
Members Only
Membership Guidebook

An illustrated guide to getting the most out of 
our interactive and self-service website.

FSSA's mission is to promote, educate and grow the 
special hazard fire protection industry.



Welcome to FSSA!

The Fire Suppression Systems Association (FSSA) is a not-
for-profit trade association, drawing members 
domestically and internationally and is comprised of a 
blend of designer/installers, manufacturers, consultants, 
academics, and suppliers working together to share 
ideas and strategies for the benefit of the fire 
suppression systems industry. FSSA members are 
dedicated to the highest level of safety, reliability and 
effectiveness of special hazards fire suppression.



Membership Has its 
Privileges

• Our website offers many self-service and exclusive benefits 
that only members and their employees can take advantage 
of.

• To ensure only members receive these benefits, these areas of 
our site require a valid log in.

• The pages in this guide will teach you how to log in and update 
your information, as well as take advantage of as many 
benefits as possible.

• The more you update and personalize your membership, the 
more value you will receive from us.



If you have forgotten your password, no worries! 
Click ‘reset password’ or ‘retrieve username’ and 
enter the email address associated with your 
profile. You will then be emailed a link to reset 
your password. 

(HINT: you might want to try your email address 
as your username.) 

Note: To receive the link via email, the email 
address you enter must be the email address in 

your membership profile. 

Once you have a Username and Password, 
you can use it to access any Members-only 
or restricted items, like event discounts, 
members events, member directory and 
the social community features. 

Control Your Membership



What Can I Do Online?

• View your profile

• View/ Pay Invoices

• Access the Member Directory

• View the Event Calendar

• View any members only 
content on this website

• Interact and connect with 
other members



If you hover over the words  ‘My Profile’, you can 
make additional changes to your profile.

In this area you can: 

• Change your profile picture that shows on the 
Member Directory

• Edit your privacy settings
• Change your password
• Manage how we contact you
• View past emails we have sent to you
• View a list of all your invoices
• View all forms that you have submitted 



My Profile

• These fields show you what 
information we have now. Please 
fill in any blanks so that we can 
know you as well as possible.

• Information here can be used on 
your Directory listings or for 
communications we send out.

• Make sure to click Save at the 
end of the process.

**IMPORTANT**
Always be sure to keep 
your profile and contact 
information up-to-date! 



Message 
History

The Message History area will show 
you all the emails the organization has 
sent to your personal inbox. If you 
ever delete an email, there is a full 
record kept in this area of your profile. 
Simply click on the subject line to open 
the body of the email. 

Having a hard time receiving emails? 
White List our email address.
Click here to see how. 

https://help.memberclicks.com/hc/en-us/articles/360016195291-Whitelisting


View your 
Invoices

• Under ‘My Profile’ you have the 
ability to display your invoices.

• This area will show your past paid 
invoices and open invoices that 
you are able to pay. 

• To open any of these invoices, 
simply click on the Invoice ID to 
view the invoice.



Pay Your 
Invoices

Once you have clicked on the Invoice ID
You have the option to pay an open 
invoice or download an invoice. 

Paying an Invoice: All invoices can be 
paid online. Simply click on the button 
at the bottom: ‘Pay Invoice’
Our payment area will come up for you 
to enter your card and billing 
information. 



Are You a Key Contact for Your Organization?

If you are NOT a key contact for your organization, please SKIP TO 
PAGE 22.

If you are a KEY CONTACT for your organization, please continue 
to the next page.



Key Contacts

• Information here can be used on your Directory 
listings or for communications we send.

• These fields show you what information we 
currently have. Please complete the fields that 
are blank.

• Note: all renewal invoices will be sent to the 
email address displayed in the email field.

• Make sure to click Save after making any 
changes.



Organizational Memberships

Key Contacts & 
Organizational Profiles

If you are the Key Contact (aka: 
primary contact) for your 

Organization, you are able to make 
changes to the organization profile 

through your individual profile. 

