Enrollment Instructions for Education Correspondents

To enroll employees:

Go to http://www.AHIPinsuranceeducation.org. Enter username and password.

1.

2. Click on “CATALOG" followed by “BROWSE CATALOG.”

3. Under%TOPICS” select “SEE ALL ITEMS” which expands to “BookEH and Self
Study 8.”
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NOTE: The Book icon M s used to order textbooks; the Self Study icon ‘B is used to
order courses only.

4. To order courses, click “SELF STUDY ®.”
5. Find the course you wish to order and click “PURCHASE.”
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http://www.ahipinsuranceeducation.org/

NOTE: If “Purchase” is not visible on your computer, the computer screen resolution
must be adjusted to 1024 by 768 pixels. Contact your network administrator for
assistance.

6. Select the semester for which the student desires to register.
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7. Verify the product selected and click “ADD EMPLOYEES TO CART.” A window
will open, which lists employees assigned to your branch.

Window opens after
clicking “Add
Employees To Cart”
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Click “Add Employees

Metwrork Management (AHMESD) To Cart”

8. Select the employees by checking the corresponding box next to the username.
9. Once all employees are selected, click the “SUMBIT” button at the bottom of the
window.

Click “Submit” after
making selections.

Select employees
by checking the
box.
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10. Verify the items in the shopping cart. Click “CONTINUE SHOPPING” and repeat
steps 3 through 9 to add additional courses for employees.

To order textbooks:

11.To order textbooks for employees, from the shopping cart, click “CONTINUE

SHOPPING.”
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12.Under “TOPICS” click “SEE ALL ITEMS,” and then, click “BOOKSHA.”
13. Select the book by clicking “PURCHASE.”
14.Verify the product and click “ADD EMPLOYEES TO CART.” A window will open
listing the employees assigned to your branch.
15. Select the employees by checking the corresponding box next to the username.
16.0nce all employees are selected, click the “SUBMIT” button at the bottom of the
window.
17.Verify the items in the shopping cart. Click “CONTINUE SHOPPING” and repeat
steps 12 through 16 to add additional books for employees.
Completing the order:
18.0nce all desired items have been added to the shopping cart, click “PROCEED
TO CHECKOUT.”
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19. Confirm the billing and shipping addresses.
20. Select shipping method by choosing one of four options in the drop down of the
shipping method field. Click “NEXT.”
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21.Verify order summary. If order is correct, click “NEXT.”
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NOTE: Button Explanation on Order Summary page.

e Back — use to view previous screens

e Delete Selected — use to delete unwanted items by checking the box next to
the item to be deleted

e Update Cart — use to update product quantity (books only) by changing the
guantity number and clicking “UPDATE CART”

e Next — proceeds to next screen



22.Enter payment and billing information. Click “COMPLETE PURCHASE.”
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23.The next screen displayed will be the Payment Confirmation. Print for your
records.



