
Job Aid: Enterprise Admin Portal 

The ATD Enterprise Membership Portal is a tool to review and make changes to 
your ATD Enterprise membership. It is only accessible by the company’s 
primary contact and its additional delegated employees. Log in to your td.org 
account or click on the link above to access the portal. 

Please contact your ATD account representative or email 
EnterpriseMembership@td.org if you need assistance accessing the ATD 
Enterprise Membership Portal. 

https://enterpriseportal.td.org/memberships
mailto:EnterpriseMembership@td.org
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Company Information 
 

Company Information: Overview 
This section will be available on each tab of the portal and displays your company information, current active members, 
the current membership term, and the account executive’s information. You can edit your company information, 
download your membership invoice, download your last receipt, or process a credit card payment for membership 
orders from this section. 

 
 
 

 
 

1. Company Name 
2. Current Membership Term 
3. Group ID and Address 
4. Current Active Members 
5. Company Website 
6. ATD Account Executive (hover for contact information) 
7. Company Size and Industry 
8. Edit Company Information 
9. Pay Open Balance (all open orders) 
10. Print Last Receipt (download last receipt) 
11. Membership Invoice (download invoice for all open membership orders) 
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Company Information: Action Items 
 

Edit Company Information 
 

1. Select the pencil icon. 
 
 

2. Edit your company’s website, address, company size, or industry and select Submit to save. 
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Pay Open Balances 
 

This will allow you to view and process credit card payments for all open orders associated with your group account. 
You can deselect orders during the next step if you wish only to pay for select orders at this time. 

 

1. Select the Pay button. 
 

 

 

2. All unpaid orders will appear. From this page, you can process credit card payment for all open orders or 
deselect orders by selecting the check box to the left of the order (1) to only pay for remaining, selected orders. 
Once you have made your selections, (2) enter your credit card information, and (3) select the Pay button. 
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Download Last Receipt 
 

This will generate your last payment receipt. Please contact your account representative if you need a receipt from a 
prior payment. 

 

1. Select the Print Last Receipt button. 
 

 

 

2. Your last payment receipt will open in a new tab where you can (1) download or (2) print. 
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Download Membership Invoice 
 

This will generate an invoice for all unpaid membership orders. 
 

1. Select the Membership Invoice button. 
 

 

 

2. Your invoice for unpaid membership orders will open in a new tab where you can (1) download, (2) print, (3) 
process a credit card payment, or (4) view other payment options. 
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Memberships 
 

Memberships: Overview 
Access the Memberships section by selecting the Memberships tab at the top left of the portal. 

 

 
 

This section will display all active members. You can use this section to edit a current member’s information, add a new 
member, remove a member, or swap a member in the current term. Changes made here will be made to your current 
membership term. If your renewal orders have already been created, changes made here will also be made to the 
upcoming renewals. Please refer to the Renewals section below if you would like to make changes to your upcoming 
renewal rather than your current membership term. 

 
This section will also allow you to view and export your list of current members to Excel, search for a current member, 
download your current roster, resend welcome emails, send individual payment links for a member to self-pay, 
download invoices, and process a payment for new members added to your current term. 
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1. Search for a current member. 
2. Add a new member to the current membership term. Payment must be processed before they will become 

an active member. 
3. Select one or more members to perform the actions listed below: 

4. Actions (Dropdown button): 
a. Export selected members to Excel. 
b. Export the roster report. 
c. Resend the welcome email. (This will only be sent to selected, active members.) 
d. Send a payment link to selected members to self-pay. 
e. Download invoice for selected members. 

5. Actions Ellipsis (. . .) [Edit/Remove/Swap]: 
a. Edit a member’s contact information (Contact your account executive to edit name or email 

address). 
b. Remove. (Only use if this member is not being replaced by a new member in current term.) 
c. Swap. (This replaces an existing member within the current term.) 
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Memberships: Action Items 
 

Add a Member to the Current Term 
This action is used to add a new member to your current membership term. 

 
Note: A payment must be processed for a new member before they will become an active member. If your Enterprise 
membership is expiring within the next three months and you see the Renewals tab in the portal, a renewal order will 
also be created for this new member. 

