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NITL Guidelines for Primary Contacts 

These guidelines will walk you through the basic functions of a ‘primary contact’ and provide some guidance and 

pictures on where to execute these functions.   

Your role as ‘primary contact’ for your organization allows you to transact on behalf of your organization.  For the 

most part, this will involve payment of annual member dues and administering the individuals who receive 

benefits from your member organization.   

We will follow the user story of Jennifer Hedrick who is the ‘primary contact’ for National Industrial 

Transportation League (NITL). 

Processes outlined in this document: 

1. Logging on to the member-side of NITL.org  

2. Review of Home Page 

3. Review of “My Information” 

4. Review of “Organization Information” 

5. Adding Individuals to your organization 

6. Removing Individuals from your organization 

7. Paying Invoices (membership dues, event registrations, etc.) 

8. Utilizing Individual and Organization Directory 

9. Online Store 

10. Resources  

 

 

1. Logging in 

Login here.   

** If this is your first time logging in, use the following credentials:  

Primary Email Address:  (use the email address we used to send this message to you) 

Temporary Password:   Password1 

Upon logging in, you will be required to change your temporary password. 

  

 

 

 

http://www.nitl.org/
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2. Home Page:  After logging in, Jennifer’s home page shows the following.  We will review actions available 

to the primary contact using the links highlighted below. 
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3. My Information:  From this page Jennifer can edit her own profile, change her password, add social 

media information (LinkedIn). Because she is primary contact, Jennifer can also access her organization’s 

profile: 
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4. Organization Information:  Jennifer can access NITL’s profile and edit things like address, email address, 

website and phone number. She can also request her removal from the Primary Contact role.  
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5. Adding Individuals to your Organization:  Using the “Manage Org Individuals” link will allow the primary 

contact to make changes to the individuals associated with the organization.  

 

 
 

Click “Add Individual.” 

 
 

Adding an individual will require First Name, Last Name, e-mail address and a password that you define.  
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6. Removing Individuals from your Organization: Within the “Manage Org Individuals” page, there is a 

section to “Request Individual Removal.” Submitting individuals for deletion is quick and easy.  Just click 

and submit. This will send an e-mail to NITL to manually remove the individual.  
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7. Paying Invoices (membership dues, event registrations, etc.):  On the home page, click “My 

Transactions” at the top. On this page you will be able to see open orders and invoices for you and your 

organization.  You will also be able to view your receipts.   Jennifer has an open order for NITL’s 

membership renewal; $450.  She can either pay with a credit card or print it and mail in a check.  Credit 

card payment is shown below. 

 
Jennifer needs to identify that the payment is for NITL, since it is for her employer’s membership dues.  

For items like an event registration or a miscellaneous purchase, Jennifer would identify that the 

payment is for herself. 
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8. Utilizing Individual and Organization Directory: From the home page, click either “Individual Directory” 

or “Organization Directory.”  

 

Individual Directory – You can search by first name, last name, organization name, geographic location, 

email address, etc.  

 
Organization Directory -You can do basic searches by organization name, geographic location, or primary 

contact name.  
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9. Online Store:  All of the items available for sale by NITL including memberships and event registrations 

are listed for purchase in the online store.   

 

Because Jennifer is a Primary Contact, the system is prompting her to first disclose for whom she is 

shopping; herself or NITL.  Certain products, such as NITL organization memberships, are available only to 

organizations.  Other products, such as event registrations and Affiliate memberships, are available only 

to individuals.   

 

Once Jennifer identifies for whom she is shopping, the system will present only the relevant store 

products available at the time.  From there, purchase and payment work the same as described in item 

#7. 
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10. Resources: The “Resources” link offers different types of member resources, from general information 

relating to the industry, government affairs-related documents, and NITL in the press. 

 

 
 

 

 
National Industrial Transportation League 

7918 Jones Branch Dr., Suite 300 
McLean, VA 22102 

 
703-524-5011 

 
If you have any questions regarding the member pages of NITL.org, please contact Adri Mundy 

 

mailto:amundy@nitl.org

