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Logi and Intal teps I

Login and Initial Steps ndite Brofi
Enter your new password and confirm itin the appropriate field, Select Update to save vour new password,
[1] To log in, click on the link for your company’s unique S PO Ed TP O

UPS CampusShip™ Internet address, which you Nevr Passwrord: (6 to 10 characters)
received via e-mail. |

Re-enter New Password:

You will be asked to log in to your company’s UPS |
CampusShip system with the User ID and password
provided in the e-mails from UPS CampusShip. Please
note that User IDs and passwords are case sensitive.

[cerca [

Optional Step — If you would like to change the
language on the login page, choose the appropriate
language from the Languages drop-down menu.
Then click the blue arrow.

As a new user, please read the UPS CampusShip
Terms and Conditions and click the Accept button
to continue.

[4] Upon initial login, you will be prompted to change
your temporary password. After changing, select the
Update button. Please note that passwords are case
sensitive.

© Copyright 2006 United Parcel Service of America, Inc. All rights reserved.
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Shipping Shipping
Please enter your shipping information below. Required fields are shown in bold.
[1] Enter your Ship To address information. Begin Your Shipment Help 1

* Select an address from the Corporate Address Book or an A e Trloriatit S E— ——
External Address Book by clicking the appropriate link, Ship To: Service:

or enter a new address by selecting the Enter New IM S‘rel';':t%::dress Book = LSEELEELS?:”C_E =l e
Address link in the Address Information section. Corporate address Baogk [Select ,Eadi,'gmg B[ = i
) ) External Address Book Package 1 Weight:
* Complete the appropriate fields and select the Update Il Gk {Not required for UPS Package 1
button. The Shipping screen will then refresh with Shipper: Edit Cetiehs) Bepasyid Al

|bs I usD
Reference # 1: Search

your address choice displayed as the Ship To address.

Michael's Carmpany
617 Atlanta Strest |

* To change this information, select the Edit link.

Roswell GA 30075 Return Service:
Note: You cannot select an address from the My UPS ghip ':lr%?:anu% SERELES =
Address Book until you populate your Address Book i _ o
. ) Print and Save Shipping Ticket
with data. ™ schedule a Pickup
Payment Information
Optional Step — Modify Shipper or Ship From addresses: Bill To:
UPS #ccount ECS100
* To mo.di.fy the Shipper or Ship From addrfesses, select T T O T
the Edit link next to each address. The Ship From
address is used for determining rates and available
services, so it should reflect the actual address from
which a shipment will originate. The Shipper address * To save your modified Shipper or Ship From address,
will appear as the return address on the shipment select the appropriate save option and then select the
label. Update button. The Shipping screen will refresh with
* Enter new information into the address fields, select your new address choices displayed.
from a drop-down list of saved addresses, or modify Note: You will only be able to modify these addresses if your
the address information displayed in the form. Company Administrator has set you up as a traveling user.
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Shipping (continued)

[2] Enter the required information in the Shipment
Information section.

* Service: Select the UPS service appropriate for your
shipment.

* Packaging: Select the packaging you are using from
the Packaging drop-down menu.

* Number of packages: Enter the number of packages
you intend to ship using the Number of Packages
drop-down menu. You can ship up to 20 packages
per shipment.

* Package 1 Weight: Enter the weight for your package.
If you are shipping more than one package, enter
each package weight on the Add Shipping Options page.

Note: If you select UPS Letter/Envelope as your
packaging, weight is not required.

* Reference Numbers: Enter any desired or required
reference numbers. Please note that your
Administrator may require some reference numbers.

* Export Shipment Fields: Some fields will be visible only
for export shipments, such as:

— Description of Goods: Describe the contents of your
package. Required for all packaging other than
UPS Letters/Envelopes.

© Copyright 2006 United Parcel Service of America, Inc. All rights reserved.

— Documents of No Commercial Value: Check this
box for shipments containing documents with no
customs value.

— Declared Value: For more detailed information on
declared value, go to the Package Information section
in this guide.

