
WFTDA Member Portal User Guide 

Updated March 2025 

This guide has been created to provide step-by-step instructions on how to set up an 

account, purchase your own personal accident insurance, and how to be designated as a 

League Administrator. For instructions for League Administrators to manage their 

league’s information, see the League Administrator Guide. 

Should you encounter any issues, please email portal@wftda.com. 
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ACCESSING THE MEMBER PORTAL 
The WFTDA Member and Insurance Portal (Member Portal) is located at 

https://wftda.ps.membersuite.com/ (there is a link to the Member Portal on the WFTDA 

Resources website at resources.wftda.org), and is best viewed on a computer. 

If you are a returning user, enter the email address affiliated with your account and your 

password.   

The Forgot your password? Click here link can be used to reset your password. See the 

section below for more information. 

If you are a League Administrator looking to manage your league, you will log in with your 

own user account and access your league’s profile through a link on your profile. Learn 

more in the WFTDA Portal Administrator Guide (linked on the login page). 
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CREATING A NEW ACCOUNT 
If you have never purchased insurance from WFTDA, or never participated on a WFTDA 

charter roster, you may need to create a new account. Do not create a new account if 
you’ve had an account before and are joining a new or second league, instead you should 

request a transfer as instructed later in this guide. 

Click on the Create a User Account link under the login fields. 

On the Log In or Create Account page, enter your first and last name, email address 

(which will be your login email address), and your postal/zip code and click Continue. 

Next, you will enter your profile information.   
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You may upload a profile photo under BASIC INFORMATION, but it is not required. 
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Next, create a password that you will use to access the member portal and enter your 

First and Last Name. This should be the legal name or name you use publicly. It will be 

used on team charter rosters and any insurance policies. 

Enter your phone number and address information. This is necessary for US insurance 

and WFTDA will not use it to contact you. 

Next, complete your COMMUNICATIONS PREFERENCES. 

You are automatically set to not receive emails, but if you wish to receive newsletters with 

important information from WFTDA or WFTDI insurance, or if you are in a leadership role 

with your league, deselect that box. Then you may select which communications you 

receive once you are receiving email. 
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If you wish to receive information from WFTDI partners, click the box to consent to share 

your data under DATA SHARING. 

You may ignore the INSURANCE section. 

Finally, complete the INFORMATION section. Your Derby Name, Derby Name, Uniform 

Number, and Derby Name Pronunciation are important for WFTDA Charter Roster 

submissions, so please complete these accurately. Then, add your Date of Birth. 

If you have an affiliation with more than one league, enter the number of your primary 

league jersey. When your secondary league submits a charter, their Roster Manager 

should change the uniform number manually in the charter roster, and inform WFTDA 

Charters (charters@wftda.com) of the number change for this league. WFTDA will put a 

note for that team for future charter submissions. 

Click NEXT. 
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You will see the Annual Signatures page. This will display again at the start of each 

calendar year with any signatures that WFTDI or WFTDA require from each participant. 

Use the pulldown menus to accept the statements that are linked on the page, and enter 

your legal name in the signature page.   

Click on Continue & Confirm. 

The system will load the page with the signature completed. Click Previous to make 

changes, or click on Save Changes to complete the signup process. 

The system will confirm that your submission was saved. If you click on Home, it will take 

you to your portal home page with your information completed. 

Your League Administrator will complete any additional role assignments and you may 

proceed to purchase insurance, if you wish. 
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Multiple Identities Detected Page (For those assigned as 

League Administrator) 
If you are a league administrator in the WFTDA Dashboard and login, you may first see 

this page before seeing your Member Portal Home page. 

To log in as the league admin, select “LEAGUE NAME (Organizational)”. You will be able to 

manage transfers, purchase league insurance coverage, and manage organization 

contacts from this screen.   

To manage your individual account, you’ll need to click on the link that contains “YOUR 

NAME (Individual).”   

In each case, you will have a link on your Member Portal Home page under the contact 

information to switch between the two identities. This multiple identities page only 

appears once, so moving forward, you will use the link on your home page to toggle 

between the two identities as needed. 
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FORGOT/RESET YOUR PASSWORD 
If you ever forget your password, click on the Forgot your password? Click here link 

under the login fields. 

It will take you to a page to enter the email address you entered to register in the member 

portal. Once entered, it will send a reset email to your email address. If you no longer have 

access to your email address, or don’t receive your password reset email, email 
portal@wftda.com for assistance. 
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MEMBER PORTAL HOME PAGE 
The portal home page displays all your important information. 

Note: The My Reports button only displays if you’re a WFTDA volunteer with access to 

WFTDA reports. 

EDIT PROFILE INFORMATION 

To edit your personal information, click on Edit Profile Information. See the Creating a 

New Account section above for specifics on the information we collect. 

CHANGE YOUR PASSWORD 

If you wish to change your password, click on Change My Password. 
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Enter your current and new password and click on Save Changes. 

MANAGE TRANSFER REQUESTS 

See the Requesting A League Transfer Section below for an explanation of how to request 

a transfer to a new league, or join a secondary league. This is also how you will join your 

league if you’ve just created a new account. 

