UPS WorldShip™ 2009 Version 11.0

Import Customer Addresses

Note: Customer addresses stored in a previous version of WorldShip are automatically added to your address
book. If you do not see your addresses, call UPS Technical Support.

To import your address book (stored in a Microsoft® Access database) into UPS WorldShip:

Step Window (if available)

. . G UPS WorldShip i =[al x|
1. On the Import/Export Data menu, click Connection R e
I i ImportiExport Wizard, .
Assistant. [ WL A 2 8 7
PACKAGES FREIGHT HISTORY SHIPMENT  UPS.coM AL DAY HELP
45
Ship To | Ship From | Distribution | Eddimpat
Customer ID D e
- G "~ Export & Single End Of Day. .. :
I Residential Hands-OFf Shipping. . =
Company or Mame: J ML At Toport. . e
Aftention: Keyed Import r o
| . Automatic Export After Processing Shipment: il l—
Automatic Export After Processing Freight Shipment  »
Address 1: mber 1
| Automatic Export During End OF Day » I—
Address 2 Address 3 Create f Edt Map. . b 2
| | \ i
Countrye/ T erritany: Postal Code: Bill Transportation To:
IUmled States j | - IShipper j
City ar Tewn: State/Pravincs/County:
| | = | Weight () - Shipment Cast (USD)
Telsphone E-mail Address B Shipment
[7- 11 [ I— 0.0
UPS Account Number. Tag 1D Number: ‘ 0' 00
™ Electionic Seals Activated
S\T;:E:'DE - Pu’i’ie || T T |
I I il | Pkgs | DeEePin | Fi
Yout invoice may vary from the displayed rates
Connection Assistant for creating new connection maps.  [Ver: 11.0.8 [XOFY [Pending: 1 Shpmt(s), 1 Pka(s), Cost: 59.38 USD 4
2. The Connection Assistant — Select Import or Export | | eSS RSISEE S WSl nE Lzl
— Step 1 of 5 window appears. “Welcome to the Connection Assistant, a step-by-step guide to creating import and
export maps. The maps pou create can then be used when importing data to or
exporting data from UPS % orldS hip.
e Select Create a New Map for Import.
. To uze exizting maps that pou have already created vou can ga to Impart/E =port
° Click the Next button. D1ata drop down menu from the main screen and then select either 'Batch Import’ or

‘Batch Export’ and follove the on soreen instructions.

Wwhat action would vou like o do now?

& Create a new map for |mpork

" Create a new map for Expart
" Impart using an existing map

™ Export using an existing map

¢ Back I Mest » ‘E I Cancel Help
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Import Customer Addresses

3. The Connection Assistant — Select the Data Type — | |ElliSd L GER e R i QT B R e el 3
Step 2 of 5 window appears. Select the tppe of information you are working with, such ag addresses or
. shipments.
e Check for the following defaults: Address Book
in the Import Data Types box and Shlp — Chaooze the twpe of Impart data.
To/Collect From on the Address Books tab. Impart Diata Types e st Bond elietler

° CI'Ck the NeXt button Address Books | Distribution LiStSI

[lrnporter

[ 1Praducer

[15hip From ¢ Return To
[w]Ship To # Collect From
[ 1Third Party

[ timate Receiver

< Back I Mext » [: I Cancel | Help |

Connection Assistant - Data Source - Step 3of 5 2=l

4. The Connection Assistant — Data Source — Step 3
of 5 window appears.

e Select By File.

e Enter the location of the file in the Currently
i . — Select the Data Source
Selected File box, or click the Browse button ' By Known ODBE Source Data Source Name [DSH]
and locate and select your file. [MvADDRESSLIST
* By File [~ System DSM I
e Select Microsoft Access Driver (*.mdb) in the Cunently Selectsd Fie: | .
ODBC Drivers box. IAddrBook\-’hddress.mdb Browse... | Password:
e Enter the name for the new file in the Data , |
ODBC Drivers:

Source Name (DSN) box.
SOL Server

. Microsoft A fwer [
b Click the Next button. Microzoft Test Driver [ tat; * cav)
Microzoft Excel Driver [~ xlz)
Microzoft dBaze Dnver [*.dbf)
Microzoft Paradox Driver [*.db ) :I
b4

nnnnnn FEY fen=] CmiDem Dieliime

Fiefresh List | Launch the DOEC Administratorn |
¢ Back I Mest » 'E I Cancel | Help |
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5. The Connection Assistant — Select a Name for Map | |yt ey D e N I E s fied [
- Step 4 of 5 window appears. The next step iz bo connect or "map” the fields in pour selected data sowrce to the
fields in UPS “worldShip. “#ith the Connection Editar, you will make these

conhections. You can create a completely new map or vou can base it on an existin
e Select New Map. Sl o S .

