
How to Register for the 2023 IRI Annual Conference 

This step-by-step guide will walk you through the registration process in Cvent. Please follow the 
directions carefully. Please note that IRI members must use their company email address when 
registering.  Those who wish to use one of your company’s complimentary registrations will be able to 
look up their company’s discount code at the end of the form. If you have any questions, please contact 
Mallory Smith at msmith@nam.org 

Step 1: Enter your name and company email address in the provided fields. You must use your 
company email address to access the discounted IRI member rates and list of complimentary 
registration codes. Select ‘IRI Member’ from the drop-down menu, tell you how you heard 
about the event, and then click Next. 

 

 

Step 2: Enter your contact information in the required fields and click Next. 

 

Step 3: Select the type of pass you want – either in-person or virtual. It will show a price, but you 
must select it even if you plan to use one of your company’s complimentary registrations. You will 
have the opportunity to look up and enter your company’s discount code on the last page of the 
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registration form, which will apply the complimentary registration and change the price of your ticket to 
$0.00.  

Please note: Virtual Event Pass only includes keynote livestream access and does not include any 
breakout sessions. Complimentary Registrations may not be used for a Virtual Event Pass. 

Answer the Dietary Restrictions question and select any add-ons you would like to include. The 
Companion tickets have additional fees which are not included in your conference registration.  

Once you have selected all passes and answered required questions, scroll to the bottom of the page, 
and click Next. 

 

 

 



Step 4: Review your Registration Summary and click Next. 

Step 5: Click on the link below ‘Order Summary’ to look up your company’s discount code (red arrow 
below). It is a PDF that will open in a new window. Each company has two codes, one for in-person 
attendance and one for virtual attend. Enter the desired code into the Discount Code field (green arrow 
below) and click Apply. This will remove the charge for your conference registration. If you have added 
any workshops or a Companion pass to your registration, those charges will still appear in the Order 
Total because the complimentary registration only applies to the conference registration. 

For those not using a complimentary registration: 

• If you wish to pay the IRI Member registration fee instead, select the payment method you want 
to use. Selecting Credit Card will make additional fields appear to enter your card information. 

• If you choose Purchase Order or Other, you will be contacted by IRI to make payment 
arrangements shortly thereafter. Your registration must be paid in full no later than Thursday, 
May 11. If payment has not be received by this time, you registration will be cancelled.  

  

Step 6: Once you have entered your discount code or payment information, click Submit. 

 


