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1. About the portal 
 

The new IMA web portal will allow IMA members and other IMA customers to login to 

a new dedicated online area. Members and users will now be able to: 

• Update their details online 

• Add CPD activities and review their CPD record 

• Book places at events including training courses and conference 

• View their training record 

• View and download invoices 

The new system will also allow a streamlined annual membership renewal process 

with no need to fill in a lengthy form each year. 

 

2. Accessing the portal 
 

You should have received an email when the system went live which included your 

login information, including how to set your password. You will need to login using 

the email address you gave when you last joined or renewed. 

Please note that this new login is separate from your existing login to the Members’ 

Zone on the IMA website. Your Members’ Zone login details will not allow you 

access to the new web portal. 

If you are having issues logging in, please use the forgotten username / password 

tools to reset your password (shown in the screenshot below, underneath the “sign 

in” button). If this does not work for you, please email office@i-m-a.org.uk 

 

mailto:office@i-m-a.org.uk
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3. Updating your details 

 

Once you have logged in, you will be presented with your user account area, with the 

following tabs: 

• About me 

• Activity 

• Preferences and security 

• Update your role type, organisation type or organisation name 

• Continuing Professional Development (if applicable) 
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Within the About Me tab, you can edit and add: 

• Your name – by clicking the pencil icon to the right of your name 

• Addresses – add an address by clicking the “+” sign, edit an address by using 

the pencil icon. Addresses can be selected as preferred addresses for mailing 

(i.e. for Quarterly Account), shipping and billing (which will appear on your 

invoices) 

• Email address and phone numbers – by clicking the pencil icon to the right in 

the personal information section 
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Within the preferences and security tab, you can: 

• Opt in / out of receiving the IMA Bulletin email 

• Opt in / out of allowing information to be shared with your employer (i.e. to 

send your membership fee invoice directly to your employer) 

• Opt in / out of receiving communications about IMA services and events 

• Change your password 
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Within the update your role type, organisation type or organisation name tab, 

you can: 

• Update your role type 

• Update your organisation type 

• Update your organisation 

 

Changes in this section will be reviewed by a member of the IMA team, as they can 

affect your membership category and eligibility. 

 

4. Renewing your membership 
 

Under a new streamlined renewal process we’ll no longer ask you to fill in a long and 

complex renewals form every year. Instead, we’ll just ask you to check your details in 

the portal (see section 3 above) to ensure we have the correct details for you, and 

your new invoice will be generated around your renewal date. 

If you’re employed by an organisation with a discount for central invoicing 

(organisational affiliation) a single invoice will be emailed to your employer. 

Otherwise, you’ll be emailed your invoice and you’ll also be able to view, download 

and print it from your online account (see section 5 below). 
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5. Accessing invoices 

 

Invoices generated by the new system can be accessed using the steps below.  

Please note that during the initial transition period to this new system, some 

members and customers will have open invoices generated by our previous 

systems. These legacy invoices won’t appear in the new portal – if you require a 

copy of one of these earlier invoices, please contact us at office@i-m-a.org.uk  

Invoices can be accessed using the activity tab within the user account area. 

Open (i.e. unpaid) invoices will be at the top of this tab. Invoices can be viewed and 

downloaded by clicking on the invoice number. 

 

Clicking on the invoice number will bring up an invoice summary. Click on the “print” 

tab if you wish to print your invoice or need it as a PDF: 

mailto:office@i-m-a.org.uk
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On the invoice print screen, click on the Acrobat logo to the left to export a copy to 

PDF: 

 

Please note that currently we continue to accept payment only via bank transfer or 

cheque – full details of how to make payment are on the invoice print screen, as well 

as any printed or PDF copies generated from here. 
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If you require a purchase order number on an invoice, this number needs to be 

included in the purchase order number field within the personal details section on the 

about me tab of your profile screen. 

You may need to reload the invoice for the purchase order number to appear. 

 

6. Viewing your training record 

 

Your training records can be accessed using the activity tab within the profile area. 

 

You will see detail of upcoming events (training courses as well as IMA Conference), 

as well as previous events. 

 

 

 

 

 

 



10 
 

V1.0 Jul 2022 

7. Booking an IMA event 
 

When logged in, select “Training and events” from the top menu, this will bring up a 

list of upcoming events. 

