Registration Guide for “Loja Virtual” — IVCHB 2013

To register on University of Coimbra’'s “Loja Virtual” (web store) you should go to
https://lojas.ci.uc.pt/uc/index.php?language=en and create an account (check “Web store — image 1”).
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Then, select the type of registration you wish. It is very important that you follow the instructions within the
registration/ product description. This description may differ depending on the type of registration you pick. You can
add a registration to your cart using the “Add to Cart” button (check “Web store — image 2").
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While checking your cart, you will have to indicate the amount of registrations for each one of the types you picked
(check “Web store — image 3”). After confirming the content of your shopping cart you should click on the
“Checkout” button to proceed.
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DELIVERY INFORMATION:

On this tab you must fill in the required data in the “Add Comments About Your Order”, namely your ISHS or APH
membership number, in case you picked the corresponding membership registration (check “Web store — image 4”).
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PAYMENT INFORMATION:

This tab gives you information on the paying method. You can use one of two methods: bank transfer or paypal

(check “Web store — image 5”). Feel free to add any comments concerning the payment.

Then you have to indicate if either you need a receipt (confirmation from University of Coimbra that you paid) or an
invoice. You should only pick the “invoice” option in case an organization is to pay for your registration. Check with

them if an invoice is required before ordering.

It's also important you make sure that you leave us your correct data for the receipt/ invoice. This includes your
name, fiscal number and billing address or your organization's name, VAT number and billing address, depending

on who is supporting your registration.
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ORDER CONFIRMATION:

On the “Confirmation” tab you will have to confirm your data. If you picked the bank transfer option you will also get
the bank data (NIB/ IBAN) by email (from gf@uc.pt), but only after completing your order by clicking in the

“Confirm Order”

button (check “Web store — image 6”).

In case you picked the paypal method, then you will skip this phase and will be automatically redirected to the

paypal system page.
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FINAL NOTES:

a) If you picked the bank transfer option, please be so kind to send an email to gf@uc.pt with proof of
payment. Also, if this document doesn't include it, please make sure you send your account number (NIB/
IBAN) as well. It's crucial to identify your transfer.

b) If you ordered at least one of the student’s registration, you will have to send proof of your status by e-mail
to jorgecan@ci.uc.pt (Professor Jorge Canhoto) with the subject "Student’s proof - IVCHB 2013".




