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Logging into the UCM Portal 
 
  1) Go to www.nealsettle.com 
  2) Click on Customer Login 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
  
    3) On the Customer Login page, enter the following credentials: 
    Username: ucm 
    Password: print1now 
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  4) Click on Enter Your Site 
 
 
 
 
 
 
 
 
 
 
 

 

Submitting a Form 
(New Order, Estimate, File Upload) 

 
  1) In the UCM Portal, select a form from the following: 

Place a New Order,  Send a File,  Request An Estimate   2) On the form page, fill out the information fields, including: 



Name, Client Information, Project Details, Packaging Instructions   3) Upload any project files.   4) Click on Submit to complete the form. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Ordering From the Document Library 



(Business Cards, Envelopes, Letterhead) 

 
  1) In the UCM Portal, select an item from the following: 
 

Business Cards - Warrensburg, Business Cards - MIC,  Letterheads, Envelopes 

 
  2) On the item page, select the quantity needed from the drop-down list. 
 
  3) Click on Add Item(s) to Cart. 
 
 
 

 
   
 
 
 



 
  4) Select the layout option for your item. 

   
 
 
 
 
 
 
 
   5) Fill out the information fields. 
 
  6) Click on Update Preview. If the item looks correct, click Add to Cart. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
  7) In the cart, verify the item details are correct.   8) Fill out the information fields at the bottom of the page. 

  9) Click on Submit Order. 
 


