NJEA Online Membership Application Processing
NJEA has developed an online membership application. This application allows our new or transferring members to fill
out their membership application via their smartphone or tablet. A Quick Response code, or QR code, is printed on the
top of each membership application for new members to access the online application. It is not recommended for this
application to be filled out on a desktop or laptop computer. There are areas for signatures and the touchscreen is
preferred over trying to sign with a mouse.
The process is fairly simple. You can see from the screen shots that follow, that the online application was built using a
step by step process. After each step is filled out, the individual selects next.
We start by asking them their start date of employment and if they are new, transferring or a dual member.

We then move on to the basic demographic information. The address entered will be processed through our address
correction system when the record gets saved. The user is prevented from moving to the next step if fields are left blank
or a duplicate email address was used.

Now the new member selects where they are working. This is an area where questions could be raised by individuals
entering the data. If your association is not an all-inclusive local, or you have multiple billing units, some assistance may
be needed.

You will notice that we are asking the member for how many hours per week they work. This will be used to determine
the proper levels of dues rates for their position.

If the member wishes to donate to either voluntary contribution, a signature is required in this section. Choosing “None”
eliminated this requirement.

We provide the member with one last opportunity to verify all of the information they entered.

Once they finalize the application, they are presented with the total dues amounts, and a place for them to sign the
application.

Once the application is submitted, the member and the NJEA Membership department will receive a PDF copy of the
application. The application then is saved to a “holding tank” for the NJEA Membership processing staff to enter the
application. The day following the application is entered by NJEA; the association membership chairperson will receive a
directory styled report that indicates whose applications were processed.

