UPS WorldShip™ 2009 Version 11.0

Process a Single-Piece Shipment

To process a single-piece shipment:

Step

Window (if available)

1. On the Ship To tab in the Shipping window:

e Type the address of the person or company
where the shipment is to be delivered.

e Click the Service tab.
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2. The Service tab appears. On this tab:

e Click the down arrow in the UPS Service box
and select a service.

e Click the down arrow in the Package Type box
and select a type.

e Click the down arrow in the Bill Transportation
To box and select who pays the transportation
cost to ship the package, shipment, or
movement.

e Type the weight of your package in the
Package Weight box.
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Process a Single-Piece Shipment
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3. The Shipment Cost appears in the lower right.
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4. The Options tab appears and shows the available

Fie Edit Activiies Tooks LUPS tieb Access  ImportjExport Data Window Help

shipment and package options. -~ @ ) )| o
e Select the check boxes for the desired ShinTa | ShisFrom | Distbution | Service Optin: | Detai | Referenca |
. . Customer ID: ¥ Update Address Book Shipment Options: [ Package Declared Value
options. The Option Cost and Total Cost T e Charge—
. ; i st i Mostify
Change as you select optlons. e el [IFietumn Services Yalue:
IABE Company j pl 755 UsD
T Attention:
Proceszs Shipment
. Fi0 Adchess 1: I~ Shipper Paid
L4 CIICk the bUtton- |43‘H Leather Tan Grove
Address 2 Address 3 Package Options
[dditional Handing
Couni/Teniory Fostal Cade ]BEE e o
[United States x| [21093 e rEm—
LCity or Towr: State/Province/County: %galiv?y E\?”hm;f“fjrﬂ
anturn View Moty
JTHERVILLE TIMONIOM 1D =l | | Fihinper Rolease
Telephone: E-mail &ddress:
I[ T - 11 I Optian Cost: 480 USDr
UPS dooount Mumber  Tax 1D Murmber Tl Al
Detail Cost
r\:;';:'m 5 IPUEFE !’a' T Prar 1| afi b | o [ wEw | I
Add |[1 | Phge  Deel=Fko o
“Your invoice may vary from the displaped rates,

[Wer: 11.0.5 [<OFV [Pending: 1 Shpmt(s), 1 Pka(s), Cost: 7.08 USD 2

© Copyright 2009, United Parcel Service of America, Inc. All rights reserved. 2



UPS WorldShip™ 2009 Version 11.0

Process a Single-Piece Shipment

5.

If this is the first shipment that you have processed,
the Congratulations! window appears.

Click the OK button.

Congratulations!

You have proceszed a shipment with UPS “WorldShip.
Enzure that the printed label(z) are placed on the package(s).

“'ou must click the End of Day button on the toolbar after pou hawve processzed all of your
shipments for the day. Running End of D ay will:

* Send data to UPS that iz needed to provide the services that pou want.
* Print a Summary Report for your driver bo zcan.
* Prnt a Daily Shipment. Detail Report for pour shipments.

A blank Shipping window appears.

Press the F3 key on the keyboard, click Shi

HISTORY

History on the Window menu, or click the
button.
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Process a Single-Piece Shipment

7. The Shipment History window shows the shipment
under UPS Pickups.
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