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1. Log into UPS CampusShip 

www.campusship.ups.com

2. Select: “Create an Import” on the left menu

3. Select an Address from your Address Book or Enter 
New Address from which the item will be exported
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Complete “How would you like to ship” section:
5. Choose the UPS Service level from the drop down menu

6. Select the desired Label Delivery Method (indicates how the 
exporter will receive the shipping labels)

7. Select Additional Services, as needed
a. Send E-mail Notifications via UPS Quantum View Notify
b. Commercial Invoice Removal

4. Complete “What are you 
shipping” section:
a. Description of Goods
b. Number of Packages

c. Packaging Type
d. Weight and Dimensions
e. Declared Value
f. Merchandise Description
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8. If Electronic Label was selected, enter the email 
address where the labels and instructions should 
be sent.
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9. UPS Quantum View Notify enables visibility 
regarding the status of the shipment.  Select 
the desired notifications and up to 5 email 
address you wish to receive the notifications.  
A personal email message may also be 
included.  When finished, select “Next”.
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10. If desired, Enter Reference Numbers for ease 
of tracking or allocating cost for the 
shipment

11.Enter Payment Information
a. Bill Shipping Charges to: (transportation)
b. Bill Duties and Taxes to:

12.Click “Next”
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If the “Review Shipment 
Details” was selected, a 
page with the shipment 
details will appear with an 
option to edit the 

shipment information

13.If all the information is 
accurate, Select “Ship 
Now” to continue
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15.The Shipment 
Confirmation indicates 
your shipment is 

processed.123456

123456

14.Import Control offers 
you the option of 
completing Export 

Forms such as a 
Commercial Invoice

Select the forms you would 
like to complete and 
click on “Next.”14
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