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Overview The Tool comes in two versions, a modifiable version

(Microsoft® Access MDB file) that you can customize
UPS Billing Data and Billing Analysis Tool (“Tool”) give according to your company’s needs and an executable file
UPS’s customers the ability to analyze and allocate ship- that, while not wholly customizable, does not require you
ping expenses quickly and easily without the drawbacks to own Microsoft Access.

of depending on paper-based invoices. . ) o i
The UPS Billing Analysis Tool User Guide is a convenient

Customers in the United States can also receive their step-by-step reference that will help you manage your business
UPS Freight LTL invoice data. Contact your UPS more effectively.

Account Representative for more information. Your
freight billing data file will be sent to you in a separate
email than that of your package billing data.

UPS Billing Data is your UPS bill delivered to you
electronically every invoice cycle. You can request up
to five email addresses and each email provides a link
to your billing data in a spreadsheet format. The email
can also include a PDF file, which contains an exact
image of a printed UPS invoice. If you would prefer

to also receive your billing data via an XML version,
contact your UPS Account Representative to request
this option.

The Billing Analysis Tool imports this billing data

and quickly produces a wide variety of reports, giving
you visibility into your shipping costs. Its predefined
reports simplify the process of analyzing and reporting
UPS shipping information by offering summaries and
subtotals of shipping expenses by your company’s

cost codes.
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Gettin g Started 3. Download the Billing Analysis Tool
Once the link is clicked, a new screen will appear
Before you can start analyzing your shipping charges for you to download the tool and documentation.

there are four simple steps: ¢ Click on the Download hyperlink. It will automatically start saving

Note: Customers in the United States must contact to your desktop

their UPS Representative to enroll to receive UPS * Once the download is complete, click the shortcut icon to open the Tool,
Billing Data. Non-U.S. customers may follow step or go to Start Menu, select Programs and select Billing Analysis Tool

one listed below. :
Note: For optimal performance, save the Tool on your computer, not on the

1. Register for UPS Billing Data network or “LAN.” However, the Tool supports multiple users, so you can

* Go to ups.com? select the Business Solutions tab save to a LAN or a shared drive.

e Select UPS Billing Data from the left side navigation

e Select Request UPS Billing Data from the right side
navigation

Follow the instruction for registration. Note: You will
need two recent invoice numbers and corresponding
invoice amounts.

2. Request the Billing Analysis Tool
At the end of registering for UPS Billing Data, a link
will be provided to start the download process.

You can also:
* Go to ups.com, select the Business Solutions tab
e Select UPS Billing Data from the left side navigation

¢ Select Download the Billing Analysis Tool from the
right side navigation
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G etting Sta rted (Cont.) i':,% Billing Anallysis Tool Installation ;Iglll
Welcome to the Billing Analysis

4. Installing and Registering the Billing Analysis Tool Tool Installation Wizard

The final installation steps are simple. Once you

open the Tool, you will perform the Tool set up.
p 4 p p “ou are about to ingtall the Billing Analyziz Tool,

* Enter Company Name, Country, and Unit
of Measure for Weights

It iz strangly reconmmended that you exit all Windows programs
befare running this zetup program.

* Accept the Legal Agreement

Click Cancel o guit the setup program, then cloze any programs
. . . you have wnning.  Click Nest to continue the installation.
Next is the Registration Process:

¢ Click on the Register hyperlink and complete
the form at ups.com.

e This site will produce a Product Registration Code.

Click Meuxt to continue installing the Billing Analysiz Tool.

 Copy this code and paste it back into the previous
Tool screen, “Register the Tool” Billing Analysis Tool Setup

Register the Tool

Installation and Registration is n mplete.
stallation and egistration is now complete Pravide Your Registration Confirmation Caode to Unlock the Toal far Use

Flease provide the registration confirmation code to unlock the Toal. Ifyou
need to register to receive the code, please click "Register’ below.

