
NAPD Membership Portal Guide 
Individual User Affiliation & Roster Management 
Instructions 
 

Part 1: Individual User Instructions 
Follow these steps to connect your personal profile account to your organization's primary 
membership plan. 

1.​ Create Your Account: Go to my.thenapd.org and create an individual profile account. 

 
2.​ Select Profile Type: During setup, select the option “Do not create company profile.”​

Note: You do not need to complete any of the organizational information sections. 



 
3.​ Link to Your Organization: Once logged into your Home screen, click the “Link to My 

Company” button located directly beneath your name.



 
4.​ Select Your Organization: Search for your organization and select it from the 

automatically populated list.  Once selected, click “Submit Request.” 

 
 
⏳ What to Expect Next: 
Your affiliation status will immediately change to “Request Pending” and you will receive an 
automatic email confirmation. Once your Roster Manager reviews and approves the request, 
you will receive an update email confirming full access to the organizational membership plan. 



 
 

Part 2: Roster Manager Instructions 
As a Roster Manager, you are responsible for approving joining requests, managing roles, and 
maintaining an accurate organizational roster. 
 

Adding Personnel to the Roster 

1.​ Employee Invitation: Instruct new employees or team members to create an individual 
profile and submit a link request by following the steps in Part 1. (A pre-written sample 
email template is provided at the end of this document). 

2.​ Receive Notification: You will receive an automated email alert as soon as an employee 
submits a request to join your company.



 
3.​ Switch to Manager View: Log into my.thenapd.org and navigate to the organizational 

profile by clicking the “Switch to Company Profile” button in the top right corner.

 

4.​ Navigate to Requests: Scroll down to the Contacts section, click on the “Affiliation 
Requests” tab, and select “Pending” from the submenu. 

 
5.​ Approve or Deny: Click on the green check mark next to the person's name to approve 

the request, or click on the red X to deny it.



 

Editing & Maintaining the Roster 

1.​ Log into the system and navigate to the organizational profile using the “Switch to 
Company Profile” button in the top right corner. 

2.​ Scroll down to the Contacts section and click on the pencil icon next to the name of the 
person you wish to modify.

 
3.​ A content modification box will appear, allowing you to view and update the following four 

key fields: 
 

Field Name Description & Function 

  

Affiliation Role Allows you to specify the person's 
relationship to your organization (e.g., 
Employee, Contractor, Leadership, Staff). 



Field Name Description & Function 

  

Affiliation Start Date The formal date the individual began 
employment or the date they were added to 
your organization's account. 

Affiliation End Date The date on which the individual will cease 
receiving any benefits or access associated 
with your organization. 

Role Label Defines the permission and administrative 
levels they hold within your company 
account. Note: Most entries should remain 
set to “View Only.” 

 

 
 

4.​ Removing Records: You may also click the trash can icon next to a contact entry to 
delete the profile association entirely. 



⚠️ Data Preservation Note: 

Selecting the trash can icon completely deletes the connection and erases past affiliation 
data. If you want to offboard an employee but preserve their historical records for 
organizational tracking, do not delete them. Instead, simply enter their final day in the 
Affiliation End Date field. 

 

 

Sample Language for New Employees 

Copy and paste this template into your onboarding communications to guide new hires through 
their portal activation: 
 
Subject: Action Required – Set Up Your National Association for Public Defense (NAPD) 
Membership 
 
Welcome to the team! 
 
As part of your onboarding, we provide you with a professional membership to the National 
Association for Public Defense (NAPD). Through NAPD, you will gain access to hundreds of 
hours of virtual training, valuable practice resources, and a national community dedicated to 
supporting public defenders. To activate your membership and link it to our organization's roster, 
please complete the following short steps: 
 

1.​ Go to my.thenapd.org and create an individual profile account. 
2.​ When prompted during setup, ensure you select “Do not create company profile” (you 

can skip the other organizational fields). 
3.​ Once your account is set up and you are on your Home screen, click the “Link to My  
4.​ Company” button located right below your name. 
5.​ Search for our organization by typing "[Insert Specific Organization Name Here]" 

and select it from the automatically populated list. 
6.​ Click "Submit Request." 

 
Please let me know once you have submitted your request so I can log in and approve your 
affiliation profile immediately. 
 
Best regards, 
 
[Your Name] 
Roster Manager 
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