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Overview
Administration is the single access point to administer
the following UPS services: Quantum ViewSM Manage,
Quantum ViewSM Data and Claims on UPS.com®.

System Requirements
To access Administration, you will need a computer
connected to the Internet. Administration is compatible
with Netscape® Navigator® versions 4.7 through 6.2
and Microsoft® Internet Explorer version 4.0 with
Service Pack 2 (Active X enabled), and higher.

Enrollment
You will need to assign a Company Administrator for
applicable services. They will be the point of contact
for the UPS Account Executive for setting up and
maintaining your account.

The Company Administrators will have visibility 
on all UPS account numbers or locations that were
provided to your Account Executive at the time 
you enrolled. Users will have access only to those
account numbers or locations authorized by the
Company Administrator. To add any additional 
UPS account numbers or locations, the Company
Administrator should contact the UPS Account
Executive for assistance.

Logging In
Upon enrollment, the Company Administrator will
receive two separate e-mails containing a link to the
Administration site, as well as to the service to which
your company has subscribed:

• The first provides your User ID

• The second provides your temporary password

Note:

When you log in for the first time,
you will be required to agree to 
the UPS Terms and Conditions 
for the administered application
and for My UPS. 

This creates a single ID and pass-
word for both the administered
application and UPS.com.®

You will be prompted to change
your temporary password on your
first login. 

Remember: User IDs and pass-
words are case sensitive. Plus
multiple failed attempts to log in
will cause your ID to be locked 
out for a period of 20 minutes.

If you forget your password, click on the Forgot User 
ID or Password on the login page. You will be sent a
temporary password to the registered e-mail address. 

For Quantum View Users
The storage of package status information begins once the
Company Administrator logs in the first time and agrees to
the Terms and Conditions. Until this time, package status
information will not be available.

After you log in for the first time:

Manage Users: 
Select the link at the bottom of the Welcome page to Set
Preferences. This allows you to view your information in a
specific format each time you log on. You can view detailed
instructions for setting preferences in the Quantum View
Manage User Guide.

Data Users:
You have two options — create/edit a subscription or
download data files for subscriptions that your Company
Administrator has already created for you.

If your Company Administrator has not created a subscrip-
tion for you, there will be no data files to download. To
create/edit a subscription, select the Data Subscriptions link
on the Access Quantum View page. More detail on page 9.

For Claims on UPS.com Users
Once you log in for the first time, we recommend you to set
up your history view and e-mail preferences. Setting up your
history view will provide information most important to you
in a single view. The detail view for claims status is always
accessible from the claims history page.

Overview

Help: Contact Customer
Support at 800-247-9035
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Navigation
Administration can be accessed from My UPS on the
left-side navigation of UPS.com. 

Access to Quantum View Manage and Quantum View
Data is located under the Tracking tab on UPS.com. 

To access Claims on UPS.com, visit ups.com/claims
or navigate UPS.com by going to the Support tab and
selecting Claims under the Customer Service section. 

A comprehensive Help section is located in the 
yellow menu bar on the left of the screen. 

You can navigate to other parts of UPS.com at all
times with the buttons and tabs located in the top
portion of your screen. 

For Quantum View Manage Users
To view your Outbound, Inbound, Alternate Billing
and Imports packages, click the appropriate hyper-
link in the left navigation bar. 

Each of these views provide hyperlinks for Custom
Views and Alerts (more information on this function-
ality in the following pages. Note that the Imports
View provides hyperlinks for Custom Views and
Import Resources.

For Quantum View Data Users
Two Quantum View Data options are available from the
Track with Quantum View page:

• Access Quantum View Data Files — Used to manually
download data files

• Data Subscriptions — Used to create/update subscriptions

Note that users may create subscriptions based solely upon
the type of services and privileges that have been assigned 
to them. 

For Claims on UPS.com Users
Choose Claim History  or Set Preferences from the left-side
navigation.

Overview
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Administration
Company Administrators  can:

• Edit your company information

• Create additional user(s) and/or administrator(s)

• Manage your service information by assigning
privileges or subscriptions to control access 
to the information available

• Search for a user and/or administrator

Update Your Company Information
This section allows you to edit information such as
your company name, address and primary company
contact information.

