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Intro To MemberHub (for NEW or recently REORGANIZED PTAs) 
 
Welcome to Florida PTA.  One of the benefits of being a PTA in Florida is having access to MemberHub, a FREE 
online tool (valued at $1,200) that will allow you to electronically manage your PTA’s members, officers and 
good-standing requirements. 
 
Registering your officers to gain access to MemberHub: 
 
In order to gain access to MemberHub, your PTA must first register its officers.  If your PTA has not registered 
its officers, please do so by completing the online fillable form found at www.floridapta.org (click on the green 
button in the top right-hand corner that says, “New & Returning Officers – Click here”). 
 
A unique personal email address is required for each officer.  Your email address is your username in 
MemberHub, so it cannot be reused the next year by another person who takes over your office/position.  For 
example, while a generic email address like President@ABCPTA.org is helpful to ensure information is passed 
from an outgoing to an incoming officer, it cannot be used that way in MemberHub.  (Note:  You can continue 
to use generic email addresses to conduct internal PTA business, but for Florida PTA and MemberHub purposes, 
a unique personal email address is required.) 
 
Another advantage to using a unique email address is that your MemberHub profile can follow you from school 
to school and PTA role to PTA role.  For example, if you are an officer at more than one PTA, you only need to 
login to MemberHub once to access the hubs for each of your PTAs. 
 
Logging in to MemberHub for the first time: 
 
Once your PTA’s officers have been registered and all compliance requirements have been met (bylaws 
approved/updated, membership dues received, tax requirements met, etc.), Florida PTA will grant your PTA’s 
officers access to MemberHub.  Each officer added will receive an email confirmation from MemberHub.  To log 
in for the first time, simply go to memberhub.com, click on Login, enter the email address with which you 
registered, and click on “I need to create my password”.  After logging in, you will be able to find helpful tutorials 
for most MemberHub processes (adding additional officers, adding cash/check members, paying membership 
dues, setting up a store, etc.) by clicking on “Walk Me Thru” in the bottom left-hand corner of your screen. 
 
Membership Cards: 
Florida PTA will not be printing and mailing paper membership cards to your PTA.  Membership cards will be 
available by entering your PTA’s members into MemberHub. 
 
Once a member has been entered into MemberHub and marked PAID, the system will email the member a dues 
receipt that will include a link for them to click and print their membership card (or save it as a pdf if they choose).  
If a member does not provide an email address, your PTA will be able to print the membership card for them by 
clicking the blue icon next to the member’s name (see below): 
 

 
If you need assistance, please email: membership.data@floridapta.org or info@floridapta.org.  Thank you! 
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