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Introduction
Welcome to the Upper Deck Business to Business portal!
This guide will take you through the process of logging in to and managing your B2B
account, as well as placing an order with Upper Deck Entertainment, Upper Deck
Collectibles, or Upper Deck Authenticated.
When you direct your browser to: www.upperdeckb2b.com, you will see the Upper Deck
Company Business to Business home page (See Figure 1).
Along the left hand side of the screen you will see some headings which are accessible
for everyone. These include information about The Upper Deck Company, our products,
our customers, and the benefits of working with the Upper Deck team.
There is also a Member Services menu with headings accessible only to registered
customers with accounts.
Clicking any of the headings in this area will direct you to the Account Login screen (See
Figure 2). You can also reach the login screen by clicking the Account Login button in
the upper right hand corner of the screen.
Account
Login
button

Member
Services
Menu

Figure 1: The Upper Deck Company Business to Business home page
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Logging In
When you register as a B2B customer, you will be given a default password. Enter your
account number and the default password and click on Sign In.

Sign In
button
Forgot Your Password link

Figure 2: Account Login screen
If you forget your password, click the Forgot Your Password link on the Log In page (see
Figure 2 above).
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Enter your Account number in the field and choose to either have your password emailed
to you, or to answer your secret question (see Figure 3). If this is your first time logging
in, you have not created your secret question yet. You may choose to have your password
emailed to you, or you can contact customer service.

Choose to
have your
password
sent to you
via email

Enter Account
Number here

OR
Choose to
answer your
secret question

Figure 3: Forgot Password screen
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Changing Your Password
You will then be directed to a change password screen (see Figure 4) to change your
password to one of your own choosing.
Password Rules:
– The new password must be between 6 and10 characters long
– Must include at least one alphabetic and one numeric character
– Must not include any special characters
– Are case sensitive
– Must not be the same as the previously used password
– Will be disabled for 30 minutes after 7 consecutive invalid login attempts
– Will expire after 6 months.
Enter your old password into the field. Enter a new password, and then type that new
password again to confirm. Click on Continue.

After
entering your
new
password,
click on the
Continue
button.

Figure 4: Change password screen
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Once you are logged in, you will see a list of New Releases, product available for you to
order (see Figure 5).

Enter the
quantity to
order in
this box

Product
ID

Click the Add
Items to Cart
button when
you are done
choosing your
products

Figure 5: New Releases ordering screen
Ordering Product:
To order new product, enter the quantity you would like to order (up to max available
quantity) in the “Qty to order” box. Once you have selected all your products, click Add
Items to Cart. You will be taken to the Shopping Cart screen (see Figure 6).
Note: If you click on the “Product ID” number link to the left of an item (for ex.
104575), it will automatically be added to your cart. You will see the Shopping Cart
screen. You will still be able to change the quantity to order on this screen. To add
multiple items to your cart, use the Add Items to Cart button as described above.
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Figure 6: Shopping Cart screen

Product Waiting Lists
If the max available quantity of a product shows as 0, there is a waiting list for that
product. Click on the Join Wait List link below the Product ID number next to that item.
You will see the Wait List Request screen (see Figure 7a).
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Your information will be automatically filled in on the top section of the Wait List
Request.

Figure 7a: Wait List Request screen (upper section)
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In the lower section of the wait list request screen you will see the following instruction
(see Figure 7b):
In the area below, please describe why you are requesting additional product, why you
think you can sell it, and where it will be sold. We will determine if we can honor wait list
requests based on the following core factors:
•
•
•
•
•

How valid your needs are
The level of support you have provided for similar products
The total amount of product you have purchased direct in the last year
Your history in successfully and responsibly selling increased allocations
The total amount of product available

Only request what you are willing to accept an order for and what you can responsibly
move in your store. Approved increases to base allocations are confidential. You will be
contacted if your request is approved before the finance date.
Once you have filled in your supporting information, click Submit to send the Wait List
Request. If you prefer to cancel the request, click Cancel.

Submit
button

Cancel
button
Figure 7b: Wait List Request screen (lower section)
You will see a confirmation screen showing that we have received your request.
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You will be returned to the New Releases screen. When you have finished selecting items
from this screen, click Add Items to Cart or click on the “View Cart” option from the
Member Services menu lower left of the screen (see Figure 8).

View Cart
option

Figure 8: New Releases screen (note View Cart option under Member Services menu)
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View and verify the items and quantities in your shopping cart. If you change any of the
quantities, click the Update button. To empty all items from your cart, click on Remove
all. To proceed to payment, click the Check Out button. Otherwise, click Continue
Shopping.

Check Out or
Continue Shopping
Remove All
Update

Figure 9: Shopping Cart - Ready to Check Out
You will see a screen showing you Upper Deck’s Terms and Conditions of your
purchase. Check the box next to “Agree with Terms and Conditions.” Then click on
Continue to Check Out (or Cancel).
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You will then see the Order Review screen (see Figure 10a). Here you can review your
order total and enter relevant information such as store hours and a reference number (ex.
a Purchase Order or other identifier). Then you will select your payment method.