e Enter a name for the map in the New Map

Hint: &ll map hames are unigue and if vou select an existing map, you must give it a
Name box. HE NEMme.
) — Select New Map or Hew Map bazed on Existing Map
e Click the Next button. & MewMap

" Mew Map based on existing map

Mew Map Mame:

IMY ADDRESS MAP

Exizting Maps

tap Mame 7 | Map Type | Map ODBC DS
4 { Default Import Invalid... Address Book.
4 | Default Import } Address Book,
4 | =
< Back I Mext » ‘E I Cancel | Help |
6. The Connection Assistant — Prepare the Map — Connection Assistant - Prepare the Map - Step 5ol el 3

Step 5 of 5 window appears. There iz one more step left, creating a map. After pou click the Finish button, pou
. . . will see the Connection Editar. YWwith this editor, you will "map" the fields in your
° Review the instructions. data source and in UPS WorldShip ta show the connection between the figlds.
° Click the Finish button. Mate: If you created a new DSM, you may need to confirm the ODEC source

setup. The setup dialog will be presented before the Connection Editar, if
cohfirmnation iz needed. Click OK to confim setup.

Here are some tipz

1. When you see the Connection Editor, select a field or column in your data
FOUICE,

2 Select a corezponding figld in the LIPS ‘worldShip list.

3. Click the Connect buttan, Maw the twa fislds are mapped.

4. Continue thiz process until all of the fields that you need are mapped.

¢ Back Cancel Help
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7. The ODBC Microsoft Access Setup window ODBC Microsoft Access Setup 2l
appears. Data Source Name: oK [: I
e Check for the following: the DSN name that SR Cancel |
you entered appears in the Data Source Name rDatabase
box, and the file name that you entered Databaser 0. AmpEsphaddiE ook dddress. mdb Help |
appears for Database. Select . Create... Bepair... Compact...
pp | I I Advanced... |
e Select None under System Database.
— Suztem Databaze
e Click the OK button 5
+ MNone
" Datahase:
System Databaze.. | Dot I
Ophionsz>»
8. If the Data Source Name (DSN) already exists, a =

message asks you to confirm your choice.

e Click the Yes button to replace the existing

DSN with your new DSN. L S
e Click the No button to rename your DSN.
9. The Edit Import Map window appears. e e A
ODBC Tables “WorldS hip Fields
e Under ODBC Tables, click the down arrow and [ asdesseo =] Jadoress ook =]
select the table that contains the Primary Key C. |§D|Kumnum I\ch'f I;leh [ 2 [= 1/ Ige'-j . [
. . . o TIREY = uztomer
for Import, a field that uniquely identifies each TRl 2 Companyor Hame | |
3 Attention WChar 80 — 3 Altention
customer. 4 E:mp:anyDrNama Vhar 50 1 A:dlatss‘\
) Departmentaddr... WChar B0 ) Address 2
e Select the field in the table that uniquely & PoorPosida.. N % ol
identifies each customer. 8Oy Vehar 50 gl | 8 seRovieeCony -
e Click the Define Primary Key for Import button. S W‘l e e |
ehne Coreign Key elationships
— Mapp:ds:Fan P r ?32?; for the table name each time the map Edit
ODBC Tables 5 | “wiorldS hip Fields | ODEC Login
ok
Cancel
Help
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Edit ‘MY ADDRESS MAP® import map o I |

10. A key appears next to the ODBC Tables name and

. . . . ODEC Tables ‘worldShip Fields
next to the selected field to indicate the Primary = j |Add.ess;ok -
Key for Import- (B | Column Name | Tvpe | wfidth | -
. . . 1 Pricey WChar 50 1

e Select the field under WorldShip Fields that 2 Customei 2 Company o Name |

. 3 Attention WChar 50 — 3 Attention

best matches your selection under ODBC 4 Compayoams VChar 50 4 Addess ]

5 Depatmentéddr.. VChar 50 5 Addiess 2

Tab Ies " E F\oszloolAddr . WChar 50 E Address 3

i 7 Streetdddess WChar B0 7 City or Town
*  Click the Connect button. Do R | D e -
Diefime Primary Key for Import | Connect k—l Disconnect |
Define Foreign K.ey Relationships |
whet Yo Have Mapped Sa Far r ::jﬁgr;p‘jt fior the table name each time the map Edit

