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Portal website:   

h�ps://portal.meiusa.com/  

Logging in/Registering  
1. Click Log In 

 

 

 

 

 

 



2.  Enter your log in informa�on or click Register now if this is your first �me signing in.  

 

 

 

3. Enter your name, email and a password. 

4. Click Register

 

 

 

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



 

6. Enter your email and password 

7. Click Log in 

 

 

Summary:   

Open Portal  h�ps://portal.meiusa.com/  

1. Click Log In 

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

3. Enter your name, email and a password. 

4. Click Register 

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

6. Enter your email and password 

7. Click Log in  



A. Linking accounts 
The first �me 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 

 

 

 

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

 

 

 

 

 



 

 

3. If you were successful, the system will tell you the account has been linked successfully.  

4. You may con�nue to link as many customer accounts as necessary 

5. Once you have linked all the customers you need to, please click here 

 

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 

2. Enter the Cust ID and an invoice number, click go 

3. If you were successful, the system will tell you the account has been linked successfully.  

4. You may con�nue to link as many customer accounts as necessary 

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

 

  



 

Paying invoices 
 

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

2. Click pay  

 

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 informa�on 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 informa�on will not be stored 

a�er this transac�on. 

3. Click Con�nue 

*If you click this box, you will need to agree to the stored card informa�on as well.  This will pop up on 

the screen once the box is checked.  

 

 

 

 

 

 

 

 



 

 

You will have one last opportunity to cancel your transac�on before comple�ng the process.   

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

 

 

If your transac�on 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.   

 

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 informa�on 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 informa�on will 

not be stored a�er this transac�on. 

3. Click Con�nue 

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

If your transac�on 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 informa�on 

will not be displayed on this screen if you choose from the drop down list.  

2. Click Use saved card   

 
3. Click Con�nue 

 

You will have one last opportunity to cancel your transac�on before comple�ng the process.   

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

 

 



If your transac�on 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.   

 

Summary 

1. Find the invoice you would like to pay 

2. Click the “Pay” icon 

B. Using a stored card 

1. Choose desired card from drop-down list 

2. Click Used saved card 

3. Click Con�nue 

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

If your transac�on 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 

 

4. Click Add New Card 

 

5. Enter Card nickname – this is op�onal, but encouraged if you are planning to store more than 1 

card 

6. Enter card informa�on 

7. Enter email address for receipts 

8. Click checkbox 

9. Click Load Card Informa�on 



 

If your card was stored successfully, you will see this message and the card informa�on on the My Stored 

Cards screen.  

 

 

 

 



Summary: 

1. Log into your account 

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

3. Click My Stored Cards 

4. Click Add New Card 

5. Enter Card nickname – this is op�onal, but encouraged if you are planning to store more than 

1 card 

6. Enter card informa�on 

7. Enter email address for receipts 

8. Click checkbox 

9. Click Load Card Informa�on 

  



Se�ng up Autopay 
1. Log into your account  

2. Click on the Admin drop-down menu 

3. Click Manage Accounts 

 

 
 

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

5. Click Set 

 
 

 

 

 

 

  



 

6. Enter Card nickname – this is op�onal, but encouraged if you are planning to store more than 1 

card 

7. Enter card informa�on 

8. Enter email address for receipts 

9. Click checkbox 

10. Click Con�nue

 

 

 



Summary: 

1. Log into your account  

2. Click on the Admin drop-down menu 

3. Click Manage Accounts 

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

5. Click Set 

6. Enter Card nickname – this is op�onal, but encouraged if you are planning to store more than 

1 card 

7. Enter card informa�on 

8. Enter email address for receipts 

9. Click checkbox 

10. Click Load Card Informa�on 

 

  



 

Forgot your password 
 

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 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 log in 

 

 

 

For Portal related ques�ons, please call us at 


