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Shipping

When you are ready to begin shipping, log in to access
the Shipping page. From here, you can Create a Shipment,
Create a Return, Create an Import or Ship Using a Batch
File. Select the desired option to begin your shipment.

Where is this shipment going? First, enter or select
a contact or a distribution list by typing into the field
provided. You can also access the Corporate Address
Book, or select External Address Book to select a contact
from your Microsoft Qutlook® address book.
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Sh i ppi ng {continyed)

Where is this shipment coming fromé Verify your Ship
From address and select Edit to modify. The Ship From
address is used for determining rates and available services,
so it should reflect the actual address from which a ship-
ment will originate. If needed, you can specify a different
return to address in case the shipment is undeliverable.

Note: You will only be able to modify these addresses
if your Company Administrator bas set you up as a
traveling user. :

What are you shipping? Specify the number of packages
in the shipment (up to 20), and whether the packages
are the same. Provide a weight. Specify dimensions for
a more accurate rate.

Visit the Help link for further detail.

Ship From Address: Edit
CampusShip

JOHN 117

435 SOUTH ST

AUTO

MORRISTOWN M 07960
Telephone: 555123456

If tha shipment is undeliverable return to :

Contact:
[CampusShip

Return Address:

Number of Packages:

|

Packaging Type: [

| Otner Packaging
" Weight:

i dbe
i’ackage Dimensions: & .
Length: Width: Height:
I N T

Large or Unusually Shaped PackagesCl

™ Large Package
[ Addittenal Handling

Package Declared Value:
| usp

Note: Additional shipping fees may apply based on declared valua.

:in.

Use the same values for all packages?
|_‘f’es ;*I




ip® Quick Start Guide

Shipp i ng {continued)

How would you like to ship? Select the UPS service you Service:

would like to use from the drop-down menu. Select the [UPS Mext Day Air =]

Compare Service Options link for estimated transit times Compars Service Options 4

and rates. You can also select additional services from Do you need gdditional sevices? @ ‘ Fee?

this page. Additional information will be requested on : I? Send E-mail Notifications Free

a subsequent page for some options. I Receive Confirmation of Delivery Free

Note: If enabled, your account specific negotiated rates a DB[!M Without Signature (Shipper Release) . Free

will display. ¥ Deliver On Saturday Free
7 cob. Yes
I Offset the climate impact of this shipment (UPS carbon neutral) Yes

Same services may require extra information. You will be able to enter the required
information on the next page.

Would you like to add reference numbers? Your
Administrator may require references for your ship-
ment. You can search for or enter references in the

fields provided.

UPS gives you the option to track your shipments using references that you define.

Reference # 1
|SSB RFA 7005 ]

[~ Add @ bar code for Reference #1 to rmy Shipgiriy label




Shipping {continyed)

How would you like to pay? Specify a payment method
using the drop-down menu. You may select Shipper’s UPS
Account, Bill Receiver, Bill Third Party or Payment Card.

Note: Enter new payment cards in your Shipping
Preferences.

Would you like to Schedule a Pickup? After selecting
a payment method, your default pickup options will

 be displayed, including previously scheduled pickups
and the option to Schedule an On-Call Pickup. Select the
checkbox to schedule a pickup.

UPS CampusShip® Qui

Please enter your payment infarmation below. The information you enter will be
transmitted using a secure connection. Reguired fields are indicated with «.

Bill Shipping Charges te; &
IS‘elreclt One

Associate a Shipper’s UPS Account [
ISeIect One

{1 Bill Declared Value Charges to Shlpper

r‘ '-S e AS Shlpplng Tu:ket
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Shipping Ticket

Administrators may give users the ability to partially
process shipments. This feature is useful for users who
want to process a package with UPS CampusShip before
they know the actual weight or when the shipment will
be complete for processing.

At the time of shipment processing, the user who created
the Shipping Ticket or another designated Shipping Ticket
processor can access the shipment, enter or modify ship-
ment data, complete the shipment, and print the label
when the Ship Now button is selectable.

If you are creating a shipping ticket, in order for someone
else to process the ticket and finalize your shipment, sclect
the checkbox to Save as Shipping Ticket.

To review your details, including price before completing
your shipment, keep the checkbox selected before com-

pleting your shipping ticket or shipment. When complete,
select Next.

