Introducing MyAccount for Universal Engraving!

At Universal Engraving, we're
always looking for ways to make
your job easier. We've listened to
your requests for online account
visibility and the ability to pay
invoices online. In response,
we’ve rolled out the all-new
MyAccount customer portal!
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Access all of your past and current orders
Order date

Item(s) ordered and shipped

Sold to/ship to/bill to

Order status

Sales order acknowledgement

Track shipments

View statements

View invoices

Pay invoices online

Best of all, it's quick and easy to learn and use.



Setting Up MyAccount

Setting up your MyAccount takes only a few minutes.

Use this link to access the MyAccount login
screen. You can also access MyAccount anytime
from the website header.

Click Request Account and fill out the needed
information. We'll email you with a login and simple
instructions to complete the setup process.

You can edit your profile by changing your
email, password and security questions as you see fit.


https://myaccount.universalengraving.com/

MyAccount Features

MyAccount offers a variety of features that let you
view and download documentation, check your
AR balance, track shipments, pay your invoices

online and more.

1. Access current and past orders
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& Info & Questions Logout
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Order Lines Shipments Invoices Statement Select Company
Select Order

Part Number Start Date

Sales Order End Date
Invoice Number Search

Sales Order Purchase Order Date Status
000000 000000 3/M/2021 Open
000000 000000 3/M/2021 Open
000000 000000 3/10/2021 Open

Trying to remember the details of a previous order? Need to
check your order status, or pull up your order status, or pull up
Sales Acknowledgement documentation? The Select Order tab

of MyAccount gives you these abilities and more. You can view and download the Sales
Acknowledgement form for the order.

You can look up a specific order by purchase order, sales order
or invoice number. You can also pull up orders within a
specified date range.



2. Track Shipments
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Order No: Sold To: Ship To: Bill To:

To look up the shipping
status of an order, first 7
open the desired order on o 585 oS oo

23 N

Shipments
the Select Order tab, then
navigate to the Shipments

tab. There you can see the ‘ Vo 250 CoppER FLATSTAMD 252 ‘
estimated ship date of
your order. If the order has
shipped, you can track it
via the provided link.

9090 Nieman Road
Overland Park, Kansas 66214, US.

1.800.221.9059 (Toll Free)
L.913.541.0503

mOrders & Sales
info & Questions.




To view and
download an
invoice, first open

the desired order

on the Select Order

tab. Then, in the
Invoices tab,
choose the invoice
you want from the
list. Click into it for
more detail and a

downloadable PDF.

3. Download Invoices
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Invoice Amount
Paid Amount
Open Amount

& Info & Questions Logout
& Orders & Sales 1234
A UEI GROUP COMPANY
Select Order Order Lines Shipments “ Statement Select Company
Invoices
nvoice detai To Return To Customer Statement
Bill To: Sold To:
Inv No Inv Date 1/19/2021
Ship No Ship Date 19/2021
So No Due Date 3/20/202
PO No Disc Due 2/8/2021
Line Part Number Description Quantity Price Discount Extended
ECONOFOIL MANDREL ECO AANDREL, NILPETER FA4, 136T GEAR $5% $3$$ $$%
INCL
Tax
Freight




4. View Your AR Balance

Statement

Never again wonder
what you owe and
when! The Statement

tab shows your AR
balance, amounts
due, and due dates.




5. Pay Invoices Online

Our customers have asked us for a way to pay
online, and MyAccount delivers!

In the Statement tab, simply select the invoice
you want to pay by checking the box next to it.
You can pay multiple invoices at one time by
checking more than one box. Then, click the
blue Pay Selected button. You'll be taken to a
payment screen to complete the transaction.
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Enjoy MyAccount!

Please contact us if you have any
questions about MyAccount or would like
assistance accessing any of the features.

Please contact us at info@ueigroup.com



