MEI Customer Portal

Contents

POl WEDSITE ...ttt et e st e e b e e st e st e e s b e e e aree e sneeesreeennreas 1
o =f =110 1= o PO PPRPPPPPPPRPPRY 1
) [0 4= 4= Yolole YU oY PP PP 4
o YT =10 Vo T ol =Y 6
A, Pay WIth @ NEW CANd ..coeeiiciie et e e s s sb e e s s te e e s s aee e e s sbbeeessbeaesennnees 7
B.  USING @ SAVE CArU...ciiciiieiiiiiiie ittt ettt e sttt e e st te e e st e e e seataeesseabeeeesssbeeeesantaeeesnteeessansaeeesassenessnnseeessnns 9
Y ol a g4 [ or- | (o [T 11
Y un oY oY UL (o] o 1= |V 14
oY g {01 AR/ TU gl o 11V ] o o U 17

Portal website:

https://portal.meiusa.com/

Logging in/Registering
1. Click LogIn

Home
Quick Links Contact Us
Portal Help

e Call: 507-245-4181

s Email: ARMail@meiusa.com

» Website: www.meiusa.com

o Phone: 800-450-3060

* Product Support: 800-944-1811
e Fax: 507-243-4198

* Email: mei@meiusa.com



2. Enter your log in information or click Register now if this is your first time signing in.

Log in

Enter your account information. Don't have an account?

Register now to)iew and pay your invoices.

Email
Please contact ME! if you nead additional help with login or registration.
The Email field is required.
Password
The Pas field is required.

[0 Keep me logged in

3. Enter your name, email and a password.
4. Click Register

Home Payments - Account -

TOTAL ELEVATOR SOLUTIONS

Register

Create a new account. Need help?

Name Please contact MEI if you need additional help with login or registration.

Email

Password

Confirm password

Home

OTAL ELEVATOR SOLUTIONS

Registration Confirmation

Successfully registered for the MEI Customer Portal. Please check your email for a link to first-time account setup.

5. Click on the link in the email and click on click here to log in on the screen below.



6.
7.

Thank you for confirming your email.

- TOTAL ELEVATOR SOLUTIONS

Confirmation

re to log in to pgrform a first-time setup.

Enter your email and password
Click Log in

e TOTAL ELEVATOR SOLUTIONS

Log in

Enter your account information. D¢
Email Rec

I Ple.
Password

& Keep me logged in

Forgot your password?

Summary:

Open Portal https://portal.meiusa.com/

NowukwNERE

Click Log In

Enter your log in info, or click Register now to complete the form

Enter your name, email and a password.

Click Register

Click on the link in the email and click on click here to log in on the screen below.
Enter your email and password

Click Log in



A. Linking accounts
The first time you log in you will need to link your MEI account to the Log-In you just created. You will
need an MEI invoice number (old or new) and your customer ID#.

1. If you have previously logged in, please use the dropdown next to the Admin tab and “Link
Customer” or click on the quick link on the Home page under Admin

Home
Quick Links

Payments
Home Payments ~ Admin ~ R

Admin

* Manag

s |ink Customer Account

My Account

s hanage Stored Cards
* Change Passwiord
- i

O LI

2. Enter your customer ID and an invoice number, click Go

Home Payments = Admin ~

TOTAL ELEVATOR SOLUTIONS

Link Customer

Enter Invoice Information View Invoices

Customer D To link a customer to your account, enter the customer ID you want to link and a recently
paid or unpaid invoice number for that customer.

Invoice Number After linking customers, click here to view and pay all of your invoices, Please contact ME

if you need any additional assistance.



3. If you were successful, the system will tell you the account has been linked successfully.
4. You may continue to link as many customer accounts as necessary
5. Once you have linked all the customers you need to, please click here

e

Home Payments = Admin -

E=—— TOTALELEVATOR SOLUTIONS

Link Customer

Enter Invoice Information View Invoices

Customer linked successfully! To link a customer to your accout, enter the customer 1D you want to link and a recently

paid or unpaid invaice number jor that customer.
Customer ID

After linking customers,
if you need any addition

to view and pay all of your invoices. Please contact ME!
stance.

Invoice Number

You will now be logged into your account and you can see a list of your open invoices.
Summary:

1. If you have previously logged in, please use the dropdown next to the Admin tab and “Link
Customer” or click on the quick link on the Home page under Admin

Enter the Cust ID and an invoice number, click go

If you were successful, the system will tell you the account has been linked successfully.
You may continue to link as many customer accounts as necessary

Once you have link all the customers you need to, please click here

voR W



Paying invoices

1. Find the invoice you would like to pay — you can filter invoices or just choose from the list
2. Click pay

Home Payments ~ Admin ~

TOTAL ELEVATOR SOLUTIONS

Invoices

Invoice Number:

Invoice Number Invoice Date Due Date Customer ID Invoice Balance
I 12/14/2022 1/28/2023 D 1368.00
D 12/15/2022 1/29/2023 R 246,00
I 12/20/2022 2/3/2023 [ 75.00 Review | Pay
] 12/20/2022 2/3/2023 I 935,00 e

There are 2 ways to pay your invoices.

