How to Claim your $100
First-Time Member Voucher

M Local Governmen t Administration Association



LGAA’'s Membership Policy sets out that any new applicant for membership
who is employed with a municipal government and has never been a
member of LGAA is eligible for a First-Time Member promotional discount.

Eligible First-Time Members will receive a 50% discount on their first-year
membership fee, plus a $100 credit voucher that may be used to:
« Offset the cost of any event or program hosted by LGAA, or
« Offset the cost of their membership fee in the second year of
membership*.

This guide provides instruction on how First-Time Members can claim the
$100 credit voucher.

*The option to apply the credit voucher towards your membership fee is only available to members that joined LGAA in 2023 or later.



Which scenario applies to you?

| have not yet registered | have registered for the | have registered for the

for the event.

event, but not yet paid the event and paid my
invoice. invoice.

Starton step 1 Proceed to step 7 The credit voucher may only
be used prior to payment.

Please remember to apply

_ the voucher to the balance

using the voucher for on an invoice before paying
their 2 year for a future event or your

membership fee should 2nd year membership fee.*
start on step 7.*

Members who are

*The option to apply the credit voucher towards your membership fee is only available to members that joined LGAA in 2023 or later.
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DETAILS

= Back

A o my calendar (5

Leadership Workshop

This is For demenstration purposes.

When 25 Dec 2022
00 AN - 12,00 PM
Location  Cnline

Spaces loft 30
REGISTRATIOMN GO to
lgaa.ab.ca/events.

# Members - $200,00

e e Select your event and
click ‘Register’.

+ Mon-Members - 275,00

visa Qi




Enter your email.

o You must use the same
RECISTRATION email that is registered with
your profile.

Hint: use the same email where you
Event Leadership Warkshop . .
25 Drer 2025 500 Al - 1200 P receive our e-Bulletin newsletter.

Lacation: Online

Then click “I'm not a robot”
and complete the
CAPTCHA test.

Enter regiskrank email

* Email esk@municipaliby.cz

e Then click next.




Add to my calendar (5]

STRATION

REG

Leadership Waorkshop
25 Dec 2022 9000 AN - 12:00 P

Lacation: Online
Select the member
rate.
the registration

Event

Choose regiskration bype

Then click next.

@ Your email is already in our database. You can log in be aube-Hll your contack information

without legging in.

Spaces left 30

i Members - 5200.00

* Registration
i
A4 o

_ Hen-Members = 5275.00



Add to my calendar 2

Event | eadership Workshop
25 Dec 2022 9:00 AM - 12:00 PK
Location: Online
Registration type Members - $200.00
Subtotal 5200.00
GST 510,00
Total amount  $210.00 (CAD)

Enter registration information

Enter your details.

* Firsk name Darren
“Lestname  Dos Then click next.
‘Position Title Manager
3 FTTM |bestif municipality. cz

*Organization [T:;n','.'n of Somewhere I




REGISTRATION

Click ‘Pay Online’.

Ewent

Registration
ype
Subtotal
GST

Total

amounkt

Payment
inskructions

@ Review and confirm This Step IS necessary

Leadership Warkshop to complete your

25 Dec 2022 9:00 Al - 12:00 PM

Lecation: Cnline reglstratlon and
e generate the invoice.

5200.00
510,00
£210,00 (CAD)

Payments cam be made online via MasterCard or Visa. Payment by cheque is not available For this event.

visa &

AL Mote that unpaid registrations will be automatically canceled after 15 minutes.

Registration informakion

First name  Darren



scal Government Administration Association of Alberta

dd.abl.Cd

Enter credit card details Billing information Details

~ard n . T Inwvoice #02225
Card number Address 1

= Registration for
VISA -"“a A A T “Leadership Workshop"
Address 2 (25 Dec 2022 9:00 AM -
- - 12:00 PM, Online),

) Members
uliy ¥y CVV O City
Total tax:
Darren Reedy Canada v
. Total amount:
State/province v

Z1P/postal code

Phone

$200.00

$10.00
(CAD)

$210.00
(CAD)

The invoice is how
generated; however,
the $100 credit
voucher is not yet
applied.

You can confirm this
by checking what

price is being
charged.

To claim the voucher,

you need to leave this

page and login to your
account.

Click ‘Cancel’.




Home  AboutUs»  Join LGAA  Programs & Tra

| Prrarmrnand Adniniotrat nmn & eommiatinm (E &bt
ﬂ Local Government Administration Associa

Make sure you are on our ———
website at www.lgaa.ab.ca

> = Evenkreg

Go to the top right corner of the
DETAILS screen and click on ‘Log In’. This
takes you into your account.

Add to my calendar 4]

Enter your email and password
I Iovoice nel paid, To change or cancel regist for your LGAA aCCOUHt.

If you have forgotten your
password, click ‘Forgot
Password’ and follow the steps
to reset your password.

Tetal amount

Registrakion Form

10



Once logged in, go to the menu for ‘Invoices and payments’ (1).

Below you will see all outstanding invoices as well as your ‘New

MY PROFILE Member Voucher’ credit for $105.00. This represents your
$100.00 voucher plus $5.00 in GST.

A Inveices and payrments

0. Balance due (2 items): $110.00

L

Payments can be made online via MasterCard or Visa.

IF paying by cheque, please make cheque pagable Lo the Local Goy hindskration Assaciation, inclede a copy of the invoice, and mail Le Locel Gowernment

Administration Association, Bosx 1111, Didsbury, Alberta, To84 W)

visa @ Make sure your

iInvoice and the new
member voucher
[ | pecordsrount 2 have the blue

Search

Date Transaction Balance due CheCkmark (2)
16 Feb 2022 $210.00 . ‘
Event registration Then CIICk Pay
Leadership Workshop Online’(S)
Payments can be made online via MasterCard or Wisa. Payment by cheque is not available for this even..
15 Feb 2022 S5100.00

Mew lMember Voucher

NOTE: If the New Member Voucher has a balance of less than $105.00, it means you used a portion of your voucher for payment towards a previous event. 11



.ocal Government Administration Association of Alberta

https://lgaa.ab.caf
Enter credit card details Billing information Details
|" -'-||'F| nt I"”|"'.=r' .':'-.-"II"I":"-_.‘:. 1 Invoice #02226 $1t|4."’&|
* Registration for .
s Address 2 Your outstanding
9 12:00 PM, Online), .
- Members balance is now
nm Yy ‘w @ | YUY
otal ta: — reduced to reflect the
Darren Reedy Canada v CAD)

credit from your New
Member Voucher.

. ) Total amount:
State/province

$110.00
(CAD)

_| Store card details for faster checkouts

Z1P/postal code

You can now proceed
Phone to enter your credit

~ card details and click

‘Pay’.

Cance

12



Thank you for joining LGAA and taking advantage of
your First-Time Member promotional discount!

Questions?

Email info@Ilgaa.ab.ca or call 825.733.8881.

13
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