 
1. Select the Add Member button. 

 
2. (1) Enter the employee profile required fields (first name, last name, email, country, address 1, city, state, and 

postal code). Select (2) Member Type and Role (if applicable) to designate them as a (3) payor or as an (4) 
additional group manager. 

a. (3) Designated payors can access the portal to process payments but cannot make changes to the 
Enterprise membership. (4) Designated managers can access the portal to process payments and 
make changes to the Enterprise membership. 

3. (5) Select Submit to continue. 
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4. An Address Validation pop-up will appear. You may (1) cancel to edit the address entered on the previous screen, 
(2) proceed with the address you entered, or (3) use the suggested address. 
 

 
 

5. A pop-up will appear confirming that the member has been added. Select Ok to proceed. 
a. Note: The new member(s) will not be active until payment is processed (see next steps). 

 

 
6. (1) You will now be able to see the added member(s) on the Memberships tab as well as the balance due to 

activate the new member(s). 
7. Payment Options 

a. Credit Card Payment: (2) Select the new member(s) and (3) select the Pay button. 
b. Generate an Invoice: (2) Select the new member(s), (4) select the Actions drop-down button, and 

(5) select the Membership Invoice option. 
c. Member Self-Pay: (2) Select the new member(s), (4) select the Actions drop-down button, and (6) 

select the Send Payment Link option. 
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Swap a Member Within the Current Term 
 

This action should be used to replace an active member within the current term. The new member will have the same 
membership type as the member they are replacing. 

 

If your Enterprise membership is expiring in the next three months and you see the Renewals tab in the portal, the 
renewal order for the removed member will be canceled and a renewal order for the new member will be created. 

 
1. (1) Click on the ellipsis (. . .) to the right of the current member you would like to replace and (2) select 

Swap. 

 
 

2. (1) Enter the member information required fields (first name, last name, email, country, address 1, city, 
state, and postal code). (2) Select Role, if applicable, to designate them as a payor or (3) as an additional 
group manager. 

a. (2) Designated payors can access the portal to process payments but cannot make changes to the 
Enterprise membership. (3) Designated managers can access the portal to process payments and 
make changes to the Enterprise membership. 

3. (4) Select Submit to continue. 
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4. An Address Validation pop-up will appear. You may (1) cancel to edit the address entered on the previous 

screen, (2) proceed with the address you entered, or (3) use the suggested address. 

 

5. A pop-up will appear confirming the swap has been completed. Select Ok to proceed. 
 

 
6. You will be taken back to the Membership tab where you will see the new member (and will no longer see 

the original member). The same changes will be reflected on the Renewals tab, if applicable. 
7. After a swap, (1) the balance due for the member replacement should reflect $0.00, indicating your new 

member is now active. 
a. Please contact your account representative if the balance due after a swap is not $0.00. 
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Remove a Member from the Current Term 
 

This action only should be performed to fully remove (and not replace or swap) a member. If you wish to replace or swap 
a member in your current membership term, please refer to the Swap a Member Within the Current Term section. 

 

This action will end the selected membership. If there is more than one month remaining in the current term, you will 
immediately receive a credit on your group account. Please contact your account executive to use credit(s) on your 
account. 

 
Note: If your Enterprise membership is expiring within the next three months and you see the Renewals tab in the 
portal, the renewal order will also be canceled for this removed member. 

 
1. (1) Select the ellipsis (. . .) to the right of the current member for whom you would like to terminate 

membership and (2) select Remove. 
 

 
 

2. A pop-up will appear asking you to confirm this action. Select (1) No to cancel or (2) Yes to continue with 
removing the member. 

 
 

3. After selecting (2) Yes to remove the member, you will be taken back to the Memberships tab where the 
removed member will no longer be listed. They will also be removed from your upcoming renewal, if applicable. 
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Edit a Member 
 

This action will allow you to edit a current member’s mailing address, phone number and group manager role. 
Please contact your account executive to edit a member’s name or email address. 

 
1. (1) Select the ellipsis ( . . . ) to the right of the current member you would like to edit and (2) select Edit 

Member. 

 
 

2. (1) The member’s employee profile will appear where you can add or edit their contact information and assign group 
manager roles. 
Please contact your account representative if you need to update a name or email address. 

