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QuickQuickQuickQuick----Start GuideStart GuideStart GuideStart Guide::::    

Make the Most of Your Make the Most of Your Make the Most of Your Make the Most of Your MembershipMembershipMembershipMembership    

Here is a guide to help you understand and enjoy your NAIWE membership and make it work 
for you. 

 

Affiliate LinkAffiliate LinkAffiliate LinkAffiliate Link – show your community involvement! 

Because your professional affiliations are part of your résumé, a “Member of NAIWE” badge 
image is provided so that you can add it to your social media profiles or other websites you own. 
Then when someone clicks on the link from your page and joins NAIWE, you earn 10% of their 
initial dues payment. It’s NAIWE’s way of saying, “Thank you for posting your NAIWE 
affiliation.” 

First log in to the site at NAIWE.com. 

 

Under “Member’s Area,” click “Manage Your Account.” 
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You will now need to log in to the membership database. 

 

Under “Affiliate Info,” click on “Banners and Links.” 
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Here, you will find the link to add to your website. 

 

 

Benefit Links and PasscodesBenefit Links and PasscodesBenefit Links and PasscodesBenefit Links and Passcodes – access your discounts! 

Members can take advantage of many benefits (https://naiwe.com/member-benefits/) with their 
active membership. However, many of these discounts need special links or passcodes to be 
effective. To access them, complete the following steps. 

First log in to the site at NAIWE.com. 

 

Under “Member’s Area,” click “Benefit Links and Passcodes.” 
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Manage Your Manage Your Manage Your Manage Your MembershipMembershipMembershipMembership – view your history and change your payment plan! 

Interested in finding out information about your membership? You can view your membership 
and your billing information online. 

First log in to the site at NAIWE.com. 

 

Under “Members Area,” click “Manage Your Account.” 
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Log in to the membership database. (It’s the same log-in information as when logging on to the 
NAIWE website.) 

 

Click on the icon in the upper left corner. 
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On this page, you can see your active subscription and the billing date. For more detailed 
information, click on “Payments History.” 

 

 

Member LogoMember LogoMember LogoMember Logo    

Show off your NAIWE membership by displaying the member logo on your website, signature 
of your emails, business card, social media pages, and more! 

Images are available in color and black and white in JPEG, GIF, and EPS file types. 

First log in to the site at NAIWE.com. 

 

Under “Members Area,” click “NAIWE Media.” 
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Member ProfileMember ProfileMember ProfileMember Profile – update your contact information with NAIWE  

Did you know you can update your personal information in the NAIWE database? 

First log in to the site at NAIWE.com. 

 

Under “Members Only,” click “Manage Your Account.” 



 

8 | P a g e  

 

 

This will take you to the NAIWE member shopping cart. 
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You will now need to log in to the membership database. (It’s the same log-in information as 
when logging on to the NAIWE website.) 

 

To update your personal information with NAIWE, click on “Profile.” 
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OnOnOnOn----Demand TrainingDemand TrainingDemand TrainingDemand Training – as much and as little as you need to fit your season in your career  

Keeping your skills up to date is important, and your NAIWE membership makes it very cost 
effective! 

First log in to the site at NAIWE.com. 

 

Under “Members Area,” click “On-Demand Training (Discount).” 

 

 

Then, click on “NAIWE Member Shopping Cart.” 
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The link, which is valid for one hour, automatically applies the discount of $20 off each training 
you purchase. 

 

ProfileProfileProfileProfile – your NAIWE one-pager 

Once the members’ profiles have been filled out, all members in good standing are listed in the 
member directory (https://naiwe.com/member-sites/). This profile is a summary of you and your 
services. To complete your profile, follow these steps. 

First log in to the site at NAIWE.com. 
 

 

Scroll over “Howdy, [your name]” in the upper right corner. 

Click on “Edit My Profile.” 
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By default, you are brought to the Base Profile Group, but don’t stop here. There are three 
sections to the profile. 

Fill in your name the way you want it to appear in your profile. 

Click “Save Changes.” 
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Next, click on “Professional.” 

Under the Professional Profile Group, you can add your company name, company description, 
website address, years of experience, areas of experience, and phone number. 

You can also choose who sees which information: everyone, only me, all members. 

Fill in the form as appropriate, including selecting who should see which information. 

Click “Save Changes.” 
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Lastly, click “Location.” 

Under the Location Profile Group, you can add your street address, city, state, ZIP code, and 
country. 

You can also choose who sees which information: everyone, only me, all members. 

Fill in the form as appropriate, including selecting who should see which information. 

Click “Save Changes.” 

 



 

16 | P a g e  

 

You can view your completed profile by clicking “Profile.” 

 

 

Profile PhotoProfile PhotoProfile PhotoProfile Photo – show your headshot, confidence, and personality to potential clients! 

As a way to promote your professionalism and connect with prospects, you can add or update 
your photo in the directory. To do so, follow these steps (or watch this video: 
https://youtu.be/_8nMFRVkwNA): 

• Log in to the site at NAIWE.com. 

 

 

• Scroll over “Howdy, [your name]” in the upper right corner. 

• Click on “Edit My Profile.” 
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• Click “Change Profile Photo.” 

• Click “Select your file.” 

• Select the photo you want uploaded. 

• Adjust the box to appropriately crop your photo. 

• Click “Crop image.” 

 

 

Another way to add or update your photo is to do the following: 
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• Scroll over “Howdy, [your name]” in the upper right corner. 