1. Select Update Company Information. 

2. Enter the appropriate changes then select .

Manage Company Services
The Manage Company Services section provides
Company Administrators with an overview of sub-
scribed applications and services (Outbound, Inbound
LID, Inbound Receiving Address, Alternate Billing,
Imports and Claims) and a listing of your company
accounts or locations (privileges) associated with
those services.

Note:

Imports is available only 
to Quantum View Manage
users.

We suggest you have all
available accounts/locations
loaded into Quantum View
prior to adding additional
users.

To view: 

1. Click the Manage Company Services hyperlink.

2. Click View next to the service you wish to review. 

If you would like to add or remove an account or location,
please contact your UPS Account Representative.

Administration



Administration Guide

6
© 2006 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color 
brown are trademarks of United Parcel Service of America, Inc. All rights reserved.

Create a User and/or Administrator
1. Select Create User.

2. Fill in the User/Administrator information.

3. In the User Access section, check which service
(Quantum View Manage, Quantum View Data or
Claims) the user will have access to.

4. In the Administrator section, check the appropriate
box if you would like to grant administrative-level
authority to the user by service.

This will allow the user to view all available
services and add additional users.

5. Click . A Create User Confirmation 
will display. Verify all the information for the
user/administrator just created.

6. Click the hyperlink Go to Manage User Services
to assign the privileges for this user.

Note: Each user will receive two separate e-mails
containing a link to the administered service site:

• The first provides the User ID

• The second provides the temporary password

Administration

Note:

Indicate a Company
Administrator by checking
the applicable box in the
Administrator Access section
at the bottom of the screen
to assign all privileges and
all services.
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Assign Privileges
Once the Company Administrator has created users, 
the next step is to assign privileges. In other words,
what services (Outbound, Inbound LID, Inbound
Receiving Address, Alternate Billing, Imports, Claims)
should each user have access to and for which accounts
or locations.

You assign privileges from the User Administration
page. You can access this page by: 

• Clicking the Go to Manage User Services hyperlink
when you create a new user.

• Or, selecting the Search for a User hyperlink on the
Administration home page. (See the following page
for instructions on “Search for a User.”)

1. Click Manage User Services.

2. Click Edit next to the applicable service.

3. On the next page, select only the account
number(s) or location(s) you wish the user 
to have access to.

4. Select .

5. Repeat these steps to assign privileges for each
service. 

(continued)

Note:

Company Administrators will have
access to all privileges within the
company, upon initial company
creation.

For subsequent service and privi-
lege additions, each user must 
be assigned the added service/
privileges for them to be viewable.

Administration
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The Manage User Services screen will confirm that 
the privileges assigned to the user are active. Note 
that at this point, Company Administrators are able 
to create Quantum View Data subscriptions for users.
For more information regarding creating subscriptions,
see page 9.

The Suspend Privileges link appears on the Manage
User Services screen after privileges have been assigned.
You may use this link to remove or suspend all privi-
leges for a user.

Remove or Suspend Privileges
Select Suspend Privileges next to the applicable service.

Search for a User and/or Administrator
1. Select the criteria you would like to search by using

the pull-down menu to select User Name or User ID.

2. Select the search criteria by using the pull-down
menu to select Contains, Starts With or Equals.

3. Click the check box to search only administrators.

4. Enter the word or phrase you are searching.

5. Select .

Optional search criteria are available on the lower
portion of the screen. Search for an account number
or Location ID in a selected view.

Note:

After suspending a privilege, the
privilege for this user and service
become Inactive and the link 
to suspend privileges now reads
Unsuspend Privileges view (Out-
bound, Inbound Location ID,
Alternate Billing).

Anytime you want to make changes
to a particular user’s privilege set,
you must use the search function-
ality to find that user’s information
within the system.

Deleting a user removes their
Quantum View privileges as well
as any My UPS privileges for that
User ID.

Delete a User
1. Search for the user’s profile as described above.

2. If the user is an administrator, click the Update User
Information link and remove Company Administrator
authority and select Update.

3. Click Delete User.

4. Select Delete.

5.You may skip step 2 if the user is not an administrator.