LEAGUE ADMINISTRATOR LINK 

If you are a League Admin for multiple leagues, you will see your league affiliation links 

below the buttons. Use these to toggle between your league page (as an admin) and your 

personal page. Learn more in the League Administrator Guide.. 

MY ACCOUNT 

The My Account area will display your last payment to WFTDA (for insurance payments). 

OTHER AREAS OF THE HOME PAGE 
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WFTDA MEMBERSHIP 

Ignore the WFTDA Membership area. This displays your league's WFTDA membership 

information and is for your League Administrator to pay your league’s annual 
membership dues, and is not tied to insurance. 

WFTDA INSURANCE 

The blue WFTDA Insurance section is where you will find links to manage your insurance. 

LEAGUE MEMBERS 

The League Members section only displays fully for League Administrators. You may 

ignore it. 

REQUESTING A LEAGUE TRANSFER OR ADDING A 

SECONDARY LEAGUE TO YOUR PROFILE 

From your Profile page, you may also update your league affiliation and request league 

transfers by using the Manage Transfer Request link:   
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The Request Transfer page will appear. 

If you are a member of a league, all your relationships to the league will be listed here. To 

leave your league, click the Remove link from each of your league roles. You will 
automatically be removed from the league. If you are dual rostered on two different 

leagues, DO NOT remove yourself from your primary league, and go to the next step. 

To affiliate your new account with your league, request to transfer to a new league, or add 

a secondary league membership, click on the Request Transfer button. 
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Use the drop down menu, or begin typing your league to bring up your league selection 

faster. Select your LEAGUE (not team), then click Continue. Make sure to select the league 

name and not one of their charter teams. If your league isn’t listed, please do not proceed. 
Contact your league admin for further instructions. 

The league will reflect in the Pending Transfer Requests until the requested league’s 

League Admin accepts the transfer request. 

NOTE: If you are dual rostered on two leagues, on the home page, only one league will 
show up under your name. You may still have a relationship in two leagues. If you wish to 

have a different league appear on the home page, email portal@wftda.com for help. 
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WFTDA INSURANCE MANAGEMENT IN THE 

MEMBER PORTAL 

PURCHASING INSURANCE 

WFTDA Insurance may be viewed or purchased by scrolling to the blue WFTDA 

Insurance box on your profile page, below the WFTDA Membership box which pertains 

only to your league’s WFTDA membership and is not tied to WFTDA Insurance. In the blue 

WFTDA Insurance box, select Purchase New WFTDA Insurance to purchase coverage, or 

Renew/View My WFTDA Insurance to view current, active coverage and insurance 

effective dates or renew your expiring policy.   

For new skaters of WFTDA-Member leagues, please wait to purchase coverage until your 

League Administrator accepts your transfer request or you will be charged the higher, 
non-member rate, which is non-refundable. 

Read the WFTDA Insurance FAQ if you have insurance questions. 
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To purchase coverage, click on the Purchase New WFTDA Insurance OR, if you are 

renewing, click on the link to View/Renew WFTDA Insurance. The appropriate link will 
appear based on your current coverage status. 

For individuals whose leagues pay for your insurance, click on the My league is paying for 

my insurance link, which will skip the next step and will take you to the waiver screen to 

sign the necessary forms and generate the link for your league to pay for your insurance. 

On the Purchase Insurance page, select the appropriate insurance product you want to 

purchase. If the price reflected is $0.00, you are not eligible for that coverage (only League 

Administrators can purchase league liability insurance). Coverage may not be renewed 

more than 90 days from the coverage expiration date. 

Select the product and click Continue. 

IF RENEWING 

To renew your existing coverage, click the View/Renew WFTDA Insurance on your portal 
home page, find your current policy and click the “View” link (note: if your policy has 

already expired you will need to go back to the portal home page and purchase new 

coverage). 
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You will be directed to sign the Release and Waiver of Liability and answer qualifying 

certification statements. 

Please review each carefully, this is a legally binding agreement. If each statement is not 

valid, you aren’t eligible for coverage, so you should not proceed to purchase and should 

contact insurance@wftdi.com. 
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After agreeing to the statements and entering your name in the Signature box, click 

Continue.   
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NOTE: Individuals whose leagues are paying for your insurance will complete the process 

at this point. Please note that your league administrator has 30 days to pay for the 

insurance or your application will be deleted and you will need to sign again. Coverage is 

not active until it is paid for, and skaters may not participate with their leagues until 
coverage is active. Information on how to pay for an individual’s insurance is available in 

the League Administrator User Guide. 

You will be directed to the Enter Billing Information page to make your payment. You 

may pay by credit card or bank account.   

Follow the prompts to complete your purchase. Once complete, you will receive a 

confirmation of your order email. Retain the email for your records. 

PROOF OF INSURANCE 

Your coverage can be verified using your Member ID, which can be found in the 

confirmation of purchase email, as well as on your Member Portal profile page in the top 

left corner (pictured on next page). This is the number that should be provided for 

insurance verification purposes. 
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OTHER INSURANCE PROVIDERS 

if your league has other insurance, that can be added in the Edit My Information link. 
WFTDA Special Event coverage can be purchased (for those who qualify) in the Purchase 

WFTDA Insurance link. This information is not required. 
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