Associate Portal Payment Process
We wanted to provide this step by step guide should you have any issues paying your Associate Dues
through our online Portal. You can reach our Portal by visiting our website FHCA.org, via a link in our
email newsletter or by visiting https://portal.fhca.org

Step 1.
Once you have reached the Portal home page. You will want to click on the Login link. Associate
Member Dues Payment is only available to our Associates when they are logged into the Portal.

Step 2.
When you reach the Login page please enter your email address, that is associated with your contact
record in our system, along with the password you used when you created your Portal account. If you
don’t have a Portal account, you will need to create one prior to continuing to pay your dues.

Step 3.
Once you have successfully logged in you will be automatically redirected to the Portal’s home page. On
the home page you will now notice additional / changes to the menu. You will see a link to “Manage
Profile”, “Logout” and one to our “Members Only” section on the FHCA.org website.
You will want to click on the “Store” link to begin your purchase.

Step 4.
The FHCA portal Store page automatically defaults to show our upcoming events. If you are logged in
you will see the top item in the left menu is “Associate Memberships.” If you are not logged in, you will
not be able to access that menu item.
In addition, this menu item is only available during our membership drive portion of the year. If you are
logged in and don’t see a “Associate Memberships” menu item please contact our office and we can
help you.

Step 5.
Once you have selected “Associate Memberships” you will be presented with the options for purchase.
If you would like additional detail about the options, you can click on their names “Associate Member”
or “Associate Plus” to see more details.
For this example, we will choose “Associate Member.”

Step 6.
When reviewing the detailed membership options page, you will see the benefits associated with the
option you chose.
In addition, you will see information on our Associate Management Support Committee (AMSC) along
with the benefits to it. This is an optional membership. Once you click the “Add To Cart” button the
system does add the AMSC dues line item to the cart. If you chose not to participate, please just click the
“X” next to that item and it will be deleted from your cart.

Step 7.
Cart example with an Associate Membership and the optional Associate Member Support Committee
item added.

Step 7.
Cart example with the optional Associate Membership Support Committee item removed.

Step 7.
Once you click the Checkout button you can begin your checkout process as with other shopping carts.

PLEASE NOTE:
Once the check out process is complete you will be presented with your invoice. You will want to print
this page for your records. The system does not email invoices by default.

If you have any additional question please feel free to contact us.