3. You can designate the current member as a (2) payor or as an (3) additional group manager by selecting the 
corresponding toggle button. You can also remove (2) the current payor or (3) group manager role by 
deselecting the corresponding toggle button. 

a. (2) Designated payors can access the portal to process payments but cannot make changes to the 
Enterprise membership. (3) Designated managers can access the portal to process payments and make 
changes to the Enterprise membership. 

4. Once changes are made, (4) select Submit to save. 
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Search for a Current Member 
 

From the Membership search box, you can search for current members by their member ID, name, email, or 
membership type. Members meeting the criteria entered in the search box will be displayed. 

 

 
Export Selected Members to Excel 

 

(1) Select the members you would like to export then (2) select the Actions button and select (3) Export to Excel. 
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Export Roster Report 
 

Your roster report will display all active members within your Enterprise membership. 
 

1. (1) Select the Actions button then (2) select Export Roster Report. 

 
 

Resend Welcome Email 
 

This action will allow you to resend the welcome email containing information on how to log in and access the 
membership account. The email will only be sent to the selected, active members. 

 

1. (1) Select the members to whom you would like to resend welcome emails then (2) select the Actions button 
and (3) Resend Welcome Email. 
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Send Payment Link to Member(s) to Self-Pay 
 

This action can be used if you would like a member to pay for their membership order via their own credit card 
payment. 

 
1. (1) Select the member(s) to whom you would like to email a payment link then (2) select the Actions button and 
      (3) Send Payment Link. 

 

 
Download Membership Invoice for Selected Members 

 

This action enables you to generate an invoice for only the members you recently added to the current term, excluding 
upcoming renewal membership orders. The selected members will only appear on the invoice if there is a balance due. 

 
1. (1) Select the members you would like to display on the invoice then (2) select the Actions button and (3) 

Membership Invoice. 
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Renewals 
 

Renewals: Overview 
Access the Renewals section by selecting the Renewals tab on the top left of the portal. 

 

 
This section will display your upcoming renewal term, minimum requirements, members up for renewal, renewal 
membership types, and balances due for each renewal. The Renewals tab will appear approximately three months 
before your current membership term expires. You will not be able to access or view this section until you are within 
that timeframe. 

 
This section can be used to change renewal membership types, add new members to your renewal, remove members 
from your renewal, generate full or split renewal invoices, and proceed to payment options. 

 
Note: Changes made here will be made to your upcoming renewal term. Please see the Membership section if you 
would like to make changes to your current term. 

 
If your Enterprise membership has recently expired, your renewal orders will move from the Renewals section to the 
Membership section. 
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1. Your upcoming renewal term 
2. Renewal minimum size requirements 
3. Renewal membership type 
4. Select or deselect members for renewal (deselect member(s) you would like to remove from the renewal or 

save for another method of payment) 
5. Add a new member to the upcoming renewal term 
6. Save & Continue to payment options 

1 

2 

5 

6 

3 4 
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Renewals: Action Items 

 
Change Renewal Membership Type 

 

This section will allow you to change the membership type for a member’s upcoming renewal term. 
 

1. (1) Select the Membership Type drop-down option next to the member you would like to change and (2) select 
the new membership type. Repeat for all members you would like to update. 

a. Please contact your account executive if you only see one type available and would like to change or if 
you have questions about the different membership types. 

2. Select (3) Save & Continue to save your changes. (Your changes will not be saved otherwise.) 
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3. You will be taken to the payment options screen where you can (1) review your saved renewal orders, (2) 
proceed to credit card payment, (3) generate an updated invoice, or (4) send individual payment links for each 
renewal member to process self-payment via credit card. If you need to make additional changes, select the 
Renewals tab. 
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Add a New Member to the Renewal Term 
 

This action is used to add a new member to your upcoming renewal membership term. If you would like to add the new 
member to your current term, please see the Add a Member to Current Term section. 