A. Pay with a new card
B. Pay with a saved card



A. Pay with a new card

1. Enter your card information as listed below — all fields are required.

2. If you want to save this card, you can click the “Save this card for future use” box*. If you
don’t want to save it, you can leave this blank and your card information will not be stored
after this transaction.

3. Click Continue

*If you click this box, you will need to agree to the stored card information as well. This will pop up on
the screen once the box is checked.

Home Payments - Admin -

TOTAL ELEVATOR SOLUTIONS

Pay Invoice

Invoice Enter Payment Information

Customer Name [ Use saved card for this payment?

Customer D [ Choose... v
Invoice Number _

Invoice Date 41172023

Due Date 5/1/2023 Or enter new payment information:

Invoice Balance  $225.23 Cardholder Name

Invoice Amount  $225.28 First Last

Card Number
Expiration
12 ¥ /| 2029
CVv2 Postal Code
il 56024

O save this card for future payment;

Due to the increasing costs of credit card processing, we may apply a fee to credit cards.

Back to List



You will have one last opportunity to cancel your transaction before completing the process.

3. If you want to move forward, please click Pay Invoice.

E==—— TOTAL ELEVATOR SOLUTIONS

Confirm Payment

Invoice Balance $225.28
Surcharge $6.75
Grand Total £232.03

‘ Pay Invoice I Ciancel

If your transaction was successful, you will see this message and you will receive a receipt in the email
you provided on the payment screen.

*The receipt will not be sent to the email address you are logged in under.

Home Payments - Admin -
TOTAL ELEVATOR SOLUTIONS

Invoices

Transaction completed. Your receipt has been sent to your email.

Invoice Number:

Invoice Number Invoice Date Due Date Customer ID Invoice Balance

Summary:

1. Find the invoice you would like to pay
2. Click the “Pay” icon
A. Pay with a new card
1. Enter your card information as listed below - all fields are required.
2. If you want to save this card, you can click the “Save this card for future use” box.
If you don’t want to save it, you can leave this blank and your card information will
not be stored after this transaction.
3. Click Continue
4. If you want to move forward, please click Pay Invoice.

If your transaction was successful, you will receive a receipt in your email.



B. Using a saved card

1. Choose the desired card from the drop-down list — for security purposes, your card information
will not be displayed on this screen if you choose from the drop down list.
2. Click Use saved card

Home Payments ~ Admin ~ ¢

OTAL ELEVATOR SOLUTIONS

Pay Invoice

Invoice Enter Payment Information

Customer Name [N
customerio

aved card for this payment?

Choose...
invoice Number ——
Invoice Date 47172023
Due Date 5/1/2023 Or enter new payrr

Invoice Balance §225.28 Cardholder Name

Invoice Amount  5225.28 First I
Card Number
|
Expiration
12 ¥ /| 2029
Ccwv2 Postal Code
509 56024
Email

[ save this card for future payments

Due to the increasing costs of credit card processing, we may apply a fee to credit cards.

Back to List

3. Click Continue

You will have one last opportunity to cancel your transaction before completing the process.

4. If you want to move forward, please click Pay Invoice.

TOTAL ELEVATOR 30LUTIONS

Confirm Payment

Invoice Balance $225.28
Surcharge £6.75
Grand Total 223203



If your transaction was successful, you will see this message and you will receive a receipt in the email
you provided on the payment screen.

*The receipt will not be sent to the email address you are logged in under.

Home Payments =~ Admin -

TOTAL ELEVATOR SOLUTIONS

Invoices

Transaction completed. Your receipt has been sent to your email.

Invoice Number:

Invoice Number Invoice Date Due Date Customer ID Invoice Balance

Summary

1. Find the invoice you would like to pay
2. Click the “Pay” icon

B. Using a stored card

Choose desired card from drop-down list

Click Used saved card

Click Continue

If you want to move forward, please click Pay Invoice

pwonp

If your transaction was successful, you will receive a receipt in your email.



