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Step-by-Step Guide



Step 1

• If you are registering alone click 
on the Myself button (Green).

• If you are registering as a group, 
or on behalf of others, click on 
the Myself and/or My Group 
button. (Red)



Step 2

• If you would like to become an IAAPA 
member, click on the Join IAAPA button 
(Green).

• If  you do not want to become an IAAPA 
member at this time or are already a 
member, click on the Continue To Register 
button. (Red)



Step 3A
• If you have a pre-existing IAAPA login (valid for 

both members and nonmembers), insert your 
username and password and press the Log in 
button (Green). Your username is your email.

• If you do not have a pre-existing IAAPA login, click 
on the Create a Login button (Red).

• If you believe you have an IAAPA login but do not 
remember your password, click on the Forgot your 
password? text below the login button (Purple).

• If you need any assistance logging in, please 
contact ESA@IAAPA.org for assistance. 

mailto:ESA@IAAPA.org


Step 3B
• If you need to create an IAAPA login, fill out the 

required contact fields.

• The answer to the last question, Please enter the 
sum of 5 plus 2, in single digit format, is 7.

• If you run into any errors like the one below, please 
contact ESA@IAAPA.org.

mailto:ESA@IAAPA.org


Step 4A

• Once logged in, fill out all required 
fields with a red asterisk * on the 
Personal Information page.

• First Name, Last Name, 
Certifications, and Email are not 
editable and come directly from your 
IAAPA login information. If this 
needs to be changed, please contact 
ESA@IAAPA.org 

mailto:ESA@IAAPA.org


Step 4B

• If a visa invitation letter is needed to attend, please 
select the checkbox (Green) and fill out the 
required information.

• Visa letters are downloadable on the confirmation 
page once registration is fully paid.

• Click Next on the bottom of the page once you are 
done.



Step 5
• Select any upgrades for purchase or 

click on the Next button.

• If you have already started registering 
as a non-member and decide you would 
like to be a member of IAAPA, please 
contact ESA@IAAPA.org  

• NOTE: IAAPA Members will not see the 
Education Conference upgrade option 
since this is included with your 
registration.

mailto:ESA@IAAPA.org


Step 6

• Select any special events you would like 
to attend.

• Use the date filters to help you decide.

• All special events are subject to additional 
fees.

• Click Next on the bottom of the page 
once you are done.



Step 7A

• Review the information you have 
submitted.

• If needing to change any information, 
please click on the Edit button (Green).



Step 7B

• Fill out the optional sustainability questions.

• Upload any tax exemption form if eligible.

• Agree to the cancellation policy.

• Click Next on the bottom of the page once you are 
done.



Step 8
• If you have an exhibitor guest 

code or a discount code, insert it 
in the box (Green) and click on 
the apply button.

• If the code is valid, the order total 
will be changed.

• If there is still a remaining balance, 
choose to pay either via Credit 
Card or Wire Transfer and insert 
your information.

• Click Submit on the bottom of the 
page once you are done.



Step 9
• You are now registered for the event!

• Click on the buttons to Download your 
invoice (Green) or Visa Letter (Red).

• If needing to add special events or 
modify your registration details, click 
on the button circled Purple.

• If you are still in a balance due state, 
you can click on the Submit Payment 
button to pay the remaining balance. If 
there are any issues regarding 
payment, please contact 
Registration@IAAPA.org 

mailto:Registration@IAAPA.org


Enjoy The Expo!
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