 

1. Select the Add Renewal Membership button. 

 

 
2. (1) Enter the employee profile required fields (first name, last name, email, country, address 1, city, state, 

and postal code). (2) Select Member Type and Role (if applicable) to designate the new    member as a (3) 
payor or as an (4) additional group manager. 

a. (3) Designated payors can access the portal to process payments but cannot make changes to the 
Enterprise membership. (4) Designated managers can access the portal to process payments and make 
changes to the Enterprise membership. 

3. (5) Select Submit to continue. 
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4. An Address Validation pop-up will appear. You may (1) cancel to edit the address entered on the previous 
screen, (2) proceed with the address you entered, or (3) use the suggested address. 

 

 

 
5. A pop-up will appear confirming the member has been added to your upcoming renewal. Select Ok to proceed. 
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6. The new member will be listed with your renewal members on the Renewal tab. From here you can (1) review 

your upcoming renewal orders, make additional changes as needed, or (2) select Save & Continue to proceed to 
payment options. 
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Remove a Member from the Renewal Term 
 

This action is used to remove a member or members from your upcoming renewal term. If you would like to remove the 
member(s) from your current term, please see the Remove a Member From the Current Term section. 

 

Note: (1) Please ensure these removals will not drop your membership below the Enterprise membership minimum size 
requirements. If so, please contact your account executive to discuss options. 

 
1. (2) Select the toggle button next to the member(s) you would like to remove from your upcoming renewal to 

deselect them. 
a. The button will change from orange to gray once deselected, and the balance will update to $0.00. 

2. (3) Select Save & Continue. 
 

 

1 

3 

2 
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3. A pop-up will appear asking you to confirm that action. (1) Select Yes to proceed with canceling the renewals 
orders deselected on the previous page. 

a. (1) Selecting Yes will cancel and remove these renewals. 
b. (2) Selecting No will allow the deselected members to remain on the renewal list. Please refer to the 

Generate a Split Renewal Invoice section for more information. 
 

 

 
 

4. The renewal orders you deselected will be canceled, and you will be taken to the payment options screen where 
you can (1) review your remaining renewal orders, (2) proceed to credit card payment, (3) generate an updated 
invoice, or (4) send individual payment links for each renewal member to process self-payment via credit card. If 
you need to make additional changes, select the Renewals tab. 
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Generate a Split Renewal Invoice 
 

This action may be used if you need to split your renewal orders into multiple invoices for different methods of 
payment. 

 
1. (1) Select the toggle button next to the member(s) you would like to exclude from your upcoming renewal 

invoice for a different method of payment. 
a. The button will change from orange to gray once deselected, and the balance will update to $0.00. 

2. (2) Select Save & Continue. 
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3. When the pop-up appears, select (2) No – keep these renewal orders available for another method of 
payment to proceed to payment options for only the renewal orders remaining selected on the previous page. 

a. Note: The renewal orders you deselected will not be canceled and will still be available on the 
Renewals page to process via a different payment method. 

 

 

 

4. Next, you will be taken to the payment options screen where you can (1) review the selected renewal orders, (2) 
proceed to credit card payment, (3) generate an invoice with only these renewal members, or (4) send 
individual payment links for each renewal member listed to process self-payment via credit card. 

 

 

 
5. Repeat the previous steps in this section as necessary to manage payment options for the remaining renewal 

orders you had deselected in the previous steps. 
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Group Managers 
 

Group Managers: Overview 
Access the Group Managers section by selecting the Group Managers tab on the top left of the portal. 

 

 
This section will display current group managers or designated payors. A group manager can access the portal to process 
payment and make membership changes. A designated payor has view-only access to the portal to process payment but 
cannot make membership changes. 

 
This section can be used to add, edit, remove, or view open orders for a current group manager or payor. 
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1. Search for a current group manager a payor. 
2. Add a new group manager or payor. 
3. Select one or more group managers or payors to perform the actions listed below. 
4. Select Actions [Dropdown button]: 

a. Export selected members to Excel 
5. Actions ellipsis (. . .) [Edit/Orders/Remove]: 

a. Edit role or contact information for group manager or payor (address, phone number or manager role). 
i. Please contact your account executive to edit name or email address. 

b. View open orders for selected manager or payor. 
c. Remove. 

i. Note: This action will also end membership if they are a current member. To remove the group 
manager or payor role but keep membership active, use the Edit Group Manager action. 

