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ePay User – Quick Reference Guide 
1. Click on the event registration link (ePay) provided for the Symposium . Alternatively, navigate 

to the ePay event list and find the event, or department, to register (ePay event list).  
 
a. Existing user: if you already have an ePay account, log in using your account’s credentials 

(green arrows below). 
• NOTE: This is NOT the same as your UTRGV login credentials. 

 

b. First-time user: 
• NOTE: After clicking on the event link, you will see the Research Symposium landing 

page (below). Select the appropriate Registration Type by clicking “Add”. 

 

 

 

 

https://webapps.utrgv.edu/it/em/
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•  You will be redirected to a log-in page (below). As a first-time user, proceed to the 
section labeled “New Customer Registration”, and click on Register Here button. 

• NOTE: Use Internet Explorer or Firefox when registering a new account.  
               Google Chrome will not allow you to complete a new account. 

 
 

c. After clicking Register Here, create your profile. 
• Fill in the required fields (*) to register a new account. 
• Click Create Profile after verifying information is correct. 

• Now you can log in with your new account credentials. 
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2. To register for your event, you can click on the web-link provided by the department hosting the 
event, or search for the event, then: 

• click My Cart, then  
• click Register for Additional Courses, and  
• find the department’s event in the event list (SOM Research Symposium 2019). 

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

 
3.  Select the appropriate Registration Type by clicking “Add”.  

 
4. Add any additional registrants, or Review Purchase & Checkout. 

• NOTE: If you are paying for multiple registrants, add them by clicking Add Registrant 
Info, and complete their information in the ‘pop up’ box that appears. You can add as 
many as you want, but keep in mind you will be charged a registration fee for each one. 
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5. Review your cart and personal information and click Complete Payment Process. 

   
 
 

6. Enter payment and credit card information, and click OK. 

 
 

7. Read and click I Accept to acknowledge transaction information. 
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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.  
 

 
 
 

• NOTE: If applicable, click My Account, My Orders, to view all receipts. 
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9. Purchase Order or IDT payees: 
• If paying via a PO or IDT, please email us a copy of your PO/IDT to 

someresearchsymposium@utrgv.edu and once received we will provide you with  
registration instructions. 

 

 

If you have any questions or experience issues logging, in please contact us at 
somresearchsymposium@utrgv.edu or call us at 956-296-1926 for assistance. 
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