Note: These UPS CampusShip features are only available
if assigned by your Administrator.

UPS CampusShip® Quick Start Guide

Please enter your payment infarmation below. The infarmation you gnter will be
transmitted using a secure connection. Required fields are indicated with ¢

Bill Shipping Charges to: @
[Selectone . e

Associate a Shipper’s UPS Account
| Select One e

[~ Bill Declared Value Charges to Shipper

7 Schedule a UPS On-Call Pickup. (@ - An additional fee may apply.

- |t Review Shipping detai'l_'s-,-'includ__ihg price, before completing this shipment

771 Save As Shipping Ticket

n




UPS CampusShip® Quick Start Guid;

Begin Yolr Shipment |

Review Shipment Details

Pledse review your shipping infﬂrrnalinn‘fcia'i:.:u oy, Select E

Verify that all shipment details are correct. To make &
changes, select the Edit link. When you are satisfied with S o £l St to: £ S
. . . ARC C Satish Test C
all shipment details, select the Ship Now button and 000 MDLANDRD 6910 Test R MDD RD
. . .« . BILLINGS MT 53101 Timonium MD 21083 BILLINGS tT 59101
your shipment data will be sent to UPS. For additional Telophona: 410403689 Teluphone:S555556555  Telephone:4104104100
support, please refer to the Help link or contact your : i =

Declarsd Value Rsference Humbe

UPS CampusShip Administrator. I wwetesn g Dimousions?
. ] . foight I Packagiing

|1. sotbs  Cther Packaging 797927 - referencal

Service:
UPS Next Day Air

Guaranteed By:
1G:30 AM Friday, 4/23/2010

Do you need-it there saoner? . s
& UPS Next Day Air currenily selecled10:30.AM Criday, 42372010

£ UPS Next Day-Air Savef F00 PMEridey, 432010 |
£ UPS Next Day Air Eary-A:M. 3317 USD merg. 8.00 AM Friday, 4/232010 |
[ ygds:ta

; Deyouyish to 'off'set'ﬂ) climate inipact of this shipnrent? S
; Seiact Upilate Lo include UPS karhan neural - Shwe Fae . :
i : ; Supdate. |

62.06 UsD.

Shipping Fees Subtetal:
+ Shovs Shipning Fees Sukicts! Details
Additlenal Shipping Cptions:

BIH Shipping Charges ta: Shipper's Account Shipper's :Atcount ,
poiesded :

Taetal Charyed: 62.06 USD

Company Support:




UPS CampusShip® Quick Start Guide

Shipment Confirmation

Complete Shipment

At this point, UPS has received your shipment data. Now
print the labels, affix them to the packages and give the
packages to UPS.

Check the Label and/or Receipt boxes to print your label
and/or receipt. You may change your printing preferences
{laser printer or thermal printer) for this shipment only,
in the Printing Preferences section at the bottom of the
screen. Then, select the Print button. You can also specify
if you want instructions printed.

The Complete Shipment screen contains tips on suggested
Next Steps for getting your shipments to UPS, obtaining
shipping history and instructions for shipping again.

- Select the tems s print-batow. To print selectadf items selec! Peint.

. Print labels using my UPS thermal Printet?  [No vl

;. Prini |abel instructions on? EEa[fh label ]

: elways pumlabeunstm:ﬂnns mnamlass of this sefting)

. Print Jatiels vsing my UPS thermal Printer? [Mg

; To.void this shipment, salect the Vald This Shipment button: You can raview and void

" a Sohadule 5 Piskup
¢ lopick up all of ynui shlpmsnls on a regular schedule.

" You can creale anoihér shipment, or view your shipping history to:reviews and track

Labef:
i Label

fequiing a s/onature or special Inglructions, will

Recelpt:
£ Raceipt

past shipmants In your gligping hisifsy.

The.recipient of your skipment can easily retum your'lelter ot packags whi
& raturn shipping 1abak. To creale.a rewury shipment aand print & ratum shlppmg labét to
include with your shipment selact Create a Return Shipment.

5
S
Al
- You can schedile a pickup for today a1 schedule & ueg “driver

+ Hand ynurpackages to any UPS driver in'yourgrea;
+ Eind UPE Drgg-off Lecations - Leavs your packages &t any convenient lacation near

plannusly shlpped packages

ica, INCAN rights seservad