Administration
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Quantum View Data — 
Create Subscription
Quantum View Data Administrators and Users 
must create Subscriptions in order to view shipment
information. Subscriptions allow you to select the
types of data you want to receive for each Quantum
View Service and what format you want to receive
them in.

The type of subscriptions that are available 
by service are as follows:

• Outbound
– Outbound Notification
– Exception Notification
– Delivery Notification

• Inbound
– Inbound Notification
– Inbound and Delivery Notification

• Inbound Receiving Address
– Inbound Notification
– Inbound and Delivery Notification

• Alternate Billing 
– Alternate Billing Notification
– Exception Notification
– Delivery Notification

Quantum View Data  — Create Subscription

Note:

If a user needs visibility of an
account, Inbound Receiving
Address or Location ID, that has
not been added to the company’s
privileges, the Company Adminis-
trator must contact their UPS
Account Representative to request
visibility of the account/Location 
ID and the corresponding service
that is desired for the account —
Outbound, Alternate Billing,
Inbound Receiving Address 
or Inbound Location ID. 

Both Users and Administrators can create Quantum View
Data Subscriptions for services and privileges that have
already been assigned. To create Quantum View Data
Subscriptions, log in to Quantum View. For navigation
instructions, see page 4 of this guide.
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Administrators
Administrators start by selecting Create a New User
or Search for a User.

• To start by selecting Create a New User, complete
the steps on page 6 — Create a User, then go to the
User Administration page to assign privileges to the
User. (See page 7 for instructions.) 

• To start by Searching for a User, complete the steps
on page 8 — Search for a User, then select the link
for the user to access the User Administration
screen. (Note: Privileges must already be assigned
to the user in order to create a subscription. If no
privileges have been assigned, follow the instruc-
tions on page 7 to Assign Services.)

Then from the User Administration page, click Edit
Quantum View Data Subscriptions and follow the
instructions below.

Users
Users start by selecting Data Subscriptions from the
Access Quantum View/Get Quantum View Data Files
page after you log in.

1. At the Quantum View Administration — Manage
Data Subscriptions page, select the link for the type
of subscription desired — Outbound, Inbound
Location ID, or Alternate Billing. 

2. Select the link Create New Subscription. 

3. At the following detail screen, enter the required
information.

(continued)

Quantum View Data  — Create Subscription

Note:

When a Company Administrator
creates a subscription for a user,
there is no option to select an
automated file download option.
The default is Web download. 
To change to an automated file
download option, the user must
edit the subscription. 
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4. Select the button.

5. The Subscription Confirmation page will appear. 

6. For Users Only: If a User selects either of the
Automated File Download options, your confir-
mation screen will contain additional information
regarding getting started with Autoload or the UPS
OnLine Tool — File Download for Quantum View.
For more information regarding Automated File
Download options, please refer to page 15.

Change or Update an Existing Subscription
Both Users and Administrators can change or update
Data Subscriptions. To change Data Subscriptions, 
log in to Quantum View. For navigation instructions,
see page 4 of this guide. 

Administrators
Administrators start by selecting Search for a User.
To start by Searching for a User, complete the steps
on page 8 — Search for a User, then select the link 
for the user to access the Manage Services — User
Administration screen. (Note: Privileges must already
be assigned to the user in order to create a subscrip-
tion. If no privileges have been assigned, follow the
instructions on page 7 to Assign Services.)

Then from the User Administration page, click Edit
Quantum View Data Subscriptions.

(continued)

Quantum View Data  — Create Subscription
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Quantum View Data  — Create Subscription

Users
Users start by selecting Data Subscriptions from the
Access Quantum View/Get Quantum View Data Files
page after you log in.

1. At the page Quantum View Administration —
Manage Data Subscriptions, select the link for the
type of subscription that you would like to edit —
Outbound, Inbound Location ID, Inbound Receiving
Address or Alternate Billing. A list of the current
subscriptions will appear. 

2. Select the Edit link next to the name of the subscrip-
tion that you would like to edit.

3. Review the subscription details on the following
page and make the appropriate edits.

4. Select .

5. The subscription Confirmation page will appear.

Change the Status of a Subscription
You can temporarily change the status of your
subscription at any time. Active subscriptions can be
deactivated or deleted. Inactive subscriptions will not
provide updated shipping information — there will
not be updated data files to download from UPS.com,
Autoload or the UPS OnLine Tool — File Download
Tool for Quantum View. Inactive subscriptions can be
reactivated after deactivation. A subscription that has
been activated after a period of inactivation will begin
to store and download shipping information for
packages that have been manifested since the
subscription was activated.