Begister

Registration Code:

Cancel I

<Back | riexs
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[l Billing Analysis Tool version Z007.01.1 ===

Navigati
aVIga Ion : Fle Edit View Insert Formak Records  [ools  Window  Help Type & question for belp -

[ Billing Analysis Tool

The UPS Billing Analysis Tool navigation is very
simple. There are nine section tabs located across
the top of the tool.

i o S
T P AN T

Preferences Tool Mairtenance | Freght Reports |
'Y Preferences Manager.nent Repaitz I Cozt Management Reparts I Brokerage and Import Reports I
Import, Archive, end Festore I Cagt Reports I Other Charges Repors |

* Import, Archive and Restore

e Cost Reports

e Other Charges Reports Import. Archive. and Restore UPS Billing Data

e Management Reports Import UPS Billing Data
To begin analyzing your UPS Billing Data, you mustfirst import the file vou receive from WPS. The "lmpart UFS Billing Data"
¢ Cost Management RePOI'tS link above will ask youto locale a fle onyour computer. Find the Tolder where the file is stored, selzct the curent file, and
click *Open”. Each weak's data will be added to the database, s you can anahze multiple weeks ar months of billing
¢ Brokerage and Import Reports nformation.

e Tool Maintenance

Archive UPS Billing Data

Onceyou no lonoer nead hilling dstato be available for snalysis, use the "Archive Data" link above to remove outdatad
information from this application. Periodically archiving outdated information will improve the speed and peformance of

Within each of the nine main sections there is further R
functionality that can be accessed by clicking on the
blue hyperlinks. See the following pages for more Hestore Archived Data
. . . N . . To restore data you have previously archived, click the "Restore Archived Data” link above. You will he prompted to locate
detailed descriptions of each section and functionality. the archived data fils you wan Lo restore.

* Freight Reports

You can easily access help at any time by clicking
on the Help hyperlink at the bottom of the screen.

Please note that the Billing Analysis Tool was built on
top of Microsoft Access. You will notice functionality
at the very top of the page. Please disregard these tools
as they are not necessary to perform any functions of
this tool.

Import, Archive, and Restare TLIM
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Importing Billing Data
Step 1 — Downloading Billing Data Files

* Download the invoice .csv file to your computer
or LAN from your Billing Data ePackage

Downloading Tips
Data downloads
* You can download the data to your computer or

LAN each time you receive a Billing Data ePackage
from UPS

File storage and usage

e You will want to save your .csv files to the same
folder each time you download them. This way you
will be able to keep track of those you have down-
loaded. For optimal Tool performance, archive your
billing data periodically.

* Do not open the .csv file in a spreadsheet program
such as Microsoft® Excel® We recommend you save
the file first, then import it into the Billing Analysis
Tool. Excel can change the format of the file and
cause issues with the data.

Step 2 — Importing Billing Data Files

* Open the Billing Data Analysis Tool

e Go to Import, Archive, and Restore Flat Files tab
* Select Import UPS Billing Data

¢ Follow the instructions

UPS Billing Analysis Tool
User Guide

Import, Archive, and Restore UPS Billing Data

Import UPS Billing Data: Select UPS Billing Data File
Import UPS Billing Data

To begin analyzing your UPS Billing Data, you mu:
link above will askyou to locate afile on your com
click"Open". Eachweeak's data will be added to th
information.

Please select a location and name for your UP'S Billing Data file:

=]
Archive UPS Billing Data

Onceyou no longer need hilling data to be availak
information from this application. Periodically arc
reports,

Restore Archived Data

To restore data you have previously archived, click
the archived data file you want to restore.

[ et =

Note: We have included sample data along with the User
Guide file download that you can use to test the system
prior to receiving your first Billing Data ePackage.
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RU n n i n g Re po I_ts ; |i||||-:||ysis Tool version 2007.01.1 ===

Wiew Ingert Format  Records  Tools  Window Help Type aquestion for Felp -

[ Billing Analysis Taol

There are 24 different reports broken out in six main
categories. Please refer to the “Report Types” section

for more details. Preferances | Freioht Report:
M anegement Aepoits I Cost M anagement Aeporls I Brokerage and Import Repots I

Billing Analysis Tool

Tool Mairtenance

. . I 1. Archive, end Rest Cast Reports Other Ch FRepor:
All reports use the same basic screen to select, view R— | — l
and print. The following shows how to run a report,
print and email the result, using as an example a CoSEREEHE
detailed summarized cost report by reference number
. Cost Reports provide information concerning your shipments. Ifyour arganization uses shipment reference numbers for cost code information, Cost
(account number VICW). Reports will help allocate shipping expenses toyour appropriate intemal cost centers or exienal cusiomers.

A Sample Cost Report

1. Cllck Cost Reports. This report provides detailed infarmation about each shipment, including reference numbers, tracking number, UPS service, and incured cost.
ShIpMErts for each account are displayed separataly.

Detail Summarized by Reterence Number (Account Number View

2. Select Detailed Summarized By Reference Number

(Account Number VieW) . Detail Summarized by Reference Number {Reference Number View)

This report pravides detailed information abaut each shipment, including reference numbers, tracking number, UPS sewice, and incurred cost.
Shiprments for each reference number are disolaved separataly.

