
Agency Registration Instructions

Registering your agency with eMediaTRADE to receive electronic invoices is a quick and easy process that should only take a few minutes. This service is free for agencies, so no credit card or billing information will be required upon completion. Additionally, please have the person at the agency that will be in charge of downloading invoices be the one to register. To begin the registration process, go to emediatrade.net and click on the word REGISTER. 
Step 1: Enter your email address. (Use Internet Explorer 8 or above or Mozilla Firefox, DO NOT use Google Chrome…for now)
Step 2: Enter your Company Name, your name, your Business Type (Agency), the agency’s Telephone Number, and for the MSO/Station Operator field select NONE.

Step 3: Enter your Fax, Address, City and State or Province (Provinces are listed below the States), Country, Postal Code, and Software System the agency uses.
Step 4:  Create your Password, ID Confirmation Question and Answer, Referred by (list who referred you to the site or leave blank), and any comments (comments field may be left blank)

Step 5: Review the summary and make any corrections on this page (DO NOT hit your browser’s back button). If all your information is correct, click the “submit” button.
Last page: Terms of Use/End User Agreement. On the legal page, scroll to the bottom to accept this agreement (again, DO NOT hit your browser back buttom.) Select Agree.
You are done. Thank you for registering! We look forward to working with you.
Your registration has been submitted to our support department.  They will review your information and activate your account (Please give them two to three business days to do so). When your account has been activated you will receive a “welcome” email that will include your Login Email and Password as well as your EMT# (this is a five digit number that our system will assign your agency).  This number will be used by the stations as your Agency ID number for any invoices that will be sent to your account through the eMediaTRADE system.
If you have any questions, please call our Support Department at 770.642.7440 or email them at support@emediatrade.net. Support hours are Mon-Fri 9am – 6pm EST.
