UPS CampusShip™
[ Snipping_|_Resowrces 1~ ————————————————————

Quick Start Guide

UPS CampusShip™ it 1: Login
E—— * Open Microsoft Internet Explorer
* Type in the following URL address:

s s g U 0 s https://www.campusship.ups.com [Enter]

fields g caze sensitive,)

Please Log In

Then click on “Campus Ship System”.
e **To add the UPS CampusShip URL address to
your Favorites, from the Internet Explorer menu,
click on “Favorites” and then click “Add to
Favorites”
o e L e A At the UPS Login Screen

* Type in your user name and click [Tab]

* Type your Password and click [Enter] or
Shipping click the“Logon” button

Please enter vour shipping information below, Required fields are shown in bold.

Ship A Package Lol 2 ShiE

Address Information Shipment Information
Ship To: Service:

My UPS Address Book
m << e « Ship: Select recipient from Address Book,

Enter Mew Address e .

shippers_ i rmare o oo  For New Customers click on “Enter New
Sost o et Address” and enter:

UPS Demo Company

Forqot yflr password?

1

Roswell GA 30076 Return Service: ¢ Company Name
o von ol * Attention To

Payment Information » Address (Address 2/3 can be Bldg. #,
DPe aecount v w42 :
Flopr, Suite #, etc.)
* City
» State
Shipping * Zip Code
QRS TLSUERT SR 23 UPS CampusShip: Enter New Addre... (2] [X]  Country (Automatically defaults to U.S.)
— * Phone Number & Extension

Required fields are shown in bold. (*requirad for internation sy

Address Information destinations).

Ship Te:

My URS Address Book Enter New Address
Select One v

Evcernl Adlress Baok Company or Name: * Ship From:
Enter Mew Address .
[ ]
N s Automatically set
LIPS Dene [ 1 i
155 Do Somaans * Can be altered for traveling users
2010 Warsaw Road address:
Roswell G& 30076 -
Ship From:  Edit
Roswell G& 30076
Payment Information
Bill To: _
v




Shipping

Plaase enter your shipping infarmation belaw. Required fialds are shown in bold.

Ship A Package

Address Information
Ship To: Edit

ups

Mark Stolz

1 Wembly Road

MEW WINDSOR MY 12553

Perfarm Detailed Address Validation

Shipper: Edit

UPS Demo

UPS Demo Company
2010 Warsaw Road
Roswell GA 30076

ship From:  Edit
Roswell GA 20076

Payment Information
Bill To:
UPS Account VEQIN4Z

Shipment Information
Service:

UPS Mext Day Air
Packaging: Number of Packages:
LIPS Letter v 1w

Package 1 Weight:
(Mot required far Letters)

LBS
Cost Center Search

seece

Return Service:

Naone Selected v

1

Additional Shipping Options

Shipping

Review Shipment | Ship Now =

Plaase enter your shipping infarmation below. Required fialds are shown in bold.

Ship A Package

Address Information
ship To: Edit

ups

Mark Stolz

1 Wembly Road

MEW WINDSOR MY 12553

Parform Detailed Address Validation

shippers Edit

LIPS Demo

UPS Demo Company
2010 Warsaw Road
Roswell GA 30076

ship From:  Edit
Roswell GA 30076

Payment Information
Bill To:
UPS Account VESW42

Help B

Shipment Information

Service: /

Packaging: Number of Packages:
LIPS Letter b 1w

Pachage 1 Weight:
[Mot required for Letters)

Les
Cost Center Saarch

2: Ship (continued)

* Choose Shipping Service:
*Ground
*Air
International

**International shipments containing items
other than documents require (3) copies of a
commercial invoice. If you have any questions,
please call 1-800-782-7892.

* Choose Package count:
* 1- 5 packages can be processed at
one time

* Reference 1 — Enter Account number to
be charged.

ceese 4

Return Service:

None Selected v

Additional Shipping Dptions

Shipping

Review Shipmeent | Ship Now =

Please enter your shipping infarmation below. Required fields are shown in bold,

Ship A Package

Address Information
Ship To: Edit

ups

Mark Stolz

1 Wembly Road

MEW WINDSOR MY 12333

Perform Detailed Addrass Validation

Shipper:  Edit

UPS Dema

UPS Deme Company
2010 Warsaw Read
Roswell GA 30076

Ship From:  Edit
Roswell G4 30076

Payment Information
Bill To:
UPS Account VESW4Z

Shipment Information
Service:

UPS Mext Day Air £

Packaging: Number of Packages:
LIPS Letter A 1w

Package 1 Weight:
(Mot required for Letters)

LBS
Cost Center Search

eeece

Return Service:

None Selected v

Additional Shipping Dptions

Review Shipment | Ship Now =

Shipping
Please &

Ship A Package:

Address Information
Ship To:

My UPS Addrass Book
Sclect Onc v

UPS CampusShip™ %

TN resouces | —

ntar your shipping information beloy. Required falds ars shown in bal

Company Support:  1-800-513-1819 CampusShip@ups.com

Shigping | Resourses | 11y Settings

Copyright @ 1394-2003 United Parcel Service of America, Tnc. Al ights reserved.