• Scroll over “Profile.” 

• Click on “Change Profile Photo.” 

• Click “Select your file.” 

• Select the photo you want uploaded. 

• Adjust the box to appropriately crop your photo. 

• Click “Crop image.” 

 

This profile photo will now appear in the member directory. 
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WeWeWeWebinar Registrationbinar Registrationbinar Registrationbinar Registration – participate in interactive learning and sharing! 

NAIWE offers a variety of webinars and teleconferences as a way to develop your 
professional skills. To register as a member for a training, follow these steps: 

1. Log in to the NAIWE website. 

  
 

2. Visit the training web page, note or copy the discount code, and click on “Register Now.” 
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3. Once you have landed on the Eventbrite page for the appropriate webinar, click 
“Tickets.” 

 
 

4. Click “Enter promo code,” enter the discount code from item 2, above, and click 
“Apply.” 

 
 

5. Select the number of tickets desired and click “Checkout.” 
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6. Complete the order by filling out the contact information, payment method, and ticket 
information. 
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WebsiteWebsiteWebsiteWebsite – Your online presence supported by NAIWE! 

Your NAIWE member website is a WordPress-based site that includes a blog and as many pages 
as you’d like to create. We started you off with two pages (“Portfolio” and “Professional 
Profile”) and a welcome post on your blog. Here are some suggestions for how to use these. 
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Website:Website:Website:Website: Professional Profile – your online ad 

As a way to advertise your skills and services, update your Professional Profile page of your 
NAIWE website to reflect your education and experience. This is the page your readers or 
potential clients will see when they click on your name in the NAIWE member directory. 

Please do not change the name of the Professional Profile webpage, as it is linked to the 
searchable database, where you can easily be found! 

First log in to the site at NAIWE.com. 

 

Next, in the upper left, go to “My Sites” > Your Name > “Dashboard.” 
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Click “Pages.” 

 

Scroll near “Professional Profile” and select "edit" for the Professional Profile page. 
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Then copy and paste in your résumé or C.V. or type in fresh text. You can include your career 
story, certifications, professional affiliations, and awards. All these forms of personal association 
showcase who you are and what you have to offer. 

Be sure to include the contact information you would like potential clients or readers to use to 
contact you. 

Below is the default text that appears on the page until you update it with your personal 
information. 
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If you aren't yet ready to post on this page, you may hide the page by viewing the editing screen, 
and in the Publish box on the right site, change the "Status" to "Draft." 

Here the page has been published. 
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Here the page is being changed to draft status, so anyone who visits your site will not see the text 
you have saved in Wordpress. 

 

 

Website:Website:Website:Website: Portfolio – your work and accomplishments on display! 

Your Portfolio page is where you can post a list of clients, work samples, and reviews or 
testimonials. Please keep in mind that before posting client samples, you must obtain permission 
and remove personal or identifying information. 
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First log in to the site at NAIWE.com. 

 

Next, in the upper left, go to “My Sites” > Your Name > “Dashboard.” 

 

Click “Pages.” 
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Scroll near “Portfolio” and select “Edit” for the Portfolio page. 

 

Then copy and paste in samples of your work. You can include recommendations or testimonials 
as well. All these professional samples show who you are and what you have to offer. 

If you are not ready to post on this page, you may hide the page by viewing the editing screen, 
and in the Publish box on the right site, click “Edit” beside “Published." 
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And then select “Draft” and click “OK.” 

 

 

 

Website:Website:Website:Website: Adding Sample Work to Your NAIWE Website 

Adding sample work to your NAIWE website can be a great way to show off your skills! One 
way to do this is by adding an attachment to your website, such as a PDF. To add a PDF, follow 
the steps below. 

First log in to the site at NAIWE.com. 

 

Next, in the upper left, go to “My Sites” > Your Name > “Dashboard.” 
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Click “Media.” 

 

Click “Add New.” 
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Drag and drop the file you want to upload, or click “Select Files” and find the file you want to 
upload. 

 

Click “Pages.” 
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Scroll near “Professional Profile” (or whichever page you would like to add the attachment to) 
and select "edit" for the Professional Profile page. 

 

Place the cursor where you would like to add the hyperlink to the attachment. 

Click “Add Media.” 
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In your media library, locate the file you want attached. In “Title,” insert the text you want to be 
hyperlinked on the webpage. 

 

Click “Insert into page.” 

 

 

Website: Website: Website: Website: Blog – create loyalty among your followers! 

One of the best ways to keep in touch with readers and clients and meet new ones is to post 
weekly on your blog page. Regular posts can move your site up in search engine rankings as 
well. You don’t have to write a lot, just post brief snippets of news about your business, writing 
tips or projects, and links to other articles or resources that your readers and clients will find 
interesting or useful. Your regular appearance in the Member Activity Feed will ensure that you 
and your books or services will stay fresh in readers’ minds. It’s all about establishing a 
reputation and a relationship! 
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Website: Website: Website: Website: Home Page – selecting a page to be your site’s homepage 

By default, the homepage on your NAIWE website is your latest blog posts. However, you may 
wish for another page to be the homepage. 

First log in to the site at NAIWE.com. 

 

Next, in the upper left, go to “My Sites” > Your Name > “Dashboard.” 

 

Hover over “Settings.” And select “Reading.” 
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You may now select a static page on your website to be your site’s homepage. 

 

 