After completing the Shipping screen, you have three
options:

¢ To view your shipment details, select the Preview
Shipment button. This page will also display the
published UPS rate for your shipment, if allowed by
your UPS CampusShip™ Administrator.

* For more shipping options, select the Add Shipping
Options button.

¢ To complete your shipment and print your package
labels, select the Ship Now button.

Shipment-Level Processing

For customers outside the U.S., Puerto Rico and Canada,
users can process their multiple-piece shipments by pro-
viding shipment-level information such as total shipment
weight. Users also have the option to process the same
shipment using package-level information.




Add Shipping Options

Note: Availability of shipping options is based on your
company set-up and origin country. Certain options can
only be used if set up by your Administrator.

To access additional shipping options, select the
Add Shipping Options button on the Shipping screen.
This allows you to access the following sections:

Address Information

If you need to change the Ship To, Shipper or Ship From
addresses, select the Edit link.

© Copyright 2006 United Parcel Service of America, Inc. All rights reserved.
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Add Shipping Optons I

Address Information

Ship To: Edit

Ps

CampusShip Administrator
404 5551212 x1234

55 Glenlake Parkway NE
hailroom

Biwtiledirg 1

ATLAMTA G4 30328-3474

[ Perform Detailed Address Yalidation

Shipper: Edi

UPs

Test Company

201 0 VYarsawy

Suite 12

Floor 39

ROSVWELL A 30075

Ship From: Edit
UPs

Test Company

201 0 VYarsawy

Suite 12

Floor 39

ROSVWELL A 30075
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Add Shipping Optons I

Shipment Information Shipment Information

Saturday Delivery: A door-to-door optional service for Service: Caleulate Delivery Time
packages to be delivered on a Saturday. Available for TEEERE AT =l I Schedule & Pickup

. . . . . Humber of Packages:
certain air services, typically for packages shipped on

| 1 |8 |
Friday.

= Saturday Delivery

Return Service:
I MNone Selected ;l

Quantumn Yiew Hotify "

Return Services: If | n optional Retur ]
eturn 5 ce youse ecta Opt ona eturn Servzce, Send an e-mail message at the time of shipment, when an exception occurs, or when your shipment is

enter a Merchandise Description in the Shipment delivered.

Information module. For more information regarding E-mail Addresses: Ship Exception Delivery
return services, go to the Glossary found by selecting I r r r

the Help link on the left side of the screen. I B ™ o
Quantum View Notify*": Send notifications of shipment ' 2 2 -

status to as many as five recipients. There are three types ! r 2 r

of possible notifications: I O - =

o Shlp Notification E-mail Message [ Max. 150 Charaderils): Iflimi notification iz undeliverakble, plesse E-mail:

* Exception Notification =]

Mote: The Use of Guantum Wiew Motify 2 may incur & small charge per shipment.

* Delivery Notification

For additional instructions, please refer to the online
Help link or your UPS CampusShip™ Administrator.

© Copyright 2006 United Parcel Service of America, Inc. All rights reserved.
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Add Shipping Optons I

Package Information Package Information

Additional package options may be available for your Package 1 of 1 Dimnsons (oge packagin ooy

h' h . Packaging: Length: Witk Height:
shipments, such as: IYDur Packaging ;I I in.J’I in..l’l n.
Declared Value: Each UPS domestic package or interna- desghit: Ghlct requiretidar LS S20rs) ﬁ:mim =

. . . . . 0 -
tional shipment is automatically protected by UPS against ! e -

- Decared Yalue: i i
loss or damage up to a value of US$ 100 at no additional | i - AdigtionaHanding
charge. If additional protection is desired, enter the R s oo
. . erence #1: Search

declared value in excess of US$ 100. An additional charge [23 C.0D. Amount:

for amounts in excess of US$ 100 will be assessed. [ ush

Reference #2: Search
I [T cashier's Check or Money Order Only

For customers in the U.S. or Puerto Rico: the maximum Dativars Confimati

. A . elvery LonTirmaton:
declared value for a package is US$ 50,000, regardless of i"m of Products: Search [Nore Selected |
the value in excess of the maximum.