Return Label (Optional) :

This option allows you to create a return
label that can be placed inside the
envelope. Your customer can then give the
envelope to a UPS Driver, Drop off
location or leave it off at their own
shipping dept.

Review Shipment Or Ship Now

* Review Shipment Option: Allows you to
check for any errors in the shipment (See
next page)

*Ship Now : Creates the Label



Shipping & Welcome, UPS Demo | Logout ‘Administration | My Settings.

"%‘;ﬂ*”—““% Review Shipment
Plesse raview your shipping summary for accuracy. To modfy information select the appropriate adit lnk.

Address Information

i T £ Shipper: Edit Ship Frome £t

UPS Demo el 6 30076
UPS Demo Company
2215 W Choct msasmnn
LONDON GH uun 3078
Residential M \
2nm Waresy foad
well G4 30075
Shipment Information Edit
Service: UPS Next Day Ai
*Guaranteed By 12100 P, Tuss, 11 Mar, 2003
shipping: 18,17

Package Information gdn
Package 1of 1
Pack pe: UPS Letter
Leteer
Leteer
12324654

34567
ol code 12345

Billing Information Edit

PaymentMethod: o u Sender 7 vesz
Totak  Allcumenciesin

Shipping & Welcome, UPS Demo | Logout Administration | My Settings.

Label
Recept

2. Package Return Option
Iyau

2 3 UPS RoundTrp e sl nclud nyour hipmant o s
VD::G‘Y‘

Next Steps...

Getting your Shipment to UPS

us iithout a Daily Pickug

jay Pickup to have 2 UPS driver pickup all of your Internet Shipping

Autho et, ar 4 UPS Customer Caunter.
ipments including Worldvide Express at ane of our 50,000 UPS Drop-Off boses

Cutamersvith oDy ik
Il pick up your shipment(s) as usual.

sl bt pges

and cancel
3 charges. To

w0 HIRASHIMA
(R b 1194 LTR 10F1

LS - INMOFLEL
R0 10 WARSAW ROAT
HENEWIELL 428 05 S

SHIP TO:
JOHN
[R71) 425- 1074
UNITED PARCEL SERVICE
RUILDING 1
251 SYLVANIA AVLE

SANTA CRUZ CA 95060

Ty ang

CA 950 0-02

g
a0 ||II||

50

UPS NEXT DAY AIR

TRACKING s |7 F20 373 01 9977 3703

DILLING: F/F

Referenee Mo s LEHEEEEEnD %TM

3: Review Shipment and Ship

Now

Review Shipment Screen

* Is the Ship To information correct?

¢ Is the Ship From information correct?
» Are the Package Details correct?

**[f any information is not correct, edit by
clicking on the “Edit” button

**If all of the information is correct, click on the
“Ship Now” button

Ship Now Screen
* Allows to print the label
* Creates a return label (Optional)

4: Print
» The UPS Shipping Label will appear on your
screen
 Label options:
* [fusing 8 1/2 x 11” paper:
* Print to local Laser printer
* Fold paper in half and insert into
UPS pouch (Item#171604)
* Peel backing from UPS pouch
and apply to package
* [f using 8 1/2 x 11” thermal paper:
* Insert thermal paper
(Item#01774501) into Laser
printer face down
* Print
* Peel thermal label and apply
directly to package

Supplies: UPS supplies can be ordered by
calling 1-800-PICK-UPS or by visiting
WWW.UpSs.com



Additional Shipping Options

Required fields are shown in bold,

Address Information

Ship To:  Edit Shipper: Edit Ship From: Edit
Hoaszier Park UPS Demo Company UPS Demo Company
Bonnie McDowell UPS Demao UPS Demo
4500 Dran Patch Circle 2010 Warsaw Road 2010 Warsaw Road
AMDERSOM, IM 460133162 S Floar 5 Floor

Mail Stop 20 Mail Stop 20

Roswell, GA 20076 Rozwell, GA 20076

Perform Detailed Addreszs
Validation

Shipment Information

Service:

UPS Mext Day Air w

Calculate Delivery Time

D Saturday Delivery

# of Packages in Shipment

q £ Return Services:
Naone Selected

Ship Motification E-mail Addresszes

O
O

E-mail Message

If any notification is undeliverable, please e-mail:

O

Package Information

Package 1 of 1

Dimensions (¥our packaging only):

Packaging: Length: idth: Height:
UPS Letter w in./ in in.
Weights (Mot required for Letters) Quersizer
It Mo v
Cost Center: Search [T additional Handling
eeese
Reference 2 Search
34567
Reference 3: Search

gl code 12345

Payment Method

Select UPS Account Number for this shipment:
WESwWAZ - UPS Demo Compa W

Select Payment Method:
@ Bill iy UPS Account Mumber

O ill Receiver

Receiver UPS Account Mumber: Receiver Postal Code: Country:
us
O il Third Party:
Third Party UPS Account Third Party Postal Code: Country:

Mumber:
us

5: Additional Shipping Options

Address Information

+ Allows to edit “Ship To”

* Allows to edit “Shipper”

* Allows to edit “Ship From”

* Allows to turn on/off “Detailed Address
Validation.”