(continued)

Note:

If you choose to add or delete any
UPS Account Numbers, Location IDs
or Inbound Receiving Addresses, you
will need to select the Edit link on the
subscription detail page, make the
appropriate changes, then select

before continuing.
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Quantum View Data  — Create Subscription

To change the status of a subscription:
1. Go to Manage Data Subscriptions previously

outlined on page 11.

2. Select the subscription to change.

3. Select the hyperlink under the Status column 
(i.e., Active, Inactive or Suspended).

4. On the next page, select from the drop-down 
(Active, Inactive or Suspended).

5. Select . 
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Quantum View Data — 
Download Data Files 
Quantum View Data customers that have already
created a subscription have three options for down-
loading their data files: 

1. Web download

2. Autoload

3. UPS OnLine Tool — File Download 
for Quantum View

For more information regarding Autoload and File
Download for Quantum View, please see the section
“File Download Options” on page 15.

To download files from UPS.com, Quantum View
Data users should complete the following steps:

1. Log into Quantum View Data. 

2. Select the subscription name or type of subscription
from the Download drop-down menu.

3. Select the radio button to download read files,
unread files or all files.

4. Select the date range from the Date Range
drop-down menu.

5. To view the file download size and estimated
download time, select the link See File Size and
Estimated Download Time.

6. Select .

Quantum View Data — Download Data Files
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File Download Options

Autoload
Autoload is a simple way to get your Quantum View
Data files, when you need them. This easy-to-use
software utility automatically downloads your
Quantum View Data files directly to your computer.
No more logging in to manually access your files.
Autoload is a great option if you need a quick solution
and do not have access to programming resources.
(Note: Autoload is only available to U.S. domestic
Quantum View Data customers with an active
subscription.)

You may download Autoload from the subscription 
confirmation page after creating your subscription.
Or, access Quantum View Help from the Tracking tab,
then select Quantum View Data. After downloading
the software, you will be prompted to configure the
download schedule and specify a location on your
hard drive for storing the data files. 

Prior to downloading Autoload, you must change 
the file download option for your subscription to
“Autoload.” Please refer to the section entitled 
“Edit your Subscription” for details regarding how 
to change the file download option. To download
Autoload software:

1. Access http://www.ups.com/content/us/en
/tracking/help/quantumview/data/autoload.html.

2. Access Quantum View Help, then Quantum 
View Data.

3. Search for Autoload.

UPS OnLine Tool — File Download for Quantum View 
The UPS OnLine Tool — File Download for Quantum View 
is an XML-based tool that allows Quantum View Data users
to automatically retrieve data files and import them into
your back-end systems and databases. The Tool is part of 
the OnLine Tools product suite and is used via your existing
Internet connection. In order to request the Tool, the cus-
tomer must have a My UPS User ID.

To download the Tool:

1. Access the UPS e-Commerce Web site at www.ec.ups.com.

2. Click on the Solutions menu item.

3. Click on UPS OnLine Tools.

4. Select File Download for Quantum View.

5. Select the link Register.

6. Review the information, then select the link Register from
the section entitled “Here’s What You Must Do As An End
User” and follow the instructions.

You will be provided with information regarding how to
complete the UPS OnLine Tools registration and receive the
documentation necessary to get started with programming. 

Quantum View Data — Download Data Files
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Technical Support
Technical support is available by phone 
at 800-247-9035. 

Phone support is available: 
Mon.-Fri. — 7:30 a.m. to 9:00 p.m. (EST)
Sat. — 9:00 a.m. to 6:00 p.m. (EST)
Sun. and Holidays — 9:00 a.m. to 6:00 p.m. (EST)

To e-mail a support question, access UPS Technical
Support at: 
http://www.ups.com/forms/e-mail /technical?loc=en_US.
For the claims application, select “Other” as the UPS
Product and note “Claims” in the Comments section.

Technical Support