ODEC Tables + | worldShip Fields | ODBC Login
Cancel
Help

11. The mapped fields appear under What You Have SRR : L
M F r. ODBC Tables “WorldS hip Fields
apped SoFa [ % AddessBook | Jeddiess Bock i
e Continue to map the rest of the ODBC Tables .l IgoLumnName I\T:ET I;gdth [ o [E_Treid =
names to the WorldShip Fields names. R 522 Company orName |
oo 3 Attention WChar 50 — @ 3 Altention
«  Click the OK button. 5 Gt o it
oo 6 RoomFlootdddr..  %Char 50 o2 5 Address 3
oo 7 Streettddress WChar 50 o 7 City or Town
R Ve o = [T Saet =l
Define Primary Keey for Import | LCannect Dizconnect |

Define Foreign Key Relationships |

Prompt for the table name each time the map
‘wihat You Have Mapped So Far: r is used Edt
ODBC Tables ip Fields = ODBC Login
A ok::Customer 1D
o2 Address Book:Addiess 1 —!
Cancel

AddressBook::Emailaddress @2 Address Book:Email Address
AddressBook::Fastumber @@ Address Book: Fax Number
4 dcdaccBonl-| aeationllt v Adedrmne Bool-| orakion T 2
q [ Hep |
L

Click the Yes button. \.‘f) Do you want: ko Biabch Import nows with My ADDRESS MAP?

12. A message asks you to confirm your batch import.
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Batch import data 21x]

13. The Batch Import Data window appears. This
window shows all the available maps, including the Select amap o mport deta from:
map that you created.

! I 1
Shipmert MvYADDRESSLIST2003

e Under Select a Map to Import Data From, pa
Sample Order Impart 1 Shipraent UPS WorldShip Sample... i
SeleCt the map name that you Created 4 { Default Import Invali..  Address Book
. 4 { Default Impart Irvali..  Commodity
L] Undel‘ What Type Of |mp0l"[ WOU|d YOU L|ke To ‘{Defaultlmportlnvali... Dangerous Goods
Do’ Select Dlscard Dup“cate Records 4 { Default Import Invali..  Reference Mumber a... LI

A i i 7
‘what tppe of import waould you like to da? Address Books | Distibution Lists I

e Click the Next button.

- -
Manually process duplicate recards Climparter

[ 1Producer
[15hip From / Retun To

[w|Ship To # Collect From
[ Third Party
[ Ukimate Receiver

" Ovenwrite existing records

™ Do ot use postal code validation

™ Delete existing records

Hent [\ | LCancel Help

14. The Import/Export Preview window appears. Import/Expoc IR 2
|mporting from D:AJPSYWS T DM mpEsphaddiB ookt ADDRESS MAP.dat
Cllck the NeXt button i There are 36 record(z) to be imported

LCancel Help

15. The Progress window appears followed by the Lmport/xparts L2l

Import/Export Summary window. "_ ﬂu:éSM :; _
mporting recorn =

translating record 1 for Record Container
Importing record 34

Tip: To view the Import/Export Summary listing, anslaling tecord 1 for Aecord Cortaier
) mparting record 35 .
click the up and down arrows or move the scroll Janclaing ecord | for Resord Contaier
Dmtinﬁr:e?gédm?ﬁ for Record Contaiter
bar Ptrroag:sasengE record(s]. j

Do you want to save or discard all records?

Options in this window include:

Discard Help Keep Log |

e Click the Save button to save the imported
addresses.

e Click the Discard button to discard the imported
addresses.

e Click the Keep Log button to save the log to a
specified directory.
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16. The Shipping window appears.

Click the down arrow in the Company or Name
box to see the imported addresses.

-0 x
Eile Edt Activities Tools UPSWeb Access  Import/Export Data  Window Help
Al 4
[ Sy e g 2B K8 ghg ey X dEp 9
PACHRGES FREIGHT HETORY SHIPWENT UPSCOM  “Reck  mpbREss | 70L=  REPEAT  LuOD  WOID  ENDOFDRY |  HELR

Ship To | Ship From | Distibution |
Customer ID:

I Residential
Company ar Mame:

[V Update Address Book

Service | Options | Detail | Reference |

Shipment i~ Packags
I Freight Package Type:
LIPS Service: Package &

in

Declared Yalue:

Reference Number 1.

Mext Dap dir - Length:  ‘width:  Height
Department_001 l— l—

Department_002
Department_003
Department_004
Department_005
Department_00&
Department_007

Reterence Mumber 2:

Count/Territany Fostal Code: Bl Transpartaion Ta:
[Unied States x| [ - | Shipper
City or Towr: State/Prgvines/County:

it ‘wheight (1) ~Shipment Cost (USD]
Telephane: E-mail Address: Package Shipment:
(1 - 11 | l— 0.0 0.00
LIPS Account Number Tax 1D Number: "

™| Electionic Scale Activated

Shipper Prfl (P | T o[RS | processshipnen
[\wixn605 =] Jurs | 5 [ par . Deers F0

Your invoice may vary from the displayed rates.
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