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Interaction

Use the Chat Box when you
Answer a question posed by the 
presenter

Use the Q&A Section when you
Ask the presenter a question

*In the chat:
0 – never attended one of our 
workshops
1 – you attended a workshop last year
2- you did not attend last year, but 
have attended in the past



Learning Objectives

• Use the Texas A&M AgriLife Extension Tax Workshops website to learn about 
workshop information.

• Update or Create an account in the Web Portal.
• Register and pay for workshops.
• View, save, and print certificates.



The website address is 
found on the emails that I 
send. 

Use the navigation tabs on 
the top or buttons on the 
right to navigate through 
the website. 

Bookmark this website!

https://agecoext.tamu.edu/taxworkshop/ 
Our 

Website

https://agecoext.tamu.edu/taxworkshop/


For detailed 
information about our 
workshops:

Click the “Workshop 
Information” tab at 
the top of the page

OR 

Click on the 
“WORKSHOP 
INFORMATION” 
button on the right 
side of the page.

Workshop 
Information



Once you click on 
the workshop title, 
a box will expand 
to give the course 
description, dates, 
agenda, continuing 
education credits, 
and fees.

Workshop 
Information



Ready to 
Register

Click the “Register 
Now” button on the 
right side.



Previous Participant 
Click “Forgot Password” 
(Contact Lisa Patterson if your 
email has changed.)  

New Participant 
Click “Sign Up” 

Each participant has to use 
their account to register.

Update/Create a 
Web Portal 
Account



Previous Participant 
Setting a Password

 



Previous Participant 
Setting a Password

 

Once you enter your previously used email address, instructions for accessing 
your account will be emailed to you from Tax.Workshops@aceware.com 

If you do not see the email, check your spam/junk folder. Please add 
tax.workshops@aceware.com to your contact list.

Click on the link in the email to set your password.

mailto:tax.workshops@aceware.com


Previous Participant 
Setting a Password

 Choose a 
password that is 
between 8-20 
characters with 
no spaces.



Previous Participant 
Setting a Password

 



Update Profile

 
Confirm 
existing 
information. 

Fill in all 
required fields.

Having 
accurate 
information 
helps us to 
serve you.



Update Profile

 
Indicate if you 
need us to report 
your CE hours. 

You will not be 
asked these 
questions on 
evaluation forms. 

Click “Update 
Account.”

You may be asked 
to confirm you are 
human.



Create Account

 

If you are new 
participant, you will 
“Sign Up” to create 
an account with an 
email and password.

Fill out the required 
information.

Click “Add Account”



Navigating the Web Portal
 

From the Menu in the upper left corner, you can 
access every page of the Web Portal and contact 
information.



Navigating 
Registration
 

From the Menu, Go to    
“All Courses.”

Courses are organized by 
the date that the workshop 
begins. 



Navigating 
Course 
Information
 Click on a workshop title. 

If you need more 
information, click on the 
link to go back to our 
website.

Review the information 
and click “Enroll 
Yourself”



Navigating 
Enrollment
 Registration deadlines 

end at 7:00 PM 
Central Time!

Register early to make 
sure you have your 
materials and avoid 
the late fee!

Physical books will be 
shipped media mail. 

Save to Cart if you want 
to Add More Courses OR
Proceed to Checkout.

If you are unable to 
complete the 
transaction, your items 
will not be saved.



Navigating 
Enrollment
 

If you click “Save to Cart,” you can Add More Courses.  



Navigating 
ADD ON
 
If you want to ADD 
ON the optional  
2026 RIA Federal Tax 
Handbook, you can 
either click the 
banner or go to the 
All Courses page.



Navigating 
ADD ON
 

To purchase the book, 
click “Enroll Yourself.”
It is only available as a 
physical book. It will be 
available to ship in late 
December or early 
January.



Navigating 
Payment
 When you click “Proceed 

to Checkout,” verify the 
workshop information 
and fees. 

“Show Details” for the 
description. 

Enter Card Information.

