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Getting Started on your Fundraiser
We are thrilled you have given Midwest Engraving the opportunity to guide you in creating a beautiful brick project and for using our EZ Engraver online ordering system. 
If you haven’t already filled out our “Online Ordering Form”, please request one at mwengr@aol.com. This form allows us to customize your organization’s online ordering website. Once you get the “OK” from Midwest that your site is up and running, you are now ready to access the online ordering system at www.ezengraver.com/yourorganizationname. Midwest will provide you with your unique link for your organization as well as a login & password. Remember to set up your Stripe account and passwords for the set up. See Accepting Credit Cards on page 4.
Accessing Admin Panel

Once you access your website you will see at the bottom of the home page there is a button that says “Admin Panel”. This is your control center for all your orders. Use your login & password to access this panel. 

Logging In

On your fundraiser site, scroll to the bottom of the order page and select the link titled, “Admin Panel”. This will redirect you to a sign-in page.

Enter the proper Admin ID and Password on the corresponding lines.

Logging Out
To logout click your organization name on the top right corner of the screen and select logout from the dropdown menu. 

Fundraiser Stats
Your fundraiser stats can be found at the top of the Admin Panel. The stats are broken down by the total number of items sold, the total amount of money collected and the total amount of time the fundraiser has been running.

Order Status

-Pending Orders: New orders that have been placed will automatically be set to pending. Pending orders are the only type of orders that can be submitted for engraving. Orders that have been cancelled or held can be reverted to pending.

-Held Orders: This is a useful status for orders that need spelling or other potential errors verified. Orders that have the status of pending or cancelled can be changed to held.

-Cancelled Orders: Cancelled orders will not be submitted for engraving. All cancelled orders are still maintained in the database for reference. Pending or held orders can be cancelled.

-Submitted Orders: Pending orders submitted will be switched to the status of Submitted. Once they are submitted you will need to “EXPORT” them to us for engraving. On the submit page you will see a circle with 3 dots at the top right. Click on the circle, and in the drop down menu, click EXPORT. We will receive the attachment and create an order for you. Submitted orders cannot be cancelled or held. These items can no longer be edited or modified. If changes are needed, please contact the engraver directly. We suggest submitting orders no more than once per month.
-Processing Orders: When submitted orders are being engraved, the engraver will change the status to processing. 
-Engraved Orders: Once your entire order has been engraved, the engraver will change the status of the order to engraved. These items have been completed. 

Navigating Your Orders

-Filtering Orders: On the left side of your admin panel there will be a list of all statuses for orders. On smaller screens or if it is closed, you may need to click the menu button (three horizontal lines below the EZ Engraver logo). By clicking each status you are able to filter orders by status.

-Searching Orders: Below the Fundraiser Stats there is a search bar. Here you are able to search all orders that are pending, held or cancelled by name. 

-Sorting By Column: On the main admin panel, click a column header to sort the orders by that column.

-Order Details: Click on an individual order to view the details of that order. To close order details, select the “X” in the corner. 

Changing Order Status
Click on an order in the list to open it. A colored bubble with the order status is displayed to the right of the order number. Click it to mark the order as pending, held or cancelled. You can freely change between the three until the pending orders have been submitted.

Editing Orders

To edit and order, click on the pencil found at the top right corner or above the Notes. Admins may want to leave notes about conversations with customers or potential issues with an order. Be sure to scroll down and click “save” after making any changes you wish to keep. If you do not wish to keep the changes select “Cancel”.

Adding A New Order

This feature can be good for orders made by phone, in person, or by mail. To add a new order select the plus icon located at the top right of the panel. A new panel will then open to the right. Fill out all customer information including brick customization. Be sure to hit save at the bottom to add the item to the order list. Credit Cards will not be automatically charged if you place an order this way. As a result you must process all payments manually or by check/cash. 

Viewing & Editing Item Details

To view the details of the item in the order details, click on the triangle next to it. Here you can see the text that is written on the item and other options, such as symbols. To edit the item, select the pencil to the right of it. Be sure to scroll down and select save after you have made any edits you wish to keep.

Please note: If you select an item of a different price, the system will NOT automatically charge or refund the difference in value. All additional charges and refunds must be handled manually.

Cancelling an Individual Item Within an Order

While viewing the order details, click to open the item that you want to cancel. Select “Cancel Item”.

As long as the order is pending, held, or cancelled, you are able to change individual items between cancelled and pending. When an order is submitted, only the pending items within the order will be submitted. Cancelled items cannot be changed to pending after an order has been submitted.

Adding Items to an Order

To add an item to an order, click on the plus icon next to the order total. Add the desired text and customizations to the item and then select save. If you do not select save, the item will not be added to the order. Adding an item will not automatically charge a credit card, so payments must be manually processed or paid via check or cash.

Submitting Pending Orders
When all pending orders are ready to be engraved they can be submitted by selecting “Submit pending orders” under the button with three dots on it on the top right of the list of orders. All pending items on pending orders will be emailed to the engraver for engraving. Submitted orders are considered finalized and cannot be edited.

Export Orders

Orders can be exported for your records or to use in a mailing list. Select export under the button in the top right with three dots on it. The order export is compatible with Excel or any other spreadsheet software. When exporting, you may filter by item type or export all item types. There are check boxes if you wish to limit your export to one or more order statuses (e.g., export only held orders).

Accepting Credit Cards
If you are planning on accepting credit cards payments, please move forward with setting up a “STRIPE” Account at www.stripe.com. Stripe is a secure online credit card processing system that links with our EZEngraver website. They charge 2.9% + .30¢ per transaction and there is no month-to-month payment required. All Stripe payments are directed to your designated financial institution. 
Once you are at their home page, you will see there is a button labeled “Create Account”. Please follow the steps necessary to setup your account (Note: save your username and password for future logins or if other people are able to access your account). Once the setup is complete, there will be a stripe public key and secret key that you will need to provide us with. You can access it in your stripe account on the left hand side of the navigation bar. Click on “API” and both should be displayed. If you have any questions please call Emily Peace at 330-334-1988. 
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