Please notice that in the report “Quantity” and

« Shipments ” represent the number Of transactions, Subtotal Costs by Reference Number for Each Account
and include packages accessorials and pOSt Shlppll’lg This renort provides summary infarmation zhouteach shipmert, with charoes subiotaled by reference number. Each account numberwill have
> charges displayed separately.

charges.
sSubtotal Costs Reference Number for Your Entire Compar

This report pravides summary inforrmation shout each shiprmert, with charges across all available account numbers subtotaled by reference
nurmker.
Shi ith Missing Ref Num

This report provides detailed information about each shipmentwhich is missing a refarence number. You may use this report 1o research such
shipments and provide aporoprisie cost centers or other reference numbers.

ozt Reporks RLIM
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Running Reports (cont.)

3. Select report criteria. The screen defaults to a “semi-
expanded” view of options. To see more detailed
options, click on the + next to any option to expand
the list.

4. Select Display Report to print report results or
Export Report Results to generate a .csv file you
can use to analyze further in a spreadsheet program
like Excel, or integrate into another system.

Note: For more details about billing terms, please refer
to the Appendix.

Note: If you are also using the tool to analyze your
UPS Freight LTL invoice data, many reports support
both package and freight information. Simply select
“Package” or “Freight” at the top of the criteria
screen to include this information.

© Copyright 2007 United Parcel Service of America, Inc. UPS, the UPS brandmark and
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Detail Summarized by Reference Number (Account Number View)

Anzwerthe following questions to rusiomize your report

What type of shipments would you like to see?
R T Do
Which Raforence Number shoukl charges ba subtolaled 107
[Ehinrment Reeterance Humbar 1 =1

Which fransactions are to be ncluded?
Domestic and Export Bills

] Outnaurd B & Inbaurd ! Thid Pty
- b Bil Shippes v Bill mceiver
i o Sk By Shioper Bilad To Oikers Cansipress Bling (U3 ank|

Imjport | Brakerage Bills
= B Impert Dharces
-1 It Freigfe Chenges
- (v Ipoit Gowemmen! ! Brokesage Chagas

125 Bl Thid Paily

- Miscslanzcus
5] Miscellan=our Changes

Wihat further sub-categories are to be included? /

=] Shippng Chages a-[f] Post Debveey Chagas

Report Farmarting Optisns

T Includa Compary Hama
T nciuds Deparment Hame

| E]

Wiiat I the desirad date range for the repart?

Sat Diate: End Date: _ Currency Display Optians

E/212003 EI AWINO0E EI
& Each Chatge 2= DHginzll Billad
© DisplayAll Charges Cotwe tad To:
= I
manbers are 10 be inchided within the repon? Te corwart charges to anciher curency,
plesse povide
& all © alect Account Humbers exchangs rates.

© Selert by Counin:

You can choose to view only selected
countries or account numbers (as
shown in this example).

Dates are selectable using
calendar functionality.

i3 Retuirs |Trarspcitaicnl Ll
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You can select one of
seven reference numbers.

These criteria are primarily
billing options that are
joined by an “and” to

the sub-category options
below. For example, you
can choose to view only
Bill Shipper billing options
for post-delivery charges.

Check the box to display
the company name and/or
department names in the
report. To do so, please
first provide the name
information in the “Setting
Preferences” section (see
pages 19-24).

Currency options are
available if you have
accounts in multiple
countries. Only currencies
used in your accounts are
captured in the list.
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M4 F—-I Billing Analysis Tool version 1.0.0 - [Detail Summarized By Reference Number] ) = ]ﬂ’ [ll
Runnlng Reports (cont‘) i RertMBu ' Tyr\=:.r|l|=<l‘i:';-F’\r.'|=ln -8 X
{i=] Mail Recipiert (as Attachment)... a]
How to Print a Report [© zoom Detail Summarized By Shipment Reference Number 1 Report PiintDate 62172005
. . - = Bill StartDate: 6272005
1. To pI'lIlt a I'CpOI't, Clle the RepOI't Menu Ll Pooe setup.. fconntiomh s nyley Bill EndDate 942005
on the top left corner of the report page. —@—
2. Select Print on the menu. (G
Repori Critesia
3. Set the print format n the Print box. Tl R
. Report Dates: G273 2005 to 90172005
4. Click OK.
How to Email a Report
1. To email a report, click Report Menu
on the top left corner of the report page. Grand Total
. .« . Total Shi : Total Published Ch L Total I i & Total Het Ch 4
2. Select Mail Recipient (as attachment). e L e | B R
3. Set the format of the attachment in the Send.
For optimal result, it is recommended to select
Rich Text Format. i
4. Click OK.
pager sl [T il | e
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Report Types

e Cost Reports
Cost Reports provide information concerning your
shipments. If your organization uses a shipment
reference number for cost code information, Cost
Reports will help allocate shipping expenses to your
appropriate internal cost centers or external
customers.

