
EML4502 OTS Part Order Tutorial – Beyond The Box Engineering LLC 

Account and Name Registration 

1.) Navigate to www.btbeng.shop 
2.) Select “My Account” in the upper menu bar. 
3.) On the “Register” side, enter your UFL email address and a strong password of your 

choosing, and then click “REGISTER” 
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http://www.btbeng.shop/


4.) After registering, select “My account” in the upper menu bar. 
5.) Select “Account details” in the menu on the left. 
6.) Enter your first and last name in the respective boxes, and then select “SAVE 

CHANGES” at the bottom. Note: you do not need to update your password to save 
these changes. 
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Part Order Example 

1.) Select “Shop Services” in the upper menu bar. 
2.) Select “OTS Part Order” by either clicking on the image or the underlined text. 
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3.) Under “Item Name”, enter the name of the item as it appears according to its listing. 
4.) Under “URL”, copy and paste the url link to the item. 
5.) Under “Per Unit Item Price”, enter the price of a single purchase of the item (even if 

you intend to purchase multiple copies of this item, DO NOT enter the final 
purchase total) 

6.) Under “Optional Notes”, enter any additional useful or required information to 
complete the order (if the item contains customizable menu options, such as 
different pack quantities, sizes, colors, etc., list all of those here) 

7.) To the direct left of the “ADD QUOTE TO CART” button (the box defaulted to show the 
number “1”), specify the purchase quantity of this item (e.g., if you intend to 
purchase two 50-packs of screws, the number in this box should be “2” and not 
“100”) 

8.) Review the information as input, and if correct, select “ADD QUOTE TO CART”. An 
example has been provided. 
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9.) Ensure that a green checkmark and corresponding notification appears noting that 
your order has been added to your cart.  
NOTE: You may repeat this process (Part Order Example Steps 3-8) for as many 
items as you would like to include in a single request. Items placed in the same 
order may also come from various different vendors. 

10.) When all items have been added, select either “View Cart” or “Cart”. 
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11.) Review all items in cart. When ready, select “Proceed to Checkout” 
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12.) Review all items before checkout. When ready, select “REQUEST QUOTE” at the 
bottom right.  

Note(s): You may add any additional notes under “Order notes (optional)” that may 
apply to your entire order (team name, priority (normal/urgent), etc.). Additionally, 
ignore all subtotal/total columns/rows that are empty, even if the price of item(s) were 
non-zero. 
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13.) Ensure that your order has been properly submitted via the text line that reads 
“Thank you. Your order has been received.”, and note your associated order number. 
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Checking Order Status 

1.) Select “My Account” in the upper menu bar. 
2.) Select “Orders” in the menu on the left. 
3.) Select the order number of interest by either selecting the hyperlinked number itself 

or the “View” button in the same row. 
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4.) Real-time order information will be updated above “Order details” including when 
each individual item has been shipped, and when the order has been delivered the 
“Processing” will change to “Completed” 

5.) If you need to modify your order before any of the items have shipped, you may type 
corrections and add new links in the “Add a note (optional):” section and submit. 
Note: do not use the “Upload a new file” feature for OTS Part Orders – this function is 
reserved for BTBE Manufacturing Services. 
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