O Shipper Release (Deliver without Signature)

For customers outside the U.S. or Puerto Rico: the maxi-
mum declared value for a package is US$ 50,000, or local
currency equivalent for UPS account transactions (includ-

ing credit cards for which a UPS account number has Oversize/Large Package: Oversize handling is a method
been provided) and US$ 5,000 or local currency equi- of processing large or odd sized packages when using
valent for credit card transactions, regardless of the value UPS Ground or UPS Standard to Canada. Once you have
in excess of the maximum. For complete details of the entered the dimensions of a package, go to UPS.com®
limitation on UPS’s liability, and declared value limits, to determine under what classification (Oversize 1,

visit www.ups.com. Oversize 2 or Oversize 3) your package should ship.

Dimensions: If you selected Your Packaging from the
Packaging drop-down menu, it is suggested that you enter
the appropriate dimensions in the Dimensions fields. This
will ensure accurate rating of your shipment.

© Copyright 2006 United Parcel Service of America, Inc. All rights reserved.



Package Information (continued)

Additional Handling: Indicates that a charge will be
calculated for any package over 60 inches or 150 centi-
meters in length, or any package of unusual size, shape,
or packaging.

COD: Indicates that the UPS driver will collect funds from
the recipient when delivering such a shipment. Some
origin/destination combinations can specify how the
funds should be collected, using secured funds, and in a
specified currency.

Delivery Confirmation: For customers in the US, Puerto
Rico and Canada, UPS provides confirmation of shipment
delivery. UPS offers three types of optional delivery
confirmation services:

* Delivery Confirmation: Provides automatic con-
firmation of delivery for any package you designate.

* Signature Required: Provides automatic confirmation
with a printed copy of the recipient’s digital signature.

* Adult Signature Required: Provides automatic
confirmation with a printed copy of the adult’s digital
signature. The adult age requirement will vary by
country. For specific country information, go to
UPS.com®.

Shipper Release: If you select Shipper Release, your time
sensitive shipment will be delivered on the first attempt
with no signature required. No additional charges will be
assessed on a shipment designated for Shipper Release.

© Copyright 2006 United Parcel Service of America, Inc. All rights reserved.
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Add Shipping Optons I

Package Information

Package 1 of 1

Packaging:

IYuur Packaging ;I
Weight: (Mot required for UPS Letters)
| s
Declared Yalue:

| UsD

Reference #: Search
123

Reference #2: Search

List of Products: Zearch

O Shipper Releaze (Deliver without Signature)

Dimensions (vour packaging only;

Length: Widdth; Height:

| in.f | in.f | in.
Owersize:

| Mo =]

™ additional Handling

C.OD. Amaourt:
I [HL=n]
[T cashier's Check or Money Order Only

Delivery Confirmation;
|N0ne Selected -]
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Add Shipping Optons I

Payment Method

You can choose your payment method to bill to a UPS
account number, credit card, receiver, third party or
consignee. Please note that you will be able to select these
options if your UPS CampusShip™ Administrator set
them up and if they are available in your country.

To bill your UPS Account, select Bill my UPS Account
Number.

To bill to a credit card, select Bill Credit Card and
indicate the credit card you would like to use. If you
have not entered any credit cards in your Payment
Method information, you may enter a credit card by
selecting the Add Credit Card link.

To bill the receiver, select Bill Receiver and specify the
receiver’s UPS account number and postal code, if
applicable.

To bill a third party, select Bill Third Party. Then specify
the UPS third party account number and postal code,
if applicable.

Note: The third party must be located in the shipper’s
Origin country.

Select Bill Consignee if you are a U.S. or Puerto Rico
customer and you would like to bill a consignee. This
billing option will only display if the Ship To address is
designated as consignee billable in the address book.

Note: This is a UPS Contract-Only Service.

© Copyright 2006 United Parcel Service of America, Inc. All rights reserved.