To update your Organization's 
profile, hover your mouse over ‘My 

Profile’ and click on ‘Your 
Organization’. 



Manage 
Your Roster 

• Key contacts can manage the roster of their organization
• Under the “My Profile” drop-down, click “Your Organization”.
• This will take you to your organization’s profile, where you can link/unlink profiles, see & pay 

invoices, and update the organization’s profile picture.
• To update your organization’s roster, you can “Create Linked Profiles” for new additions, or 

“Unlink” profiles that are no longer with your organization.
• You can also designate other key contacts by switching the Key Contact column from OFF to ON.



Member 
Directory

Our Member Directory can be 
valuable in connecting you with 
other members. 
To update what displays for your 
profile in the directory listing, 
please edit your profile using the 
steps that were provided earlier. 

***The Member Directory will only 
display members who have been 
designated as the primary contacts 
for the organization***



How to Renew Your 
Membership

A member can renew their own
membership in one of three ways:

1. By paying the auto-generated 
Renewal invoice tied to their 
renewal notification

2. By logging in and submitting 
a Renewal Form

3. By logging in and using the 
Renew option from the My 
Profile page

Here's an example of a renewal email  that 
can be sent directly to your organization’s 

primary contact’s email inbox.  



Renew from your
personal inbox

• Here's an example of a 
renewal email  that will be 
sent directly to your personal 
email inbox. 

• Simply click: 
"Click here to pay this invoice” 
to be taken directly to your 
invoice & pay online or 
download to mail in payment. 



Renewal Form
You can also fill out a renewal 
form to renew your 
membership for the next year. 
By taking the renewal form, it 
allows you the opportunity to 
update your information, and 
add/remove any linked profiles 
as needed. 
Once you have completed our 
renewal form, a renewal 
invoice will be generated and 
emailed to you. 
**Note: In order to renew, you 
must have received a renewal 
email notification. 



Renew From Your 
Profile

Log in

Navigate to ‘My profile’

Click  ‘Renew’ 



Key Contacts

• Key contacts can pay dues on behalf 
of the organization

• Log in to your profile> click ‘Renew’
• This will take you to a page to review, 

add, and unlink any current linked 
profiles. 

• Once you are finished reviewing/ 
making changes to this area, click 
‘Submit’ at the bottom 

• You will now be taken to your renewal 
invoice to pay or download. 



Pay Your 
Renewal 
Invoice

Once you have clicked submit. You will 
be taken to your renewal invoice to 
pay. 

Paying an Invoice: Paying an invoice 
can be done online. 
Simply click on the Pay Invoice button 
at the bottom. 

Our payment area will come up for you to enter 
your card and billing information. 



Be Sure to Take Advantage of Your 

Member Benefits!
Dear Member,

Thank you so much for becoming a member of the FSSA! We’re thrilled to 
have you on board and can’t wait to get to know you.

In addition, we want to make sure you’re taking full advantage of all the 
membership benefits available! Here are a few other things to get started 
with ASAP:

Member-only access to the FSSA Annual Forum 

Annunciator E-Newsletter 

Discounted Publications 

Suppression Industry Committees working for you 

NFPA Representation 

One of the best ways to get value out of your membership is to participate in 
webinars, networking events, purchase publications, and take online training 
program courses. To help you get involved, be sure to check out our events 
we have planned over the next couple of months:

https://www.fssa.net/valueofmembership
https://fssa.memberclicks.net/pastpresentations
https://fssa.memberclicks.net/newsletterarchives
https://fssa.memberclicks.net/technicalpublications
https://www.fssa.net/2020-2021-leadership#committees
https://www.fssa.net/nfparepresentation
https://www.fssa.net/webinars
https://www.fssa.net/technicalpublications
https://www.fssa.net/trainingprogram


Questions?

You can use the online contact form for your 
membership inquiries!

Be sure to check out our FAQ page for 
frequently asked questions.

https://www.fssa.net/contactfssa
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