
How to order UPMA Desk Nameplates
Step 1:  Click on “UPMA Desk Nameplates” under the UPMA Store on the UPMA 
National Website and it will default to the page below.  Then enter the total number of 
desk nameplates you want to order in Total Quantity and click “Begin Order.”  In the 
example below we are ordering 2 desk nameplates.
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Step 2:  Simply click the “Next” button.  The system is purposely defaulted to the 
approved 10-inch desk nameplates.  Please only order the 10-inch desk nameplates 
so we have a consistent and unified national look.  
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Step 3:  Simply click the “Next” button.  The system is purposely defaulted to include the 
UPMA National logo. Please do not add any new logos so we have a consistent and 
unified national look. 
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Step 4:  Enter the name or names of person or people you are ordering a desk 
nameplate for.  In the example below we are ordering 2 desk nameplates.  One 
for Mary Jones and one for John M. Smith.  After you have entered the names 
click “Next.”
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Note:  If you order 21 or more desk nameplates you will have an option of 
uploading an Excel file with all the names on your order instead of entering 
them one at a time by clicking on “Upload a data file.”  You can still enter 
them one at a time if you choose to by selecting “Key names into website”. 
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Step 5:  Confirm that the correct spelling of each name is correct and click 
“Next.” 
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Step 6:  Simply click “Add to Cart.”  There is no need to add any additional 
changes or comments. 
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Step 7: Simply click “Checkout.” 
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Step 8:  If this is your first time ordering you will need to create an account.  
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Step 9:  Select Credit Card and enter your credit card information.  Note: The more you 
order the less the price of each unit may become.  In the example below the UPMA 
National Office ordered 430 desk name plates and the price per unit went from $27.38 to 
$19.97.  For specific questions on large quantity order pricing please call 800-206-4099.     
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If you have any questions, please reach out UPMA National Membership 
Director Earl Husbands at the UPMA National Office.
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