Shipment Information

Allows to edit “Service”

* A link to Calculate service time

* Email notification with email message

* [f email is not deliverable you can chose an

alternate.

* Saturday Delivery Option
* Option will be accessible on Friday
* Call 1-800-PICK-UPS to determine
specific territories served and delivery
time commitments.
* Apply orange UPS Saturday sticker

% Saturday

¥ % i ' 7Y B § v
s m

Package Information

 Allows to edit package type

* Can enter up to three reference numbers.
* Oversize option

 Additional Handling Option

Payment method

* Allows to select Payment Method.
1. Bill to UPS Shipper #
2. Bill to Receiver's Shipper #
3. Bill to Third Party



6: Shipment History
Voiding/Tracking

Shipping

aze enter your shipping information below. Required fields are shown in bold.

Ship A Package

Shipping
= Ship a Package
» Shipping History
*Shipping
Preferances

= Shipping FAQs

Address Information
Ship To:
My UPS Address Book

Service:

Select Service v

| Select One v Packaging: Number of Packages:
_% OVGFEA?:dVESSBMk“k | Select Packaging V| | 1 V|
W Package 1 Weight: Package 1
— (Mot required for Letters) Insured Yalue:

Quick Tip Shipper: Edit [ Jies [ Juso

To change your payment |Vict0ria Leyba Reference 1 Search

method and more, select test |DD2-DUS-0355-UD3 |

Additional Shipping
Cptions,

71035 Corporate Dr

Return Service:
Plana TH 75024

| Mane Selected v|

Payment Information
Eill To:
UPS Account 74460

Additional Shipping Options Review Shipment | Ship Now 2

Company Supportt  800-669-6682 helpdesk@countrywide.com

Shipping | Rezources | My Settings

Copyright @ 1994-2003 United Parcel Service of America, Inc, &ll rights reserved,

|

1. Select Shipping History
located at the top left
corner of the screen.

|«

in

= Ship a Package
> Shipping Histary

Shipping

» Shipping Please enter your shipping information below, Required fields are shown in bold,
Preferences ki |
= efimie Foes Ship A Package

Address Information Shipment Information
Ship Te: Service:

My UPS Address Book Select Service R

in the current screen; select OK bo go ko a new screen,

Ta change your payment
method and more, zelect
Additienal Shipping
Options,

Quick Tip . \“.’) By going ko a new screen at this time you will lose all the data entered in the current screen, Select Cancel ko remain

|

Payment Information
Bill To:
UPS Account 74460

Company Support: 800-669-6682 helpdesk@countrywide.com

Shipping | Resources | My Settings

Copyright & 1994-2003 United Parcel Service of America, Inc, All rights reserved,

Additional Shipping Dptions Review Shipment m\

2.You will receive a
message stating that you
will be leaving the
shipping screen.

Click on “OK” to
proceed to the Shipping
History Screen



6: Shipment History
Voiding/Tracking

UPS CampusShip™

B Resources |

& Welcome, Yictoria Leyba | Logout

= Ship a Package

> Shipping History
> Shipping
Preferences Use Shipping History to review, track and void your previous shipments, You can also re-zhip uzing the
= Shipping FAG: shipping information from a previous shipment, &ny changes you make ta how vour Shipping History is

displayed iz automatically saved,

History Selections

=
E

Change Shipping History Yiew Wiew Previous Release History

Dizplay Per Page:
| 25 Shipments v|

Show History For the Last:
| 7 Daps V|

Previous Shipments elp [
Please select a previous shipment to view,

Shipments 1 through 1 outof 1 in the last 7 Days
Show Detail /Receipt Ship Again | Yoid Shipment >
Seryice ShipmentTrackim

O 14 Mar 20032 MBMA MTG SERY UPS Meut Day Air - 1Z274V4600196709321

T

¥ Shipped Date

Shipments 1 through 1 out of 1 in the last 7 Days

Show Detail /Receipt Ship Again | Yoid Shipment

History Screen

Show Detail/Receipt
-Detailed information about the package that was shipped
Track
Allows to track the package selected without going to www.ups.com.
Ship Again
Allow to reprint the package label
Void Shipment
Allows to void the package. NOTE: You have 24 hours to void the package.

|3

<



