
Instructions for Creating Associates  
on Officer Portal 

**Only the President, Treasurer, Secretary, and Inductor 
may create and report associates** 

 
Steps to create and report associates: 

1. Login to officer portal: http://officerportal.phisigmakappa.org/

 
 

2. Click on: ‘Members’ on the left hand side of the screen

 
 

 

 

 

 

http://officerportal.phisigmakappa.org/
http://officerportal.phisigmakappa.org/


3. Under membership changes click ‘Report New Associates’ 
 

4.  
 

5. Click Enter a New Associate Member 

 
 

6. Select the  icon for each row and fill out the information (See Step 6). 
 

7.  
a. If you need to delete a person, click the trash can icon 
b. If you need to add additional people, click Enter a New Associate Member 

8. Click the Submit Associate Member Class to National Headquarters button 

 

9. Enter the Date of Association and click Submit Associate Member Class to National Headquarters 
button: 

  



10. After submitting the system will automatically create an invoice and send it to OmegaFi. You may 
also print for chapter records. 

 

  



This invoice will have all the charges for your new associate class that the chapter is required to pay 
1. You have 4 options for payment: 

a. Pay through OmegaFi (preferred) 
b. Pay online at www.phisigmakappa.org  
c. Send a check or money order and the invoice to: 2925 E. 96th Street | Indianapolis | IN | 46240 
d. Call the headquarters at 888-846-6851 and pay over the phone by check or credit card. 

http://www.phisigmakappa.org/

