
TSA Membership System  
Chapter Advisor Instructions for New Advisors/Chapters 

(no active chapter in the 2020-2021 school year) 
 

How to add your Chapter to the updated TSA Membership System: 
 

Step 1:  Click on the “Chapter Membership” button 

 

 

 

 

 

 

 

 

 

 

 

  



Step 2:  Complete the Form Below 

IMPORTANT: Within the Membership System, any fields that are in RED are Required Fields 

 

 

 

Step 3:  Once the form has been completed, click on the “Submit” button  

 

  



Step 4: Once you Submit, you will see the following Screen 

 

Step 5:  Once you Submit, you will also receive the following Email from National TSA 

 

 
 

Step 6:  If you need to Add an Additional Chapter (i.e. if you are the chapter advisor to a middle school and a high school), 
click on the “Request Another New Chapter” button OR Click on the “Done” button 

  



Step 7:  Once National TSA has approved your Chapter, you will receive the following email with your Username and 
Password.  Your Username is your permanent Chapter-ID. 

 

Step 8:  Login using the Username and Password that your received via Email 

 

 

Step 9: Click on the “Login” button 

  



Step 10:  Verify and Complete any additional information in the forms below 

 

 
 



 
 

Step 11:  Click on the “Confirm Information” button 

  



Step 12:  Verify and Complete any affiliation information on the form below You will be required to input a generic member 
password.  This is a chapter specific password that all of your student members will use to initially access the student 
member portal. 

 

 

Step 13: Click on the “Confirm” button 

  



Step 14: Verify and Complete any additional information on the form below 

 

Step 15: Click on the “Save” button 

 

Congratulations!  Your Chapter is now Setup in the updated TSA Membership System. 

 

 

 

 

 



Step 16: Entering Information 

You are not required to input your student members at the time of affiliation.  Member names need to be submitted prior to 
any competitions.  Most importantly, do not submit a member’s name unless you are sure they will be an active part of your 
TSA chapter.  Once a student name is added to the chapter roster, that student is a TSA member for the year. Substitutions or 
refunds for membership are not permitted.   

Chapter information and chapter advisor tabs will remain red until you submit membership.  By clicking those tabs, you can 
make changes to your affiliation.   

Once you have made all edits and verified your affiliation, submit your membership. 

 

 

 

 

 

 

 

 



Step 17: Payment 

You will then advance to a confirmation screen where you can export or 
download your invoice. Select confirm or close the screen.  If you close the screen, 
you can return later to make changes and/or to complete your affiliation. 

 

 

 

 

 

 

If you select confirm, you will have three options.  You may view and/or download the 
invoice to send to your financial department to procure a purchase order (PO).  You 
may pay your invoice by credit card or input a PO number.  You can upload a PO at 
this time.  You may also select to pay at a later date.   

 

 

If you pay by credit card, your school will be automatically affiliated.  If you pay by PO, once we receive and verify that 
your PO is valid, your chapter will be affiliated.  

For questions or additional support, please email register@tsaweb.org. 

 

 

 

 

 

mailto:register@tsaweb.org


Step 18: Quick Links/Help and Total TSA Tabs and Screens 
The Quick Links and Help Tab contains a comprehensive user guide (coming soon) to help you navigate the membership 
system and complete your affiliation. This guide will provide instructions on how to input your roster.  The Total TSA Tab 
contains links to competitive event guides, new virtual competitions, leadership materials, chapter resources.   

How to Download Resources (once a PO and been confirmed or payment has been provided): 

1. Click on the “Total TSA” tab (this tab will remain red at all times) 
2. Select the checkbox indicating that you agree to the copyright terms of Total TSA 

 


