǿ ǘƻ ǘƘƛǎ {ƛǘŜΚέ ǎŜŎǘƛƻƴΦ 

 

On the next page, fill out the Basic Information section and any required fields (red asterisk).  The login ID is defaulted as 

the email address, but can be any UNIQUE login ID to ACEP.   

Emails must be unique per user. 

 

 

  



For Phone Numbers and Addresses, fill out as desired and indicate which will be the preferred Phone/Address Type. 

 

 

The Communication Preference section allowǎ ǳǎŜǊǎ ǘƻ hǇǘ Lƴκhǳǘ ƻŦ ƳŜǎǎŀƎŜ ŎŀǘŜƎƻǊƛŜǎ ǳǎŜŘ ƛƴ 9ƳŀǊƪŜǘƛƴƎΦ  ¢ƘŜ ά5ƻ 

bƻǘ 9ƳŀƛƭΚέ ŎƘŜŎƪōƻȄ ƛǎ ŀ Ǝƭƻōŀƭ ƻǇǘ ƻǳǘ ƻŦ ŀƭƭ ƴƻƴ-vital communication.  (Orders / Invoices will still be sent to the user) 

 

  



Once account is created, the Portal Home Page is displayed and user is now logged in. 

 

 

  



Reset a Password 
There are two different ways a user can resent their password.  If a user is signed into the Portal, on the Portal Home 

tŀƎŜΣ ǘƘŜǊŜ ƛǎ ŀ ƭƛƴƪ ǘƻ ά/ƘŀƴƎŜ aȅ tŀǎǎǿƻǊŘέ ǳƴŘŜǊ ǘƘŜ aȅ tǊƻŦƛƭŜ ǎŜŎǘƛƻƴΦ   

 

 

Enter the current password and the new password/confirmation and click Save Changes.  Password is now reset. 

 

If a user is not signed in, a user can always Reset their password (see below). 

  



Forgot Password or Username 
On the Main Login Page, under tƘŜ [ƻƎƛƴ L5κtŀǎǎǿƻǊŘ ŦƛŜƭŘǎΣ ǘƘŜǊŜ ƛǎ ŀ ƭƛƴƪ ǘƻ άCƻǊƎƻǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘΚ /ƭƛŎƪ IŜǊŜέΦ 

 

¢ƻ ǊŜǎŜǘ ŀ ǇŀǎǎǿƻǊŘΣ ǘƘŜ ǳǎŜǊ Ƴǳǎǘ ŜƴǘŜǊ ǘƘŜƛǊ [ƻƎƛƴ L5 hw 9Ƴŀƛƭ ŀŘŘǊŜǎǎ ƻƴ ŦƛƭŜΦ  hƴŎŜ ŜƴǘŜǊŜŘΣ ŎƭƛŎƪ ά/ƻƴǘƛƴǳŜέΦ  ! 

confirmation will be displayed on the top of the page and an email will be sent with a link.    

 

9ƴǘŜǊ ŀƴŘ ŎƻƴŦƛǊƳ ŀ ƴŜǿ ǇŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜ /ƘŀƴƎŜǎέΦ  ¢ƘŜ ǳǎŜǊ Ƴŀȅ ƴƻǿ ƭƻƎƛƴ ǿƛǘƘ ǘƘŜ ǇǊƻǇŜǊ ŎǊŜŘŜƴǘƛŀƭǎΦ 

 

  



Edit Profile 
At any time, a Profile can be updated.  To update, click the Edit my Information link on the Portal Home Page. 

 

 

¦ǇŘŀǘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀǎ ƴŜŜŘŜŘ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜ /ƘŀƴƎŜǎέΦ  tǊƻŦƛƭŜ ƛǎ ƴƻǿ ǳǇŘŀǘŜŘΦ 

  



Committees 

 

A list of all Committees a user is currently assigned will be displayed on the Portal Home Page.  Clicking a Committee link 

will display Committee information and current members. 

 

  



If a user is a Member, they may be able to join a Committee.   

¢ƻ Ƨƻƛƴ ŀ ŎƻƳƳƛǘǘŜŜΣ ŎƭƛŎƪ ά.ǊƻǿǎŜ /ƻƳƳƛǘǘŜŜǎέ ǳƴŘŜǊ ǘƘŜ aȅ /ƻƳƳƛǘǘŜŜǎ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ tƻǊǘŀƭ IƻƳŜ tŀƎŜΦ  ! ƭƛǎǘ ƻŦ 

committees will be displayed. 

 

By clicking VIEW into a committee, the Committee information will be displayed along with any Committee members.  If 

ŀ ǳǎŜǊ ƛǎ ŀōƭŜ ǘƻ ƧƻƛƴΣ ŀ ƭƛƴƪ ǘƻ άWƻƛƴ ŀ /ƻƳƳƛǘǘŜŜέ ǿƛƭƭ ōŜ ǾƛǎƛōƭŜ ǳƴŘŜǊ ǘƘŜ /ƻƳƳƛǘǘŜŜ ¢ŀǎƪ ǎŜŎǘƛƻƴΦ 

 

  



 Event Signup 
Portal UsŜǊǎ Ƴŀȅ ōǊƻǿǎŜκǎƛƎƴǳǇ ŦƻǊ ŜǾŜƴǘǎ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ǘƻǇ ǘŀō ŦƻǊ ά¦ǇŎƻƳƛƴƎ 9ǾŜƴǘǎέ ƻǊ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά.ǊƻǿǎŜ 

9ǾŜƴǘǎέ ƭƛƴƪ ǳƴŘŜǊ ǘƘŜ 9ǾŜƴǘǎ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ tƻǊǘŀƭ IƻƳŜ tŀƎŜΦ   

 

 

 

Both links will send the user to the list of Events that are available for signup. 

To Register for an Event, click the Event from the Upcoming Events list (links to this event may also be used in a 3rd party 

website). 

 



 

 

hƴ ǘƘŜ 9ǾŜƴǘ 5ŜǎŎǊƛǇǘƛƻƴ ǇŀƎŜΣ ƻƴ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ƛǎ ŀ ƭƛƴƪ ǘƻ άwŜƎƛǎǘŜǊ ŦƻǊ ǘƘƛǎ 9ǾŜƴǘέ 

 

 

If multiple registration fees exists, the user would select the desired Registration Fee: (if no options, next screen is 

displayed) 



 

 

Follow the next few screens to fill out Session, Guest Registration, and Event Questions (each event may have different 

configuration) 

 

 

 

When Event Signup is complete an order will be created for the Event Registration.  Enter payment and Billing 

information to continue. 



 

Confirm all payment information to finalized Event Registration: 

 

 

Event Registration is complete.  A user can view their last registration on the Portal Home Page under Events section. 