e Other Charges Reports
Other Charges Reports include charges that usually
are applied after shipping has occurred, and these
reports can help you minimize these types of charges
in the future.

e Management Reports
Management Reports provide summarized
information concerning your shipments.

e Cost Management Reports
Cost Management Reports are to help you manage
charges by UPS Reference Number (typically cost
code).

¢ Brokerage and Import Reports
Brokerage and Import Reports provide information
concerning your imported shipments.

* Freight Reports
Freight reports provide information regarding your
LTL shipments.

© Copyright 2007 United Parcel Service of America, Inc. UPS, the UPS brandmark and
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Report Types (Cont.) sl Billing Analysis Tool
Cost Reports

COSt Reports Cost Reports provide information concerning your shipmenis. fyour organizafion uses shipmernt reference numbers for cost cods information, Cost
° COSt RCPOI‘tS pI'OVldC mformatlon concerning your Reports wil help allocate shipping expenses o yoUr apRropnate Internal cost tent2rs or external cUstomars.

shipments at a more detailed level than Management
Reports. If your organization uses shipment reference -

. . This report provides detailed informstion about ezch shipment, including reference numbers, tracking number, UPS serdce, and incured tost
numbers for COSt Code lnformatlon’ Cost Reports Shipments for each accourt are tisnlaved separately.
will help allocate shipping expenses to your appro-
priate internal cost centers or external customers.

Detail Summarized by Reference Number (Account Humber Wiew

Detail Summarized by Reference Number {Reference Humber Wiew

This repart provides detailed informafion about each shipment, including reference numbers, tracking number, UPS service, and incured cost
 Cost Reports show varying levels of detail with R S eiass,
breakouts by using shipment reference numbers. You Subtotal Costs by Reference Number for Each Account
can take advantage of this functionality by utilizing
the reference number fields in your UPS shipping
applications, such as UPS WorldShip? UPS Internet
Shipping, UPS CampusShip™ and the UPS OnLine®

Shipping Tool.

The reference numbers you use when shipping can
help you allocate costs by customer, department,
project or any other way you need to allocate your
shipping expenses.

* You can also identify which shipments are missing
reference numbers, as well as search for shipments
meeting criteria you specify.

© Copyright 2007 United Parcel Service of America, Inc. UPS, the UPS brandmark and
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Re p 0 I.t 'I'y p e S (Cont .) [l Billing Analysis Tool
Other Charges Reports

Oiher Charges include charges that usually (butnot abways) are applied after shipping has occurred, snd these reports can help you minimize these
types of charges inthe future.

Other Charges Reports

e Other charges include charges that usually (but not
always) are applied after shipping has occurred, and
these reports can help you minimize these types of
charges in the future.

Address Corrections

This report provides detailed information about shipments thatreceived an address correction. The aniginal address and the corrected address
are provided for esch shipment.

Residential / Commercial Adjustmernts

° . . . . . .
Reports m thlS SeCtlon lnc]ude Address CorreCtlonS’ Insome counties, an additional charge 15 made for delrverles 0 residentlal addresses. This report provides Information conceming shipments
with incoect residentialcommercial information. Charges are shown for residertial shipmenis thatwere chipped as commercial, and credits are

Residential/Commercial Adjustments (applicable to b i o M il
a limited number of countries); Shipping Charge
Corrections (such as corrections for shipper-supplied
weights); Service Fees, Miscellaneous Charges and
Credits; Charge-backs and Taxes.

Shipping Charge Corrections

© Copyright 2007 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. 13




UPS Billing Analysis Tool
User Guide

Frel Billing Analysis Tool

Report Types (cont.)

Management Reports
Management Reports Management Repors provide summarized information conceming vour shipmenis.
e Management Reports provide summarized .
information about your shipments. THIS rEport provides gurmmary INTOFmalion about 31 oryour 3ccourts biling chang es.

— The Con§olldated Billing Summary pro.v1.des A
lnforrnatlon about all your accounts’ bllllng This report prvides summarized shipment information by date and UPS shipping method. ou may find this repart helpiul to compare your billed
charges agsinst reports frarm your shipping systemis).
charges.
Service | evel

This report provides defailed information aboul your packages summarized by UPE Service.