Storing a card
1. Log into your account
2. Click on the drop-down menu next to your email address
3. Click My Stored Cards

Home Payments ~ Admin ~

My Stored Cards
Link Customer
Change Password

Log Out

4. Click Add New Card

My Stored Cards

Card Nickname Valid Through Emall Manage

5. Enter Card nickname — this is optional, but encouraged if you are planning to store more than 1
card

Enter card information

Enter email address for receipts

Click checkbox

Click Load Card Information

Lo N
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Save Card

Enter Payment Information

Card Mickname {Optional)

Cardholder Name
First Last

Card Number

Expiration
12 v/ 2029
VW2 Postal Code
999 56024
Email

reby authorize Minnesota Elevator, Inc. (MEI), to initiate payments from the account listed above, It is understood
MEI is not responsible for errors resulting from receipt of incorrect card information or card changes not
communicated, nor is MEI responsible for any charges incurred as a result of any returned transaction. It is also
understood that MEI will charge our card a processing fee equivalent to, or less than, that of the fees they incuras a
result of accepting credit card payments, We agree to reimburse MEI for any charges they incur as a result of returned
transactions due to insufficient funds or any returned transactions for which they are not responsible. it is understood
that all payments will be charged to the card on the day they become due, or the next business day. It is understood
that remittance informaticn will only be sent if an email address is provided to MEl when providing credit card
information. If no email address is provided, no remittance will be sent. | certify that | am authorized to enter into this
Agreement on behalf of the above-named account and that this agreement will remain in full force and effect until MEI
receives a notification of change or a cancellation and agree to the relative Terms & Conditions. | agree to provide MEI
with 30 days' advanced written notice of any changes to the above information or cancellation of this Agreement.

also autherize financial institutions to receive information (including cenfidential) necessary to successfully process
these transactions:

Load Card Information

If your card was stored successfully, you will see this message and the card information on the My Stored
Cards screen.

Home Payments ~ Admin -

TOTAL ELEVATOR SO

My Stored Cards

Successfully saved card information,

Add Mew Card

Card Nickname Valid Through Email Manage




Summary:

Log into your account

Click on the drop-down menu next to your email address

Click My Stored Cards

Click Add New Card

Enter Card nickname - this is optional, but encouraged if you are planning to store more than
1 card

Enter card information

Enter email address for receipts

Click checkbox

Click Load Card Information

unhewnNe

RN



Setting up Autopay
1. Log into your account
2. Click on the Admin drop-down menu
3. Click Manage Accounts

Home Payments = Admin -

Manage Accounts

4. Find the customer account you want to set up on autopay
5. Click Set

Home Payments - Admin -

— TOTAL ELEVATOR: SOLUTIONS

Manage Accounts

Cust. ID Customer Name

Customer ID/Name:

(ﬂ:i



7.
8.
9.

Enter Card nickname — this is optional, but encouraged if you are planning to store more than 1
card

Enter card information

Enter email address for receipts

Click checkbox

10. Click Continue

Enter Payment Information

Use a saved card?

Choose... v

Or enter new payment information:

Card Mickname (Optional)

Cardholder Nams

First Last
Card Number

|
Expiration

12 v /| 2029

cwva Postal Code
ga9 36024
Email

preby authorize Minnesota Elevator, Inc. (MEI), to intiate payments fram the account listed above. It is understood
1El is not responsible for errors resulting from receipt of incorrect card information or card changes not
communicated, nor is MEl responsible for any charges incurred as a result of any returned transaction, It is also
understood that MEI may charge our card a processing fee equivalent to, or less than, that of the fees they incur as a
result of accepting credit card payments. We agree to reimburse MEI for any charges they incur as a result of returned
transactions due to insufficient funds or any returned transactions for which they are not responsible. 1t is understocd
that remittance information will only be sent if an email address is provided on the payment screen. If no email address is
provided, no remittance will be sent. | certify that | am authorized to enter into this Agreement on behalf of the above-
named account and that this agreement will remain in full force and effect until MEI receives a notification of change ora
cancellation and agree to the relative Terms & Conditions. | agree to provide MEl with 30 days’ advanced wnitten notice
of any changes to the above information or cancellation of this Agreement. | also autheornize financial institutions to
receive information (including confidential} necessary to successfully process these transactions.

Due to the increasing costs of credit card processing, we may apply a fee to credit cards.



Summary:

Log into your account

Click on the Admin drop-down menu

Click Manage Accounts

Find the customer account you want to set up on autopay
Click Set

Enter Card nickname - this is optional, but encouraged if you are planning to store more than
1 card

7. Enter card information

8. Enter email address for receipts

9. Click checkbox

10. Click Load Card Information

ouneEwNPE



Forgot your password

1. Click Forgot your password

= |

E==—— TOTAL ELEVATOR SOLUTIONS

Log in

Enter your account information.

Email

The Email field is required.
Password

The Password field is required.

[ Keep me logged in

Forgot your password?

2. Enter your email

Home Payments ~ Account ~

Forgot your password?
Enter your email.

Email

3. Click on the link in your email to reset your password
4. Enter new password, confirm new password
5. Click Reset
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Reset password

Reset your password.

New password

Confirm password

6. Click Click here to log in

TOTAL ELEVATOR SOLUTIONS

Reset Password Confirmation

Your password has been reset., Click here to log in.

Summary:
1. Click Forgot your password
2. Enter your email
3. Click on the link in your email to reset your password
4. Enter new password, confirm new password
5. Click Reset
6. Click Click here to login

For Portal related questions, please call us at



