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Renewing Your Institutional MAALL Membership 

 

***Please note: The images in these instructions reflect the 2014 membership renewal 

information for institutional memberships. The text of the instructions reflects the correct 

renewal information for 2016*** 

 

These instructions are for institutional memberships. Separate instructions explain the process 

for members at the individual, associate, student, and retired membership levels. 

Important Background on Bundle Administrators and Institutional Fees: 

For libraries with institutional memberships, one person (the bundle administrator) handles the 

renewal for the entire library, verifying the names of members and initiating payment. Unless a 

library specified differently, the library director was assigned the role of bundle administrator. 

The fee structure starting in 2016 is as follows: $25 per member with a $175 maximum. 

However, the system requires a single price be set for institutional memberships, and it is 

configured to show a renewal fee of $175.  

This means that if your institutional membership includes seven or more MAALL members, the 

default fee is correct. However, if your institutional membership will have six or fewer MAALL 

members, before you do anything else to renew, you will need to identify the total number of 

MAALL members your library will have for the year then email that information to Treasurer 

Troy Johnson at troyjohnson@creighton.edu or membership chair Philip Johnson at 

pjohnso@jmls.edu.  

Before taking any additional steps to renew, wait for a response to this email that indicates we 

have applied a credit to your account. The credit will be $25 for every unused member slot of 

the initial seven slots. That is, you will be credited $25 if you only have six members; $50 if you 

only have five, etc. 

Once you receive the email that the credit has been applied to your account, you can then 

continue with the renewal process. When it comes time to pay, you will only pay the balance 

due, which will be your correct fee. 
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Renewal Process 

As the bundle administrator, you will receive an email when it is time to renew the institution’s 

membership. 

 

Note that the email will come from Mid-America Association of Law Libraries 

<MAALL@wildapricot.org> and have the subject line Membership renewal reminder at Mid-

America Association of Law Libraries. 

If you will have six or fewer MAALL members at your library, request a credit by emailing your 

number of institutional members to the Treasurer or Membership Chair, as further explained in 

the email and the background note above. 

Click on the renew page link provided in the email. This will take you to a page on the MAALL 

website with a box that lets you access your profile.  
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At the top of the next screen, note that under membership details you can see your 

membership level of “Institutional.” You can see your status is active and your renewal is due 

on March 15, 2016. 

 

If you requested a credit because your library will have six or fewer MAALL members, you can 

see this at the bottom of your profile. There should be a message indicating you have a 

negative balance as a result of an overpayment.  

 

Under “Bundle summary” you can see you are currently using 4 membership slots, including 

your account as one of those slots. The other people in your bundle are listed below. As the 

first step of your renewal process, you want to make sure everyone who should be renewed for 

your institution is listed.  

 

In this case, let’s assume Buffy and Willow are still going to be MAALL members, but Xander has 

retired, and the library has hired a new person.  

Each individual member can edit his or her own profile, so you could also ask all your members 

to check their membership details and privacy settings after you have completed the renewal 

process, but you need to make sure your bundle includes all the names of your current MAALL 



5 
 

members and no names of individuals who no longer should be part of your library’s MAALL 

membership.  

To edit a current member’s profile or delete a member no longer affiliated with the institution, 

first click on that member’s name in the bundle summary. 

This will show that person’s profile. To change something in the profile, for instance noting a 

new title, click on Edit profile: 
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Make any changes necessary, and then click on Save. Then click on the Return to bundle list 

and your own profile link.  
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If you need to delete a member, first click on that person’s name in the bundle summary. Then 

click the Archive button. Click on the Return to bundle list and your own profile link.  

 

 

Back at your profile, you will notice that the member you have removed from your bundle is 

now shown as crossed out, and the number of membership slots used has decreased to 3: 
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To add a member, click on the Add member button: 

 

 

Complete the form to enter details for your new member. Then click the save button: 
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Click on the Return to bundle list and your own profile link: 

 

 

Back at your profile, you will notice that the new member you added now appears in your 

bundle, and the number of membership slots used is now at 4: 

 

 

Renew for next year 

Once you have all your members properly listed, click on the Renew until 15 March 2016 

button. 
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This will bring up the membership renewal screen: 

 

Please take this opportunity to confirm your contact details are correct. If you need to change 

anything, you can enter corrections in the associated box. When everything looks right, please 

click on Update and next. 
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This will bring up a confirmation screen: 

 

Note that this screen provides information on how to make payment. You have two options: 

you can mail a check or pay online with a credit card.  

Again, if your library will have fewer than seven members, do not worry about the fact that the 

total amount due shows as $175, as long as your credit has been properly applied and you can 

see a negative balance at the bottom of the screen: 
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To continue, click Confirm and proceed with payment. This will bring you back to your profile: 

 

It will now show you have a balance due on your account. While MAALL is waiting for payment, 

your membership status will show as renewal pending: 

 

Note, too, that on your profile, there is a linked invoice you can view: 
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This invoice has the same payment instructions you saw on the earlier screen, including the 

address where you can send the check and a note of your invoice number. If you have been 

given a credit for using fewer than seven membership slots, remember to pay the balance 

due, not the invoice total. 

If you choose to pay by check, the treasurer will apply your payment to your account once the 

check is received. You will get an email indicating your membership renewal has been 

completed successfully. The membership status for all members in your bundle will be changed 

from pending renewal to active. 

  



14 
 

If you want to pay by credit card, click on the pay online button. If you have a credit, do not use 

the button available from the invoice screen, use the pay online button on the prior screen with 

your profile. 

This will bring up a secure payment form where you can fill out your credit card details and 

billing information:  

 

Note the payment option should be for the correct amount due, not just the total invoice fee. 

Click the above indicated button to complete the payment. 



15 
 

For security reasons, credit card information is not stored in Wild Apricot. Instead, it is securely 

transmitted to Authorize.net where it is processed. Authorize.net then returns the status of the 

payment transaction, which is recorded in your Wild Apricot transaction details. 

After the payment is processed, you will return to the “Invoices and payments” tab on your 

member profile, where an invoice will appear, along with a payment entry if the payment was 

successful. You will also receive an email receipt for your payment and another email indicating 

your renewal is complete. The membership status for all members in your bundle will be 

changed from pending renewal to active. 

Thank you. 


