UPIGCEU PIN Number Quick Reference
Guide

The purpose of this guide is to demonstrate how to:

e Register in the UPIC system to obtain a CEU PIN Number
e Locate your CEU PIN number
¢ Find more informationabout UPIC and PPAI
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Step Two: DIRECTORY STARLINE Y
]

The UPIC Directory Registration Process

Welcome to The UPIC Directory Registration.
A Th e U P I ‘ Your new UPIC identifier will serve to verify you as a qualified company in the promotional products industry. The system will ';“ﬂ'”""_“"
. walk you through the steps to build the listing(s) for you and your company correctly in The UPIC Directory. T
completed.

DI r t r If you quit or clase your browsar befors the entire registration process is complate, o if you leave the system idle for 40 minutes of more et
your information will nat be saved and you will need to start over. Gray - nat necessary or

skipped.
H H You can register a new company and add indiiduals that are employed by that company, or you can add indiiduals) to a company
eg|strat|on ety loisd i The UFIC Direciory
Information
To register a new corpany, you will need to provide company primary contact name, address, phore, previous year's promotional sl e

Intormation
page IS products sales volume as well as contact smail A

Chaase UPIC Indertifier

. To add indiidual(s), be prepared with each name, address, phane, email address and jobirole. If you have all the required information, Add Primery Cortect
d |S Ia ed click an Next Step and start the registration process! e
L Add incivicusl
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Step Three:

A.Enter either
the Company
UPIC number
or Company
name to locate
OEA Al bl
company.

B. Click,
(Bearch8 o

Ariel

| MAKES YOU A ERHEROI TS
DIRECTORY -
The UPIC Directory Registration Process
Existing Company Search
Please enter s musch information as possible below and registration wil search to see if any potertial company records exist in PPANS database et e

red - need to be
Comptome ] @ comane O Sane i

51y - ok necessary or

Compuyily | Gcomens OStats v
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Information

Extenied Cormpany
Information

Cormpany Affilations
Choose LIFIC Indentifier
Add Primary Contact
Add Compary Admin
Add Indlvisual
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Step Four:

A.The company
information is
displayed.

"8 3 AddA /
an individual

for this
company 8 6
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UPIC: ARIEL
DIRECTORY n
The UPIC Directory Registration Process
Confirmation
Pleass review the information belorw. Once all information i correct you may begin to add indhicusl employees by st his company’ :ff;::::,’ "
red - need to be
Company Information completed.

ereen - completed,
G5 - nat Recessary or
skipped,

Company Type: Business Services

T

UPIC identifier: PPAI Add an individual for this company

Products Basic Campan
3125 Skyway Cir B pany
2 nfommation
Irving TX, 75038-3538 Extendizd Compan
United States pany
nfommation

Coimparnyy Adflations
Chioase LPIC Indertifier
el Primary Contact
el Company Admin
e indiisuial

Phone - (372) 252.0404.
Toll Free - (838) 426-7724
membership@ppai.org

Extended Company Information
www.ppa.org

Year started - 1903

Employee count - 72

Sales staff count - 0

roducts Asso

jon International
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Step F|Ve The UPIC Directory Registration Process

New Individual Set-up

Registrati
Each company in UPIC must have a principaliowner (primary contact) and & company administrator. By defautt, the principaliowner wil slso be the comparry Pn:;m”u"
administrator who wil have full access to the UPIC company profile (2., add and delste users, update profile). If the company administrator is someone othier than e

the principal/owner please indicate this on the form helov, and you will be able to enter in the company administrator's information next completed

A. The New
. Adding Editing Individual to be affiliated with 7 Products iatic ii

Gray - not necessery or
skipped.

Individual Set

Company
OwnerPrinciple : ®ves Ono Iz this user the Primary Contact for the company? Choose only 1 Primary Contact, Information

Up page is
p p g Compamy UPIC 0 1 os ®nio I this inciiviciual & Company Administrator? Information

Admin : Campany Adfiliations
Choose UPIC Indertifier

d I S p | aye d . "E‘:,";.'{,T;z;‘? Oves @no I this inclividual 2n Indlependent Contractor far the company? Add Primary Contact

Add Company Adimin

Add individug)
First Name " John Erter fivst naime
Last Name *: | Test Erter last name
B . E nte r | n Role ;[ Other “  Select a primary job role
. Phone * |(972) 252-0404 Ext.| Entter office phone number.
re q u I re d Email % |johntest@tes.com Enter your e-mail address. This will be vour Login 1D

Enter @ password. Must ke at least & characters in length, This can be left blank and the user
can request a passward the first time they access The Directory

information
(nOted by red Address1 *: [3125 Skyway CirN Erter accress
aste r I S k . ) Address?: Enter addtionsl address information

City " |Irving Enter City
StateProvince *: | Texas ~  Select Stats of Provincs
# 8 # I\Il ﬁ A [ Zip Code *: [75035-3539 Erter Zip Code
€ Country": | Linited States ~ Select Courtry
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Step Six: DIRECTORY STARLINE

The UPIC Directory Registration Process

A . T h e Confirmation Registration

Pleasze review the information below . Onee all information is correct and all individuals are added please click Complete and submit your registration Progress:
- - red - need to be
Confirmation Company Information T

[= Type: Busi Servi areen - completed
ompany Type: Business Services Primary Contact CI-em,

pag e IS UPIC identifier: PPAI Jomn oSt skippe

3125 Skyway Cir H
Promotional Products Association International y

. ! Irving TX, 75038-3539 Basic Company
displayed s S Ui Sttes
. y Extended Company

United States Role - Other Invfarmation

Company Affiietions
Phene - (312) 252-0404 Chooss UPIC Indertifisr

Toll Free - (888) 426-7724 Worl - (972) 252-0404 Add Primary Contact
membership@ppai.org johntest@tes.com e Compary Admin

"8 # EdEAd

Extended Company Information Registration
L‘ recjuirements have
to make
Year started - 1903 Add an individual for this company registration can be

. Employee count - T2 submitted. Be sure to
Change s if Salers staff count - 0 contim althe
Sales rep type - information before
Affiliations - submitting. You can
n e C e S S ar PPAW MiPPA MAPPA TRASA also set up mare
. indlividuals if you wish
before submitting the
Complets registration
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Step Seven:

A.Your
registration
request will be
sent to the

AT T BAT U
primary
contact. When
they approve
your request,
you will receive
a confirmation
email from
UPIC.

B. The
confirmation
email will
include your
CEU PIN
number.

The CEU PIN is
your unique
identifier and

is required on
all documents
submitted to
PPAI for
education
credit.




