
 

Affiliate Organizations  

Becoming an Affiliate Organization allows you to take advantage of additional benefits that our newly 

upgraded LifeLearn system. A sample of benefits includes: 

o The ability to reserve a seat for your employees, guaranteeing a spot in that class.  

o The ability to manage your organization’s contact list so it is easy to register employees in 

classes. The new upgrade has eliminated reservation tickets. Instead you are able to register 

employees in one step with some of their basic information (like birthdate and email address). 

o Swap employees out on your own, instead of requesting a transfer. 

o Pay immediately via corporate credit card or arrange to be invoiced. 

o Assign several people as purchasing agents within your organization. 

There are two ways to use the Affiliate Organization function in LifeLearn – register by employee and register 

by class. 

Register by Employee: 

- First, log in on the affiliate login page https://lifelearn.northampton.edu/modules/affiliate/index.html  

- Click on “My Account” on the blue menu bar and choose “Contact Management”.  

 

 
 

- All of your contacts will appear. If you don’t have any contacts/employees associated with your affiliate 

account, you’ll need to add them now. (please see instructions on “What is a Contact and How to Add 

to your Account”) 

 

https://lifelearn.northampton.edu/modules/affiliate/index.html


- Click on the 3 dots on the right side next to the appropriate contact. Then, click on “register”. 

 

 
 

- This will bring up all sections available for registration. Find the section you’d like to register the 

employee for and click “Select” on the right side. If you’d like to choose multiple sections, click the box 

on the left of each desired section. 

 
 

 

 

 

 

 



 

- At the top of the screen, click “Add to Cart”.  

 

 
 

- In the cart, choose appropriate payment method and click “proceed”. For information about additional 

payment methods, please visit https://www.northampton.edu/noncredit/affiliate-organizations.htm  

- You must agree to “Terms and Conditions” before proceeding to payment. 

- If you choose “credit card”, you will be taken to our external credit card site. After payment is 

processed, you may be asked to log back in, depending on the browser you are using.  

 

 

 

 

 

 

 

 

 

 

 

 

https://www.northampton.edu/noncredit/affiliate-organizations.htm


- You can check what classes you’ve registered your employees in by going to “My Account” on the blue 

menu bar and clicking on “Contact Registrations”. If you’d like to swap employees, drop an employee 

from a class, or see the employees’ activity history, click on the 3 dots on the right side next to the 

employee’s name.  

 

 
 

- To register by class, search for the class by catalog or by using the search tool. 

- Once you’ve found the desired class, click on sections 

 

 

 



- A separate box will pop up. (this may take a moment) Click on reserve. 

 

 
 

- This will bring up your contact list. Add contacts now if necessary (please see instructions on “What is 

a Contact and How to Add to your Account”) 

- If you are only registering one employee, click on “select” next to their name on the right and click on 

“Add to Cart”.  Or choose multiple employees by clicking on the checkboxes next to their names on the 

left and click on “register selected” that will appear on the right side, and then “Add to Cart”. 

 

 

 

 

 



- Proceed to checkout. You may be asked to log back in after processing your credit card payment, 

depending on the browser you’re using. 

 

 

- Don’t click “Seats to Reserve” if you know who you are registering in the selected classes. If you don’t 

know who you are sending to the class, but would like to reserve a spot, click “Seats to Reserve”.  

- If you choose “seats to reserve” and process the registrations without adding contacts, you can pay but 

the system will ask you select contacts to register in the purchased seats.  

- To do this, click on “My Account” and then “Incomplete Orders”. It will ask you to specify the 

registrants for all seats you’ve purchased. These are called “unassigned seats”. 

- Choose the appropriate contacts from the list (or add new contacts). Click “submit”. 

- If there is incomplete information, it will prompt you to fill in. 

 

 


