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Serving as Administrator of your

organization's ACC Corporate Membership
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Responsibilities
You are ACC's first point of contact

Please let us know of changes to your department — you can update the roster

Annual invoicing process to renew your ACC membership

Serve as internal point of contact for those interested in ACC at your organization

You can use the Administrator's portal to make changes

Contact us at corporate@acc.com for anything you need.
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Step 1

Begin by going to ACC.com to log into
your account.

In the top right-hand corner of the
screen, you will see Member Login
button in red.

This is where you go to login (members
follow the same process to access their
account).
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organization. Download the report and learn more about ACC Research & Benchmarking Services.
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Step 2

Your Username is your email address.

If you have never logged into your
account before, your password is
Aql5bc32

The first time you log in, the web site will
prompt you to change your password.

If you changed it, your password is the
password you selected after you first
logged in.

If you forget your username or password,
please click Forgot your username or
password? and follow the steps to
change it.

ACC staff do not have access to your
password and cannot tell you what it is.
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>< Close

Login to MyACC

ACC Members

Username

email@acc.corm| =)

Password

Login

Forgot your username or password?

Not a Member?

The Association of Corporate Counsel (ACC) is the world's largest organization serving the
professional and business interests of attorneys who practice in the legal departments of
corporations, associations, nonprofits and other private-sector organizations around the globe.

Join ACC
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Step 3

Once you're logged in you will see MyACC
in the top right-hand corner.

* (Click on this!
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X Close

« After clicking on MyACC, you will see the
drop-down menu on the right
appear. When you do, click on the link
labeled My Profile & Preferences.

Welcome

Manage My Membership

‘ My Profile & Preferences

My Networks v

Find Resources

Log out
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Step 5

Once you are on the My Profile &
Preferences page, scroll all the way down
to the very bottom of the page and click
on Organizations You Manage

You will see your company’s name listed
there. Click on it.

Only Administrator accounts see the
Organizations You Manage tab. Member
accounts will not see that option.
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Y. My Phone Numbers =+ Add
A My Addresses + Add
Business: 1001 G Street, NW Ste. 300 W, Washington, DC 20001 [ # Edit
@ My Websites + Add
8 My Instant Messenger Accounts =+ Add
B Organizations You Manage v

Explore ACC

/\CC Resource Library Careers Membership

Chapters & Networks Services & Initiatives Advertising &

ACC Global Headquarters S hi
Education & Events About ACC ponsorship

1001 G Street NW

Suite 300W Privacy & Policies  © 1998-2018, Association of Corporate Counsel. All Rights Reserved.
Washington, D.C. 20001 USA

Contact f , in

Directory
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What can you do in the portal as the Administrator?

1. Edit your organization's information (e.g., update your address)

Pay your current year's membership invoice online using a major credit card
Download your current Membership Roster in Excel format

Email a new member application form to an attorney in your organization

Add a new member to your Membership Roster

AN S R S

Terminate a current member/ remove them from your Membership Roster
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Edit Organization Information | Pay Your Open Invoice

* You have entered the Admin Portal, once
you see Organization Information in the
top left-hand corner.

* Once in the Admin Portal, you can make
changes to your roster and pay any open
invoices.

* If you need to update information for
your company, click on Edit Organization
or Edit Demographics.

* If you need to pay an open invoice, click
on View Transactions.

* Openinvoices can be paid in the Admin
Portal, with most major credit cards.
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Corporate Counsel Resource Library ~ Chapters & Networks

ORGANIZATION INFORMATION

Education & Events Careers

Corporate 101-150 Renew / Expires: 12/31/2023

anization information is displayed below. You may update this information by clicking on the Edit link

Name: Association of Corporate Counsel
Corporate ID: 3371

NO PHOTO Type: Bar Association

Contact: Brett Mather # Edit Organization | / Edit Demographics

& View Transactions

Welcome back Katherine| Logout | View Cart

myacc /=

Services & Initiatives About ACC Membership

€GO BACK

Q Find it on Map
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Download Roster to Excel

* Towards the bottom of the Admin Portal
page, you will see your current member
roster.

* If you would like to download your roster
as an Excel file, click on Export Roster to
Excel.

* Note, if someone is a member of both
the ACC and has an additional
complimentary membership in the ACC
Section on Legal Operations, their name
may appear twice on your Membership
Roster. Do not be concerned at
this. Their membership actually only
takes up one spot on your Membership
Roster.

A8 Number of Lawyers Per Country

Country

CANADA
COLOMBIA

UNITED STATES

A& Organization Roster Export Roster to Excel Email Application Form +Add New

Last Name First Name

= Add New

Number of lawyers
5 # Edit
3 # Edit

25 # Edit

Organization Name

Member Relationship
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Email an Employee an Application Form

* To add a new ACC member, we need the
fO”OW|ng |nf0 rm atlon. Export Roster to Excel

* Preferred Prefix (Mr, Mrs, Miss, Ms, Dr)
* Firstand Last Name

e Title
2 3 4 5 6 7 a2 9 10

*  Email Address

u Organizaﬁon Roster I Email application form = Add New

i Add reSS Last Name First Name Member Type Organization Name
* Phone Number Moustafa Corporate Member Employee # Edit Individual
* There are two ways to add a new member to Tiftani Corporéte Member Employee E——
your roster. The first option:
. . . .. . Charla Corporate Member Employ . . . # Edit Individual
* Email Application Form: This is a great option Email Application Form /
if you do not have all the information Abeer Corporate Member Employ # Edit Individual

above for the person whom you wish to add.

