
PPAI Member Portal
Member Account Setup Guide – Admin



Permissions & Parameters



What permissions are available & what do they do?

• Primary – Limit: 1 per company. Full access to update company details, benefit 
assignments, purchases, company demographics, and invoices, approve 
affiliation requests, and remove individuals from the roster.

• Organization Administrator – Limit: 2 per company. Same access as the 
Primary Contact.

• Billing – No limit. Can view company demographics, update address and 
phone numbers, and manage purchases, invoices, payments, and 
memberships.

• View Only – No limit. All employees on the roster who need visibility into 
company details but no ability to make changes.

• Voting Rep – Limit: 1 per company. Same visibility as View Only.

• Product Safety Rep – No limit. Same visibility as View Only, plus access to 
update product labels.

• Government Contact – Limit: 1 per company. Same visibility as View Only.



Permissions & Role Labels

Company Rosters can have multiple Role Labels attached 

at any given time. Each Role Label dictates what that 

individual is able to view or do within the PPAI Member 

Portal. All new Roster additions will automatically be 

assigned the View Only label. Primary Contacts and 

Organization Administrators can update an individual's 

Role Label(s) at any time.



What you can update/change



Company Contact Information

Key Contacts are the contacts who can make updates and changes within the organization.  Your Admins and Primary 

Contact

Company Contacts is where you will find your full roster list (minus the Admins & Primary Contacts). The majority of 

the roles here are View Only permissions.

Affiliation Requests is where you will find all requests that do not use the same domain as your organization.



Company Contacts

Here is where you will maintain your roster, in real time. To see your full roster list, select the Expand View. To edit 

your roster, select the edit pencil. 



Editing your Roster

When you select the edit pencil, an Edit Affiliation 

box will open with all of the options.

• Affiliation Role = department the company 

contact is associated with.

• Affiliation Start Date = the date the company 

contact was added to the roster. This date makes 

them active in the portal and active within your 

organization.

• Affiliation End Date = the date the company 

contact was removed from the roster. This date 

makes them inactive in the portal and inactive 

within your organization.

• Role Label = is the permissions that they are 

granted within the portal and the company.  (ie. 

Primary, Admin, etc.)



Affiliation Requests

In the Affiliation Requests, you will have option to view Pending, Approved and Rejected requests.  As 

the Admin and/or Primary, you can remove or approve the affiliations anytime.



Preferences/Organization Demographics

Admins and Primary Contacts are the only roles with 

permission to update the Organization's 

Demographics. These demographics are used to share 

marketing trends, research, and information based on 

your organization's needs and interests.

Company Association Memberships are other 

memberships your organization is part of that PPAI 

recognizes or works with.  



Benefits & Assignments 



Benefits

If your membership has a limited number of seats for the LMS, you'll see that benefit here for assigning 

purposes. There will be a drop down box for you to select who gains access to the LMS for education. If 

you receive certification waivers, you'll share that "code" with the Company Contact who has LMS access 

so they can use it during the certification purchase.  You can change the LMS seat assignment at any 

time.



Full Benefit Listing

Here you will see all benefits available to your organization based on the tier it acquired. You will have visibility 

into all benefits that have been used, expired, or still open to use.



Email Notifications



You have been invited to join a members portal

Follow the instructions on the invitation 

email.  Once you are redirected to the 

Portal, you will be prompted to change 

your password immediately.



What happens when you request to join an 
existing organization?

When you submit a request to join an 

organizations roster, you will receive 

this email confirming the request.

When your submitted request is 

approved by the admin, you will 

receive an email confirming your 

connection to the organization.

If your request is denied, you will 

receive an email notification and 

requesting you to reach out to your 

associations administrator on the 

denial.
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