
STEP 1:
Make sure you are logged 
in to your AIRS Learn  user 
account.

TIP: The AIRS login you use for the 
Networker and the login you use for 
the AIRS Learn site are not the 
same. 

Everyone who registers for 
the conference must have 
an AIRS Learn User 
account. If you (or someone 
else you are registering) do 
not have an AIRS Learn 
User account, you can 
create one in less than a 
minute by clicking here. 



If you need to create an 
account ,you will be taken 
to this page after clicking 
“CREATE ACCOUNT”. Just 
fill in the information and 
then confirm by clicking 
“CREATE ACCOUNT” at 
the bottom of the screen.
 
Tip: Emails are CAP SENSITIVE so 
make sure you type it the way you 
will remember to enter it later!

Make sure to use the 
dropdown to choose what 
type of membership your 
organization has to get the 
right price and discounts!



STEP 2:
Once you are logged in and 
everyone who is registering 
has an account, go to the 
conference home page and 
click on the green “CLICK 
HERE FOR VIRTUAL 
CONFERENCE 
REGISTRATION” button. 

TIP: The home page can  can be 
found under the conference menu 
item on the main page or a link you 
received in an email or other 
communication. 



STEP 3:
Click on the green 
REGISTER button with the 
price listed beside it. 

Once you do, this pop up 
will display. Click 
“COMPLETE 
REGISTRATION NOW”



STEP 4:

Once you are on the 
cart/checkout page, you can 
complete the order by filling 
in the payment information 
OR you can add additional 
registrants (with user 
accounts!) by clicking here.

TIP: If you are registering  for others 
but not yourself, add your 
registration first and then click 
remove on the registration assigned 
to your name.  



Once you click “ADD A REGISTRATION 
FOR ANOTHER USER” this window will 
pop up where you can look for any other 
user with their email. Once you find the 
email, you can click on “ADD PRODUCT 
FOR THIS USER”.



STEP 5:
Look! My coworker has 
been added. Now we can 
proceed to checkout. 

Use the dropdown by 
payment method to 
determine if you want to pay 
now with a credit card or 
pay later with an invoice 
using a check. 

TIP: When the little blue 
box is checked, 
everyone you register 
will receive an email 
notification of the 
registration. 



If you choose to pay by 
check, this is the message 
you will see. 

Finish filling out the 
information and click 
“PLACE ORDER”



After placing the order (if 
you are paying my check), 
this the message you will 
see. 

The same message will be 
sent to you via email and 
can be used as an invoice. 