6. Group Manager Column: This column is checked if they are a group manager and is blank if they are a 
designated payor. 

7. ATD Member Column: This column is checked if they have an active membership. 
8. Relationship Type Column: This column indicates whether they are a Group Manager (Primary or Secondary Contact) or 

a Payor.  
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Group Managers: Action Items 
 

Add a New Group Manager or Payor 
 

This action should be used to add a new group manager or payor who is not an existing member. If the new manager or 
payor is an existing member, please see the Edit a Member section under Memberships. 

 

1. Select the Add Group Manager button. 

 
2. (1) Enter the employee profile required fields (first name, last name, email, country, address 1, city, state, and 

postal code). (2) Select Member Type if applicable; leave Member Type blank if the new manager or payor 
should not be added to the Enterprise membership. 

3. Select the role you wish to designate for the new manager: (3) payor or (4) group manager. 
o (3) Designated payors can access the portal to process payments but cannot make changes to the 

Enterprise membership. 
o (4) Designated managers can access the portal to process payments and make changes to the Enterprise 

membership. 
4. (5) Select Submit to continue. 
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5. An Address Validation pop-up will appear. You can (1) cancel to edit the address entered on the previous 
screen, (2) proceed with the address you entered, or (3) use the suggested address. 

 

6. A pop-up will appear confirming that the new role has been assigned. Select Ok to proceed. 
 

 

 
7. The new group manager or payor will be listed with your managers and payors on the Group Managers tab. 
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Edit or Remove a Group Manager or Payor 
 

This action should be used to edit or remove an existing group manager or payor role. 
 

1. (1) Select the ellipsis (. . .) to the right of the current manager whose role you would like to edit or remove and 
(2) select Edit Group Manager. 

 
2. (1) The manager’s employee profile will appear where you can add or edit their role and contact information. 

a. Please contact your account representative if you need to update a name or email address. 
3. You can remove the designation as a (2) payor or (3) group manager by deselecting the corresponding toggle 

button. 
a. (2) Designated payors can access the portal to process payments but cannot make changes to the 

Enterprise membership. (3) Designated managers can access the portal to process payments and make 
changes to the Enterprise membership. 

4. (4) Select Submit to save. 
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View Open Orders for Group Manager or Payor 
 

This action can be used to view open orders for a group manager or payor. 
 

1. (1) Select the ellipsis (. . .) to the right of the current manager for whom you would like to view open orders and 
then (2) select Open Orders. 

 
 

 
2. Open orders will be displayed for the selected manager. You can then select the Pay button to process a credit 

card payment. 
 
 



Job Aid—Enterprise Membership Portal 

P a g e | 35 

 

 

1 

 
3 

2 4 

Orders 
 

Orders: Overview 
Access the Orders section by selecting the Orders tab on the top left side of the portal. 

 

 
This section will display open balances for non-membership orders (courses, conferences, and so on) billed to the group 
account. You may choose one or more records to make payment or send individual payment links. Orders that are paid 
will no longer appear on this tab. 

 

 

1. Search for orders. 
2. Select one or more open balance order lines to perform the actions listed below. 
3. Actions: 

a. Export orders to Excel. 
b. Send payment link (this will email the selected customer(s) a link to process credit card 

payment). 
4. Pay order balance by credit card. 
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Orders: Action Items 

 
Send Payment Link to Individual(s) to Self-Pay 

 

This action can be performed if you would like an individual to pay for their order via their own credit card payment. 
 

1. (1) Select the individual(s) to whom you would like to email a payment link then (2) select the Actions button 
and (3) Send Payment Link. 
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Process Credit Card Payment 
 

This action can be used to process credit card payment for the listed order(s). 
 

1. (1) Select the order(s) you would like to pay and (2) select the Pay button at the top right. 

 

 
2. (1) The selected orders will appear. (2) Other unpaid orders for your group will appear here as well (if 

applicable), but only the orders you selected on the previous page will be selected for payment. You can 
continue to manage your payment on this page by selecting or de-selecting orders, as necessary. Only the 
selected orders on this page will be paid. (3) Enter your credit card information and (4) select the Pay button. 

 

2 

1 
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