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Updating Your Profile and Submitting
Inquiries

1 Navigate toMyLIA Portal

https://scribehow.com
https://lia.member365.org/sharingnetwork/login
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2 Enter your registered email address and password then Click "Login"

3 This will be the interface that will appear after you log in.
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4 To view and update all your personal details Click "My Account"



Made with Scribe - https://scribehow.com 4

5 After selecting my account menu, procced with updating your personal
information "click my profile".
Here you can navigate to check membership certificates and invoices, also there is
an option to change your temporary password.

6 Click "Password" to update password after updating click the below button
"Update password" to complete and save the new password.
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7 To update information regarding any secondary contacts and primary contacts.
Click "Contact Info".

8 Click "Update My Profile" after completing all personal information update so that
all updates can reflect in your membership profile.
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9 Click "Membership" to view and download your membership certificates.
NB: Certificates will be available for download starting from July 2025.

10 Click "Invoices & Receipts" to view and pay your outstanding fees.
NB: Viewing and clearing of invoices is not yet functional on the portal.
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11 Click "Events" to view and register for upcoming events.

12 In case of inquiries Click "Inquiry" menu next to your name in the portal to create
an inquiry.
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13 After you have clicked "+Submit Inquiry" and you will be presented with this tab
where you will select the dropdown button to select the kind/type of inquiry you
have and after selecting fill out the details of your inquiry.

14 Once the inquiry form is completed Click "Submit Inquiry".
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15 To logout of the portal Click "Your name (right corner of the portal)". and you
will have the option to logout.

16 In a case whereby a member has forgotten their login password, they can click on
the forgot password option.
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17 After they click on the "forgot password" enter a registered email address and
click on the "Send Reset Request" button.