* Oncethe application formiis filled out by the
new member, they will be added to your -
membership

*  You will then see them listed on your Roster. n

Karina Legal Operations Member | &mailto I P —
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Manually Adding a New Member

If you have all of the information needed
to add a new Member, you can manually
the person yourself to your roster by
clicking Add New.

All required fields are marked as such and
must be completed.

Once you fill out the information required
for your new member, they will
automatically be added to your roster.
They will also be sent a welcome email
with their login information (username
and initial password).

By in-house counsel, for in-house counsel®

& Organizalion Roster Corporate Member Join
lease select

Last Name First Name

Moustafa

Tiffani

Charla

Abeer

Karina

Member Ty

Corporate Mdy

Corporate Mg

Corporate M4

Corporate Mdy

Legal Operat

lect your company from the dropdown menu, If not found, refresh your browse

]

# Edit Individual

# Edit Individual

# Edit Individual

# Edit Individual

# Edit Individual

Email applicafion form =+ Add Mew I

Export Roster to Excel
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Search Your Membership Roster

e Click the “Search Roster” button at the top of
your Organization Roster I

UNITED STATES 25

# Edit

e This will allow you to search your member list

by First Name, Last Name and/or Organization A8 Organization Roster
* Click “Search” allow the results time to load _— Filter Roster Results: —
. . I
* You will see some names listed as “Corporate
Member Employee” and others listed as simply m
“Employee.” Note that only “Corporate Hide Search Conirols
Member Employees” are receiving member H|: - MEKETIE : !

benefits and taking up space on your
membership roster.

Last Name First Name Member Relationship Organization Name

Employes

Corporate Member Employee
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Removing a Member from your Roster

* Individuals can easily be removed from
your membership by clicking the
“Terminate Relationship” button next to

that person's name

« Once you click this button, it will take you

to a secondary screen where clicking

“Save” will officially remove that person ellejlelle AR 22 |[ 25 || 24 ][ 25 [ 26 || 27 [[ 28 [ 20 [[ 30 [ 31 || 32 | 33 [ 34 | 35
from your membership. You'll also have '
. . . er Relationship Organization Name
the option to cancel this action.
Employee Association of Corporate Counsel # Edit Individual

X Terminate
Relation

Employee Association of Corporate Counsel # Edit Individuzl X Terminate
Relation

Employes Aszszociation of Corporate Counsel # Edit Individuzl ¥ Terminate
Relation

Corporate Member Employee Association of Corporate Counsel # Edit Individual ®X Terminate
Relation
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ACC Legal Operations

Legal Operations Membership is for
professionals dedicated to managing
operations for a corporate law department
(i.e., the office of the general counsel) on a
full-time basis. This includes leaders of
operations overall, outside counsel and/or
vendor management, IT, financial
management, data analytics, project
management, process improvement and
litigation support. Being a lawyer is not a
requirement to join.

A Legal Operations professional is eligible to
occupy a spot on your roster. If a Legal
Operations professional wants to join, they
can join by filling out the application here.

* Currently, you’re unable to manually add a
Legal Operations Member in the admin
portal.

By in-house counsel, for in-house counsel®

ACC Legal Operations
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Join ACC Legal Operations and contribute to the advancement of law department management through knowledge-
sharing, collaboration, resources and education.

BENEFITS OF MEMBERSHIP

* Online resources and education

« Member forum and directory

* [nterest Groups and Regional Groups for knowledge-sharing
» Benchmarking opportunities

= Career resources and job listings

« Education and collaboration at the ACC Xchange

ELIGIBILITY

Membership is for professionals dedicated to managing operations for corporate law department on a full-time basis (i.e. in
the office of the general counsel). Being a lawyer is not a requirement 1o join.

Examples of corporate legal job categories that are not eligible include: contract administrators/managers, paralegals, law
clerks, and administrative assistants/legal secretaries/office managers. Questions about eligibility should be addressed
1o lawdepartmentops@acc.com.

Vendors to corporate legal departments, including consultants and law firm personnel, are not eligible to join. However, we do
welcome vendor and law firm support through sponsorship. For infoermation on sponsoring ACC Legal Operations webinars,
ads, branded resources, future conferences and more, send an email to marketing@acc.com.

ACC Join Page Legal Ops Homepage

New User Enrollment
Email address:

Email

Password:

Password

Re Enter Password:

Re Enter Password

ACC Services & Initiatives ACC.com

By in-house counsel, for in-house counsel &

Maturity Model



https://members.acc.com/ACCLegalOps/frmRegister.aspx?_ga=2.167002302.1628430822.1586788356-1797097221.1586179543
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Corporate Membership Ambassador Program

For members who act as liaisons between ACC and their department by spreading the word on opportunities
and benefits, we offer a special suite of programs, including:

* A unique program available at the Annual Meeting for Corporate Ambassadors
* Invite-only virtual networking sessions
* Quarterly Webcast Series

* Special discounts for ACC programs and events available only to corporate members

Pease let us know if you would like to nominate a Corporate Membership Ambassador!
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Any questions or issues?

Please email the ACC Corporate Membership team
at: corporate@acc.com or call 202-293-4103 x360
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