
Endorsement® Renewal Step-by-Step Guide 

1. Go to the WI-AIMH website here: https://wiaimh.org/membership to renew your 2019 WIAIMH membership if 

you have not already done so. Simply click on the link for Individual or Group Membership and follow the 

prompts depending on whether you are solely renewing for yourself or are perhaps renewing for your team. A 

1-year membership is $60; 2-years is $110 (cost savings of $10) and a Group Membership has a discounted rate 

of $45/person (cost savings of $15 per person). If you have already renewed your membership you may skip to  

Step 2.  

 

2. Log-in to EASy here: https://easy.mi-aimh.org/wi-aimh on your lap top or desk top computer using Chrome 

or Mozilla as your web browser. (These are the two web browsers that support EASy functionality; 

smartphones and tablets may struggle to display all features due to the program not being as mobile friendly).   

 

https://wiaimh.org/membership
https://easy.mi-aimh.org/wi-aimh


a. If you forgot your username please send an email to WI-AIMH’s Endorsement Coordinator, Ashley 

Bowers, at abowers@wiaimh.org and request a confirmation of the username associated with your 

Endorsement Application.  

b. If you forgot your password click on the “Request Login” button under “Trouble logging in?” and you will 

be prompted to enter your username. Once submitted your password will be reset with a temporary 

password emailed to your email on file with EASy.  

 

3. Upon logging in, you will see the Dashboard display. Click on the “Details” tab to update your membership 

expiration to your new expiration date if you have not already done so. If your membership expiration date is 

already current in EASy (for example you already renewed it and updated this tab, were recently Endorsed in 

2018 or renewed for 2-years in 2017) skip to Step 4.  
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a. Once the details tab is open, you’ll scroll down to mid-page and update the field labeled “Expires*” to 

the appropriate expiration date. For example, if you renewed for 1 year your new membership 

expiration date would be 01/01/2020. If you renewed for 2 years, your new membership expiration date 

will be 01/01/2021. Once you’ve updated your membership expiration date, click “Save ”  

 
Should you ever need to, this is also the tab where you can update/amend your address, telephone 

number, email, etc.  

4. Next, you will enter in your continuing education training. Remember, you need 15 continuing education hours 

for renewal which can come from a single training or a combination of trainings completed in the previous year. 

You may get to the Training tab two ways: 

a. If you are still in the Details tab from Step 3 you can click on the Trainings tab located along the heading: 

 
b.  If you are on the main Dashboard display page you may click on the Trainings option which is the third 

from the bottom of the list:  



 
 

c. Once you are in the trainings tab you will click on “Add Entry” located in the bottom right of the display: 

 
 

d. Complete all of the fields with an asterisk*.  Please provide additional information about the training if it 

is not clear from the training title which competencies, as explained in the Competency Guidelines®, 

were addressed in the narrative box provided as the more information you provide the easier for our 

reviewers to determine appropriateness of the training for approval. Upon completion of all required 

fields and the narrative box, if applicable, click “Save”: 



 
 

e. Once you select “Save” you will see the training appear in your training list as the most recent entry. 

Now you will need to enter the competencies met by this training by clicking on “Edit Competencies”: 

 
 

f. Select all of the applicable competencies that you believe were addressed in your training. You will be 

limited to 1 competency per hour so please indicate the ones you believe were most thoroughly and 

adequately covered. Select the “+” symbol to expand the competency list in that category and the “-” 

symbol to minimize the competencies in that category as needed. Indicate the competency was met by 



clicking on the corresponding box which will then display a  mark to show it was selected. Once you 

finished entering the competencies met scroll down and select “Save Competencies”:  

 
 

g. Repeat steps 4c – 4f as many times as needed to enter in all applicable continuing education trainings 

(15 hours total at minimum).  

5. Once you have completed your continuing education Training entry (entries) you will return to the 
main Dashboard display by clicking on the “WI-AIMH EASy 4.0”symbol: 

 



6. A “Submit Endorsement for Renewal” button should now have appeared at the bottom of your 
Dashboard list. Click the “Submit Endorsement for Renewal” which will prompt an automatic email 
from EASy to be sent to our WIAIMH administrators indicating you are ready for your Endorsement® 
Renewal to be reviewed so that we may review for approval. 

 

7. Upon verification of current WI-AIMH membership in addition to review and approval that your 
training(s) meet the 15-hour minimum continuing education requirement you will receive an 
automated message from EASy confirming that your renewal was approved by the WI-AIMH 
administration. Our Endorsement Coordinator will also send a direct follow up email confirming your 
Endorsement is Active.  
 

You did it! 
Thank you for your continued commitment to the field of Infant Mental Health and Endorsement®! 

 