 

Click on the event name, and on the next screen, click “register myself”. 

 

Now select the appropriate registration option, add any special requirements, agree 

to the terms and conditions and then click “save responses”. You will be able to click 
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a link within the course overview to read more about funding for training, e.g to check 

to ensure you are eligible for a Free MaPS-funded place. 

 

Now click “Proceed to checkout” at the bottom of the screen. 

 

On the next screen, review your order, enter a purchase order number if required, 

then click “submit order”: 
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This will generate an order confirmation page. Click the underlined order number if 

you wish to view your registration and access your invoice (this will also be emailed 

to you): 

 

Your invoice can be accessed by clicking the underlined invoice number at the 

bottom of this registration page: 
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8. Registering others for a training course or event 
 

To register someone else for an event, such as a training course or IMA conference, 

navigate to the event or course using the “Training and Events” option on the main 

menu bar. 

Within the event, click “Register someone else” and input the details of the person 

you’d like to register.  
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You will then be able to choose either ‘select an existing contact’ or ‘add a new 

contact.’ 

Click select an existing contact to choose from a list of registered users from your 

organisation. You will only be able to select from a list of users who are a 

member of your organisation on the system. 
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Although you can select ‘add a new contact’, we strongly advise that they create 

their own account on the IMA web portal (they do not need to be a member) before 

you make the booking. You will then be able to select them from a drop-down list of 

users from your organisation. This will ensure event attendance is recorded properly 

against that individual. 
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Once selected, you can choose to give them an informal name if you’d like but you 

don’t need to and you don’t need to fill in any address details; just select ‘save & 

close’.  

If you do choose to add a new contact, as a minimum you need include their first 

name, last name, and email address.  

NB although email does not show as a required field, we need this to send out online 

joining instructions. 

Follow through in the same way you would for a normal event booking. The invoice 

will be added to the account of the person making the booking and can be accessed 

in the normal way (see section 5). The event will appear in the account of the person 

registered to attend and will be visible under upcoming events in the activity tab and 

will also link for CPD purposes. 
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9. Adding and viewing CPD activities 
 

For those participating in the IMA’s Continuing Professional Development scheme, 

you will now be able to submit your activities throughout the year, in real time. 

You will only need to submit activities for non-IMA training and events. IMA training, 

webinars and conference which took place on or after 20 July 2022 will be 

automatically recorded and appear under the ‘IMA Training and Conference’ heading 

and will populate the relevant CPD category with the appropriate number of points. 

IMA training, webinars and conference which took place before 20 July 2022 will 

need to be added manually. 

To add a CPD activity, go to the Continuing Professional Development tab on your 

profile page and click the Submit CPD button.  

 

 

Complete the activity details on the CPD submission form and click Submit. You only 

need to select the relevant sub-category, e.g. formal training – full day that applies to 

your activity You can attach evidence in support of your submission e.g. a training 

certificate. NB only files in PDF format can be added. 
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Examples of non-IMA development activities which can be added include: 

• Face-to-face training courses from other providers 

• Online training courses from other providers 

• Money advice group meetings 

• Other relevant meetings and conferences 

• Relevant qualifications 

• Qualifying research and social policy activities 

All of your submissions will appear within the CPD History section. 

 

Once the activity has been approved it will be reflected in your CPD points totals: 



19 
 

V1.0 Jul 2022 

 

If your activity is not approved, you will receive an email explaining why and the entry 

will display within the CPD History section as not approved. 

The Continuing Professional Development tab will also allow you to see your CPD 

activity history and current overall points total and your totals for the various 

categories. Once you have reached the required number of CPD Points and adhered 

to the other rules of the scheme, you will see a ‘CPD Met’ alert within this tab. 

Please note that the CPD functionality will only be accessible to members who have 

successfully completed the Certificate in Money Advice Practice (CertMAP). 

 

10. Help and support 
 

The IMA team is very much here to support members as we get used to using this 

new system. If you need any help or advice on how to get the best from the system, 

or encounter any issues or problems, or if you have any feedback, please don’t 

hesitate to contact us at office@i-m-a.org.uk or on 0113 5240677. 

 

 

mailto:office@i-m-a.org.uk