Payment Method

Select UPS Account Humber for this shipment:

I PSS sccount
Select Payment Method:

Addd Credit Card
" Bill Receiver

 Bill my UPS Account Mumber

Receiver UPS Account Mumber:

7 Bill Third Party:

Third Party UPS Account Mumber:

Bl Consignee

Receiver Postal Code: Courtry:
s

Third Party Postal Code: Courtry:
s

Select the Preview Shipment or Ship Now button when

satisfied with your shipment.
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Add Shipping Optons I

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. A user given this privilege can
print a “Shipping Ticket” that will accompany the
shipment until the time of label printing.

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
shipment data and print the label.

Note: This CampusShip feature is only available if assigned
by your Administrator.

© Copyright 2006 United Parcel Service of America, Inc. All rights reserved.
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Preview Shipment (optional)

Preview Shipment (optional) Preview Shipment
Pleaze reviewy your shipping summary for accuracy. To modify information select the appropriste edit link.
Select the Preview Shipment button to confirm your ship- Address Information
ment details. This page will also display the published 5 ; : ; ; ;
. . Ship To: Edit Shipper: Edit Ship From: Edit
UPS rates for your shipments, if allowed by your UPS UPS UpS UPS
- M - - - CAMPUSSHIP ADMINISTRATOR TEST COMPANY TEST COMPANY
CargpusShlp Administrator. Verify that all shlpr'nept St iy sy
details are correct. To make changes, select the Edit link. 55 GLENLAKE PARKWAY SUITE12 SUITE12
o . . . MAILRCOM FLOOR 39 FLOOR 33
When.you are satisfied with all shlpment detall‘s, select Arr . e s
the Ship Now button and your shipment data will be sent ATLANTA G4 30328-3438
to UPS. Shipment Information Edt
Service: UPS Ground Service
Guaranteed By: End of Day, Thurs, 3 Jun.
2004
Shippingt 392

Package Information Esit

Package 1 of 1

Package Type: Your Packaging
Actual Weight 5.0 bs

Billakle Weicht: 5.0 ks
Reference 1: 123

Reference 2: 456

Reference 3: 789

Billing Information Edit

Payment Method: Bill Zender: ECZ101
Total: All Shipping Charges in USD 3.92

cancel shipment @ Ship Now =

Note: Rates reflected above are for example purposes only.

© Copyright 2006 United Parcel Service of America, Inc. All rights reserved.
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Complete Shipment _

Complete Shipment Complete Shipment
Your =hipment has been processed.
At this point, UPS has received your shipment data. Now Wie have received your shipping details and processed your paymert.
. . . To zend your shipment, follow the steps belaw.
print the labels, affix them to the packages, and give the i Y S
packages to UPS. See steps below for more details. If you Guarartesd By:  End of Day, Mon. 24 May 2004
. . . Payiment Method:  Bill Sender: UPS LAccount
do not wish to ship the package you have just processed, T B
select Void Shipment to ensure you will not be charged. 1. Print Label(s) and Receipt Helg [
|I| Check the Label and/or Receipt boxes to print your Review the selected labels or receipts. To print checked items, select Yiew/Print. You may change your printing
. . preferences at any time, You may void this shipment now by selecting Yoid Shipment.
label and/or receipt. You may change your printing -
. . . Lahel

preferences (laser printer or thermal printer) for this Hiiaa

shlpment OHIYs m the Prmtmg Preferences section at the Miote: For most neswer browsers, the shipping labels and receipts appear in the same window, For some older

bottom of the screen. Then’ select the View/Print button. hrowsers, each appears in & separate window . For best results, use Microsoft's Internet Explorer (IEYS.x ar

nesver . This does not apply to UPS Thermal Printers.

* If you are using a thermal printer, the labels and

receipts will print automatically.

o If you are using a laser or ink-jet printer, a single pop-
up window will then open containing the labels and
receipts for your shipment.

* A print dialog box will also display prompting you to
print the labels and other post-shipping documents.
Select Print in this box.

¢ If you are shipping from an Asian origin, please ensure
that you print two copies of each label.

