
User Guide  

ICF Washington State  

Membership Digital Experience 
 

New Membership Platform  

ICF Washington State (ICF WA) has selected GlueUp as its new membership experience digital 

platform to help you stay connected and manage your membership.  

You can use Glue Up to: 

● manage your membership information 

● register for ICF WA events 

● view event details 

● Keep up to date with the latest news 

● stay connected with the ICF WA community 

● connect with other members through the directory, messaging, and community features 

You can access the new ICF WA platform in two ways: 

● on your phone using the My Glue app 

● on your computer through the ICF Washington http://icfwashingtonstate.org/  website 

(when you are logged in to the members area)  

Before You Begin 

When setting up your membership account, be sure to use the email address associated with 

your ICF membership. This will be the same email address where you have received your 

“Activate Your Account Now” email, and is the same one you have used in the past year to sign 

up for ICF WA events. Using the same email helps make sure your account connects correctly 

to your profile. 

If you are new to ICF WA, you may receive a welcome or activation email with instructions to 

get started. 

 

http://icfwashingtonstate.org/


PART 1: GETTING STARTED 

How to access the new ICF WA Membership Digital Experience 

on the Web 

You can access the new experience in a few different ways: 

● through a welcome or activation email from ICF Washington State 

● through a migration email (if the system was recently updated) 

● through the ICF Washington State website login area 

● through the My Glue mobile app 

Simple steps 

Step 1: Look for an email from ICF Washington State or GlueUp. If you cannot find it, you can 

request another one. Go to the website, click the “Login” button in the upper right corner, and 

click the link to request an account activation email. 

Step 2: Click the link 

Step 3: Log in if you already have an account, or complete the registration process if you do not 

 

PART 2: HOW TO USE THE ICF WA 

MEMBERSHIP EXPERIENCE 

How to use the ICF WA Membership Experience from your 

computer 

Simple steps 

Step 1: Open your web browser 

Step 2: Go to the ICF Washington State website, https://icfwashingtonstate.org. Click the Login 

button in the upper right corner.  

Step 3: Log in with your email and password 

https://icfwashingtonstate.org/


 

 

The ICF WA Membership Experience consists of two parts: 

1. The updated website (shown above) 

2. The member platform. 

 

When you click the button to log into the system, the Login button is replaced with a member 

drop-down menu.  

 

 
 

Clicking on the options in this menu will open a new tab in your browser so that you have 

access to the public website and the private members area.  

 



 
 

Note that the URL for the members area reflects our application of the GlueUp platform at 

GlueUp.com. 

 

ICF WA Website URL: https://icfwashingtonstate.org 

ICF WA Members Area URL: https://icfwashingtonstate.glueup.com/my/home/ 

 

You may use these links to navigate between the website and the members area at any time.  

 

What you can do on the website 

https://icfwashingtonstate.org 

 

At any time, even if you are not logged-in to the member area, you may access many of the 

features on our website. You can: 

● Read about ICF Washington State, how to join 

● View upcoming events for the chapter and ICF Global 

● Find out the latest news and subscribe to our newsletter 

● Get easy access to important resources from ICF Global 

 

<Put the menu listing and descriptions here?> 



How to browse events in the website 

 

What you can do in the members area 

https://icfwashingtonstate.glueup.com 

Once you are logged into the members area on your computer, you can: 

● View and manage your membership 

● Update your profile 

● Browse events 

● View event registration 

● Find other ICF WA coaches and exchange business cards 

● Update settings, including security and notifications 

How to manage your membership in the members area 

 



 

Simple steps 

Step 1: Click Memberships 

Step 2: Select your membership 

Step 3: Review or update your membership details 



 

 

How to update your profile in the member area 

From the membership details screen, you may change the information that is displayed in the 

members-only area, such as your industry, coaching specialization, and member visibility (to 

other coaches).  



 

Simple steps 

Step 1: Click on the link “Update My Member Profile” to 

Step 2: Update the fields as you need. Note you cannot change your verified email, since that is 

how you log in to the member area.  

Step 3: Click Save 



How to browse events in the members area 

 

Simple steps 

Step 1: Log in 

Step 2: Click Events 

Step 3: Browse events 

Step 4: Click an event for details 

How to view your event registration in the members area 

 



Simple steps 

Step 1: Go to Events 

Step 2: Select your event 

Step 3: Click View Registration 

How to find other coaches and exchange business cards in the members 

area 

When you have registered for an event, an Event Community will be available to you where you 

can see other members that are participating.  

 
From this area, you can select another attendee and share your business card.  

 

To see your connections, from Home, click on View My Connections to see other ICF WA 

Chapter members with whom you have shared business cards. 

 



Simple steps 

Step 1: Click Home 

Step 2: Click View My Connections 

Step 3: Select Business Cards Sent or Received. 

If the other member(s) has the setting enabled to exchange messages, you can send them a 

private, one-on-one message by clicking on the Message button. 

How to update settings in the members area 

Simple steps 

Step 1: Click your profile picture (top right) 

Step 2: Click Settings 

Step 3: Choose what you want to update 

 

You may update your profile photo, link your profile to LinkedIn, add additional verified email 

addresses, or update your phone from the Profile Settings. 

The Privacy Settings allows you to select who can find and see your profile within the 

members area (fellow chapter members only) and who can send and receive business cards for 

networking.  

Sign-in & Security allows you to link social media accounts, change your password, set up 

additional emails for notifications.  

Site Preferences are general settings for time-zone, currency, calendar display, etc.  



Notification Settings allows for configuration in fine detail. You may have different preferences 

for how you receive email from the platform versus how you are notified within the member area 

home, or the main screen (dashboard).  

  

 



 

22. Messaging and community on desktop 

You may see: 

● Direct Messaging 

● Community 

● Notifications 

● Directory 

Use these to connect and engage with other ICF Washington members. 
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