Click “Payment Service”  



Navigating 
Payment
 Confirm the amount in the 
Order summary. 

We accept Visa, Mastercard, 
and Discover. 

Enter your information and 
click “Pay Now”



Navigating Confirmation
 

If payment was 
successful, you 
see this screen.

Click “Return 
to merchant’s 
website.”



Navigating 
Confirmation
 Then you will 

see this 
summary 
screen with a 
notice that your 
confirmation 
has been 
emailed to you.



Navigating Confirmation
 

Your confirmation email will be sent from 
Tax.Workshops@aceware.com  This email only 
sends messages from Lisa Patterson to you.

Confirm that the correct workshop is displayed 
on the receipt.

Notes: You will receive a separate email with 
directions on how to access your electronic 
book.

If you have any questions, please contact Lisa 
Patterson using her direct email, 
lisa.patterson@ag.tamu.edu

mailto:Tax.Workshops@aceware.com


Navigating My Account
 

Updating your profile and password are the 
main reasons to navigate to “My Account.”

Contact Lisa Patterson if your email changes.



Navigating My History
 

Click on “My History” from the Menu 

OR

Click on “History” on the My Account page.



Navigating My History
 



Navigating My History
 Current



Navigating My History
 Completed

Set the 
“Completed 
Date Range” to 
see courses 
within a 
specific time 
period.

OR 

Click “Clear 
Dates” to see 
all courses. 



Navigating My History
 Payments

Each workshop 
payment is processed 
as a separate receipt.



Navigating 
My History
Payment 
Receipts

Click the icon on the 
upper right task bar 
to save or print your 
receipt.



Navigating My History
 Certificates

In “Completed Date Range” 
make sure to Clear Dates or 
set the Date Range, before 
clicking Certificates.

Then click “Certificates.”

Click 
“Get My Certificate.”



Navigating My History
 Certificates

You will be 
able to save 
and print your 
certificates.



Navigating My History
 Transcript

Make sure to Clear 
Dates or set the Date 
Range, before clicking 
Transcript.

The transcript is 
organized by date, with 
the oldest workshop 
listed first.



Navigating Log Off
Click “Menu” on the left
Click “Log Off”

Click Your Name on the right
Click “Log Off”



YouTube 
Channel

Instructional videos can be found at 
our YouTube Channel! Access through 
our website or web address.

Subscribe and share!

https://www.youtube.com/@AgriLifeTax



Thoughts?

Questions?

LEARNING OBJECTIVES
• Use the Texas A&M AgriLife Extension Tax Workshops website to learn about workshop information.
• Update or Create an account in the Web Portal.
• Register and pay for workshops.
• View, save, and print certificates.



Contact 
Information

Lisa Patterson
Program Manager
979-393-0888
lisa.patterson@ag.tamu.edu
https://agecoext.tamu.edu/taxworkshop/


	2025 Registration Demonstration
	Interaction
	Learning Objectives
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Update/Create a Web Portal Account�
	Previous Participant Setting a Password��� 
	Previous Participant Setting a Password��� 
	Previous Participant Setting a Password��� 
	Previous Participant Setting a Password��� 
	Update Profile��� 
	Update Profile�� 
	Create Account��� 
	Navigating the Web Portal� 
	Navigating �Registration� 
	Navigating �Course Information� 
	Navigating �Enrollment� 
	Navigating �Enrollment� 
	Navigating �ADD ON� 
	Navigating �ADD ON� 
	Navigating �Payment� 
	Navigating �Payment� 
	Navigating Confirmation� 
	Navigating Confirmation� 
	Navigating Confirmation� 
	Navigating My Account� 
	Navigating My History� 
	Navigating My History� 
	Navigating My History� Current
	Navigating My History� Completed
	Navigating My History� Payments
	Navigating My History�Payment Receipts
	Navigating My History� Certificates
	Navigating My History� Certificates
	Navigating My History� Transcript
	Navigating Log Off
	YouTube Channel
	Thoughts?��Questions?
	Contact Information

