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I WANT TO VIEW AND UPDATE THE INFORMATION 
IN MY PERSONAL INFORMATION SECTION 

Step 1 
Click on About Me. On the About me page the Personal Information section should be 
towards the top. 

 

Step 2 
Click on Edit 
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Step 3 
Change the details in the fields that need changing. Note: The Financial status 
field is not able to be changed 

 

Step 4 
Click on Save 

Click here to return to the Contents page 



IEU(SA) MEMBER PORTAL: 
FREQUENTLY ASKED QUESTIONS 

5 

 
I WANT TO VIEW AND UPDATE MY JOB TITLE DETAILS 

 
 
Step 1 
Click on About Me. On the About me page scroll down to the Job Details section 

Step 2 
Click on the dropdown next to Job Title – Main and select from the options the 
one you wish to update to 
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Step 3 
Click on the dropdown next to Job Title – Detail and select from the options you 
wish to update to. Note: Available options are based on the job title specified in 
the Job Title – Main field, if no option is available that applies to you either leave 
blank or contact us 

 

Step 4 

Click on Save 

Click here to return to the Contents page 
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I WANT TO VIEW AND UPDATE MY CONTACT DETAILS 
OR ADDRESS 

 
Step 1 
Click on About Me. On the About Me page scroll down the page to the Address 
and Contact Details section 

 

Step 2 
Click on Contact Us 
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Step 3 
Select Change Request from the Enquiry Type dropdown 

 

Step 4 
Type in a subject i.e "Change of email address" 
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Step 5 
Type Message i.e "My work email address is now test@ieusa.org.au" 

 

Step 6 
Click on Submit 
 
 

 

mailto:test@ieusa.org.au
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Step 7 
Click on Finish. One of our staff with action your request shortly 

 

Click here to return to the Contents page 
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I WANT TO VIEW AND UPDATE  
MY CONTACT PREFERENCES 

Step 1 
Click on About Me. On the About me page scroll down to the bottom of the page 
to the My Preferences section 

Step 2 
Click on Edit 

 

 

https://memberportal.ieusa.org.au/Members_SA/My_Profile/About_Me/Members_Sa/Content/MemberPortal/Tabs/My_Profile.aspx?hkey=d8cd4f7f-a926-482a-bbd1-a4e38115fcbc
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Step 3 
Change the preferences options you wish to update. Note: By selecting no bulk 
email you will only receive emails that are official IEU business and must be sent 
to all members. If you receive an email from us that you are not interested in 
rather than opting out simply delete the email. 

 
Step 4 
Click on Save 

Click here to return to the Contents page 
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MY SALARY HAS CHANGED, AND I WANT TO UPDATE  
MY MEMBERSHIP FEE CATEGORY 

Step 1 
Click on About Me. On the About Me page scroll down to the Employment 
Details section 

 

Step 2 
Click on Contact Us 
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Step 3 
Select Change Request from the Enquiry Type dropdown 

 

Step 4 
Enter a subject i.e change of Fee Category 
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Step 5 
Enter your new fee category or gross annual salary into the message field 

 

Step 6 
Click on Submit 
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Step 7 
Click on Finish. One of our staff will action your request shortly 

Click here to return to the Contents page 
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I WANT TO VIEW MY EMPLOYMENT DETAILS 
AND UPDATE THEM 

Step 1 
Click on About Me. On the About Me page scroll down to the Employment details 
section 

 

Step 2 
Click on Edit 
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Step 3 
Update your employment details as required. Note: Your fee category cannot be 
updated here 

 

Step 4 
Click on Save 

Click here to return to the Contents page  
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I WANT TO UPDATE MY WORKPLACE 

 
Step 1 
Click on My Workplace 

 

Step 2 
Click on Contact Us at the bottom of the My Workplace page 
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Step 3 
Select Change Request from Enquiry Type 

 
 

Step 4 
Type in a subject i.e "Change of school" 
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Step 5 
Type in a message i.e "As of 2025 I will working as a TRT" 

 

Step 6 
Click on Submit 
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Step 7 
Click on Finish 

Click here to return to the Contents page 
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I WANT TO UPDATE MY PAYMENT METHOD 
OR PAYMENT FREQUENCY 

Step 1 
Click on My Payment Details. On the My Payment Details scroll down to the 
button under the Update Payment Details section 

 

Step 2 
Select the new payment method from the dropdown 
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Step 3 
Select the new payment frequency from the dropdown 

 

Step 4 
Click on update 

Click here to return to the Contents page  
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I NEED TO UPDATE THE BANK DETAILS THAT MY FEES 
ARE DEDUCTED FROM 

Step 1 
Click on My Payment Details. On the My Payment Details page scroll down to 
the Credit Card and Bank Account section 

 

Step 2 
Click on Add Payment Details. Note: We are currently unable to process updates 
of credit card details directly through the portal 
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Step 3 
Enter the name on your bank account 

 
 

Step 4 
Enter the BSB 
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Step 5 
Enter the Account number 

 

 

Step 6 
Agree to the terms and conditions. Our Direct debit service agreement is available 
on the website 
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Step 7 
Click on Add 

Click here to return to the Contents page 
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I WANT TO LOG INTO THE LEARNING HUB 

 
Step 1 
Click on Learning Hub 

Step 2 
Click on Username and enter your Learning Hub username. Note: Your 
username is your member number with sa at the front i.e sa5002968 
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Step 3 
Click on password and enter your Learning Hub password. Note: Your default 
password will be ieusa@22 

Step 4 
Click on Sign In 

Click here to return to the Contents page 
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I WANT TO GENERATE A TAX RECEIPT 

 
Step 1 
Click on My Receipts 

 

Step 2 
Select the financial year from the dropdown. Note: The last two financial years 
are available. If you need a receipt from a prior year please contact us 
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Step 3 
Click on Generate 

Click here to return to the Contents page 
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I WANT TO CHANGE MY MEMBER PORTAL PASSWORD 

 
Step 1 
Click on About Me. On the About Me page scroll down to the Change your 
password section 

 

Step 2 
Click on Change password 
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Step 3 
Enter your current password. By default it will be your member number and 
surname with a capital and no space 

 

Step 4 
Enter your new password per the password complexity requires detailed at the 
bottom 
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Step 5 
Re-enter your new password to confirm 

 

Step 6 
Click on Save 
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Step 7 
Click on Close 

Click here to return to the Contents page 
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