 Print to your local printer, fold paper(s) in half and
insert into a UPS pouch. Then peel the backing from
the UPS pouch and affix it to the package.

12
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Complete Shipment _

Comp|Ete Shipment (COﬂtinued) 2. Optional UPS Return Shipment

Recipients can easzily return your letter or package when you Create a Return Shipment. UPS will creste a return

Give your package to UPS. The Complete Shipment o e

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

Complete Your Return Label

If the Complete Your Return Label button is displayed
on your screen, you may add a Return Service to your
outgoing shipment. The following applies for this
option:

An editable Preview Return Shipment screen displays,
with the Ship To and Ship From addresses changed

to the Return From and Return To addresses. You

can edit these addresses. Verify that the return infor-
mation is accurate, complete the required Merchandise
Description field, and then select the Create Return
button to go to the Complete Shipment page. You may
then print your return label or receipt and view tips
on suggested Next Steps.

13
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History Tracking and Voding I

History - Tracking and Voiding View History or Void Shipment
Usze this history to review track, and void your previous shipments. %ou can also re-ship using the information
Select View HiStOI‘y or Void Shipment on the left-side menu from & previous shipment. &0y changes you make to howe your history is displayved are sutomatically saved.
bar. You will be notified that you will be leaving the History Selections Help [
Shipping screen. Click the OK button to continue. Change Shipping History Yiew Export Current Yiew
Dizplay Per Page:
To track a shipment, select the shipment(s) (you may | 25 Shipments =l

select up to 25 shipments). Then click the Track button. = e Bl

. . . | 7 Days =]
A tracking summary will appear. For more details, select
the Details link. Previous Shipments Help [
Pleaze zelect an individual shipment using the checkboxes. You can then choose to Yiew details concerning

To void a Shipment, select the desired Shipment and then thiat =hipmert, %oid the shipment, or Ship again using the appropriste buttons.
. . : Alzo, use the checkboxes to select one or more packages on thiz page (maximum 1), and select Track to display
select the Void Shipment button. When a new window Bilmaasalatie

appears, select the OK button to confirm the void action Shipments 1 through 1 out of 1 in the last 7 Days

you are requesting, or select the Cancel button to quit.

Ship To - Company ar

If you select OK, the page will refresh with a message that ¥ Shipped Date s Service Ehipmert Tracking #  Yoided
the void will be processed, but it will take a moment for || 21 May 2004 UPS UPS Ground Service  1ZECS1010390155339

the information to be updated in the UPS systems. An X shipments 1 through 1 out of 1 in the last 7 Days

will appear next to the shipment. Please note that you

may void shipments from UPS CampusShip™ within 24
hours of processing.

14
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S I

Export Information

The export shipping process starts with the Shipping
screen. When you select (or enter) a destination address
outside of your country, your screen will automatically
refresh, providing fields that must be completed for
international shipments. Complete the following steps
to begin:

[1] Complete the required fields in the Shipment
Information section.

Click the Preview Shipment button to review your
shipment detail. To proceed with the international
shipping process, click the Ship Now button. This will
take you to the Select Documentation Forms screen (if
this feature has been enabled by your Administrator).

The Select Documentation Forms screen: (1) indicates
the documents that may be completed for a non-
document shipment, and (2) is used to select the
method you will use to complete the documents
(electronic or manual).

When you enter your shipping address, UPS
CampusShip™ automatically displays the documents
available for shipments to that destination. For more
information, click on the name of the document, or
call UPS International Customer Service.

© Copyright 2006 United Parcel Service of America, Inc. All rights reserved.



Help

Now that you’ve familiarized yourself with the UPS
CampusShip™ Shipping Quick-Start Guide, you are ready
to put CampusShip’s powerful, full-featured functionality
to work for you.

If you have questions, or need further explanations of
CampusShip’s features or functions, select Help on the
left navigation bar. You can also contact your company’s
CampusShip Administrator.

© Copyright 2006 United Parcel Service of America, Inc. All rights reserved.
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