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ePay First Time User Guide 
1. Click on the ePay link provided on the department’s website. Alternatively, navigate to the ePay 

event list and find the event or department to register (ePay event list)  
 

2. For first time users click Register Here. If an account has been created, log in using your 
account’s credentials 

• NOTE: This is not be the same as your UTRGV login credentials.  
 

 
 

a. Fill in the required fields to register a new account after clicking Register Here. Click 
Create Profile after verifying information is correct. 
 

 
 

https://webapps.utrgv.edu/it/em/
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• NOTE: Internet Explorer or Firefox should be used when registering a new account. 
Google Chrome will not allow you to complete registration. 

b. Log in with your new account credentials. You can click on the web-link provided by the 
department hosting the event or click My Cart and Register for Additional Courses and 
find the department’s event in the event list.  

• NOTE: If you’ve already selected a department’s event, clicking Register for 
Additional Courses will only show courses for that department. 

 
3. Click Login and click Course Listing to select which items to add to your cart. 

 

 

 
 



 
 
 

The University of Texas Rio Grande Valley 
Business Information Systems 

4. Click Review Purchase & Checkout. 
• NOTE: You can add multiple regrants by clicking Add Registrant Info. If 

 

 
 

5. Review your cart and personal information and click Complete Payment Process. 

  
 

6. Input payment information for either credit card or e-check and click OK. 
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7. Read and click I Accept to acknowledgment transaction information. 

 
8. A registration and payment receipt will pop-up allowing you to view as a PDF file. As well, an 

email will be sent to the email address initially used at account registration with a receipt in PDF 
format.  
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• NOTE: Click My Account, My Orders, to view all receipts. 

 

 