Enter Order
Information here

Figure 10a: Order Review screen (upper section)
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Payment Options
The payment options are credit card, check or money order (see Figure 10b).
–
To pay by Credit Card:
Under Payment Method, click the radio button next to “Credit Card Payment.” Fill in
your credit card number using no spaces or special characters. Next to “Type Accepted,”
click the arrow to display the drop-down menu and choose Visa, Master Card, or
American Express. Next to “Expiration Date,” click the arrow to display the drop-down
menus for Month and Year and choose the correct date.
For your security, you must enter the validation code or “CSC Code” found on your Visa,
Master Card or American Express card. See the illustration below the CSC Code box to
find the location of the code on your card.
Click here for
Credit Card
Payments

CSC code locator
illustrations

Figure 10b: Payment Method area – credit card
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–
To pay by Check:
Under Payment Method, click the radio button next to “Pay by Check or Money Order”
(see Figure 10c). Fill in the “Check Number” in the box provided. Please include your
order # and account # on the memo line of your check and mail it to the address listed
below the box.
Click here for
Check or
Money Order
Payments

Figure 10c: Payment Method area – checks or money order
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Finalizing Your Order
Below the Payment Method area is the Order Detail area. Here you can choose your
shipping carrier. Click the arrow to display the drop-down menu and select your
requested carrier. Carrier options may change without notice (see Figure 10d).
Review your Order Detail below. When you are satisfied that all the information is
correct, then
Click one of the Place Order buttons (see Figure 10d).

Carrier choice
drop-down
menu

Place Order
buttons

Figure 10d: Order Detail area
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You will see your order confirmation screen (see Figure 11). If you are paying by check
or money order, you will see instructions for sending in your payment under the
“Shipment Tracking Information” area.
Printing an Invoice
From this screen you may also print an invoice. You may print it now or return and print
it later.
Note: This is the only invoice that you will receive. No invoice will accompany the
actual shipment.
To print the invoice from this page, click the Print Friendly button in the lower right
hand corner of the page.

Print Friendly
button to print
copy of invoice

Figure 11: Order Confirmation screen
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The result will display in a new window (see Figure 12).

Figure 12: Sample Invoice
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Member Services:
From the Member Services menu at the lower left of the screen, you can view or update
account info, see your Order History or return to the Product Purchasing screen. The
menu options are listed below:
-

Purchase Product
View Cart
My Account
Order History
Hobby League
Tournaments

- My Account
From the My Account screen you can change your password or email address, edit your
preferences, edit store hours or go to your order history.

Go to order history
Change password/email
Edit preferences
Edit store hours
You can also click
on the additional
category links to
view or change
other information.
(see Figure 17).
Figure 13: My Account screen
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Click the Order History link to view current and past orders.
You will be able to search for your orders by order number, date range, customer
reference info, or by displaying the last order for a specified time period (See Figure 14).

Order Search
Criteria

An example search
by customer
reference info using
a PO number

Figure 14a: Order History Search screen

An example search by
Order number

Figure 14b: Order History Search screen
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Click on the change password or email link and you will see the Change Password
screen. You can also change your secret question on this page (see Figure 15). You are
not required to change your password in order to change your secret question. When you
have completed your changes, click the Continue button. To return to My Account
without saving your changes, click Previous Page.

Change Password
fields

Secret Question fields

Continue button

Previous Page button

Figure 15: Change Password screen
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Click on the My Preferences link to select your email preferences, either HTML or Text
(see Figure 16). Click Save and Continue to save your changes. Otherwise, click
Cancel.

Figure 16: My Preferences screen
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Click on the Edit Store Hours link to edit your general account information. This includes
phone numbers and store hours (see Figure 17). If you have a change of address, please
contact your representative for this account.

Figure 17: Edit Billing Address (store hours) screen
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You can also reach this screen by clicking on the additional category links beneath the
edit store hours link. They include Ship Tos, and Phones (see Figure 18). Note: You may
change your store hours, or phones, but Ship Tos will only allow you to view your “ship
to” addresses. If you need to change these, please contact a representative.

Ship
Tos

Credit
Card

Phones

Figure 18: Close-up of My Account screen showing additional category links
The third additional category link will allow you to store a Credit Card for future use (see
Figure 19). Enter your credit card details and click Save and Continue, otherwise click
Cancel.

Enter Credit
Card details
here

Enter Credit
Card Billing
Address info
here

Save and
Continue
button
Figure 19: Credit Card on File screen
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Have Questions or Need Help?
Click on the Contact Us link at the bottom of any page (see Figure 19).

Contact Us link

Figure 19: “My Account” screen showing Contact Us link
Each department of Upper Deck has its own dedicated support staff. Please find the
department you need help with and contact support via the listed phone or email (see
Figure 20). For example, if you have a question about your Upper Deck Entertainment
account, a representative for Upper Deck Authenticated will not be able to answer your
account questions.

Figure 20: Support and Service Contact information
25