— The shipments report summarizes your daily
shipping activity by shipping method.

— A Service Level report gives you visibility into
which UPS services you use; a historical
comparison version of this report is also
available, so you can compare two time periods.

— The Zone Distribution report gives you the
ability to see how your shipments are distributed
across UPS zones, and is also available in a
historical comparison.

© Copyright 2007 United Parcel Service of America, Inc. UPS, the UPS brandmark and
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Report Types (cont.)

Cost Management Reports

The Cost Management Reports tab provides you two
directions for reporting. The first section is“Managing
Charges by Reference Number/Cost Code,” which
allows you to compare shipment charges against a list
of your cost codes (i.e., department numbers). The
second section is “Managing Charges Billed to Your
Company,” which helps you manage vendors that
charge shipments to your UPS account.

* Manage Approved Reference Numbers: Reference
numbers can be managed by inputting your
approved reference numbers into the application,
either by key-entry or importing a column of data
from a spreadsheet, text or MS-Access file. This
list of approved reference numbers can then be used
in the cost reports to filter which shipments have
approved reference numbers and those which don’t.
You can add or delete your list of approved reference
numbers as your business needs change.

Detailed Approved/Unapproved Reference Number
Report: This report provides detailed charges on
shipments that either match or do not match the
approved reference numbers. If there are changes
that need to be made, that can be done by clicking
Manage Approved Reference Numbers in the Cost
Management Reports.

e Summarized Approved/Unapproved Reference
Number Report: This provides an overview of the
above report.

© Copyright 2007 United Parcel Service of America, Inc. UPS, the UPS brandmark and
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anaging Charges by Reference Number f Cost Code

The fallowing feztures are 1o help you manage charges by LIPS Reference Mumber (ypically cost codee).

Manage

This will alloweynuta import 2 listof approved reference numbers 3= well 85 add ar remaows approved reference numbers.

i Report

This report provides summatized charges on shipments that edhar mateh ar do not match the 3pproved referenc e numbers

This report provides ized charges on shi which mate hyour numher critena.

Managing Charges Billed to Your Company

The 0 lowdr @ 12 stura e will hel o you manad ze charges thalware billed o wour camparny. FOresarngle, vou may iave wer dors thal ship Bill Receber or Thind
Party fo you, andyou warl to ensure they are fallowin g your shipping instruclions.

HManage Account

Thiz will allcw you b import 2 list of account numb ers you have spprovad to charge shipments o your compary as well 35 add or remowe
approved 3ccount num bers

I Actount Number Repart
This report provide s summarnized charges on shipments that either maich or do not match the spproved account numbers.

a5t Managemant Regorts

¢ Flexible Reference Number Report: UPS shipping systems
can support up to seven Reference Numbers (some systems
support more numbers than others, see your UPS represen-
tative for details). This report allows you to view every
charge for any combination of those reference numbers.
For instance, if you utilize three reference number fields
in your shipping, this report can give you the ability to
see individual charges for any combination of these three
number fields.

UPS Billing Analysis Tool
User Guide

You can enter approved
reference and account
numbers by hand or
import them from a
spreadsheet.
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3 Billing Analysis Tool

Report Types (cont.)

Brokerage and Import Reports

Brokerage and Impo[t Reports Brokerage and Import Reports provide information conceming your imported shipmerts
* Brokerage and import charges are almost always T TSI
related to Shipments you pay fOI' from an importer This report provides detailed information about each imported shipment, including refersnce numbers, cormodity, place of export, and
. . .. telated charges.
or third-party payer perspective. In addition to

transportation, charges can include duties, taxes impor Shipment Summary Report
and Charges fOf nOn'Standard brokerage aCtiVitieS Thiz report pravides summary information about import shipments, including reference numbers, import date, and related charges.

that are carried out on your behalf. T

* You can break out your charges under two broad P e 3 i o o 2 e e ors oo
categories: “Government” and “Brokerage.” The
“Government” charges are charges specified by the
government, and brokerage charges (e.g., entry prep
fees and special handling) reflect non-routine
activities that are not covered by UPS’s transporta-
tion rates. In addition to these categories, you can
choose from three broad types (and several sub-
types) of charges — shipping, miscellaneous and
post delivery.

© Copyright 2007 United Parcel Service of America, Inc. UPS, the UPS brandmark and
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: o N
_- > || Iw Billing Analysis Tool
E——— e e PO d. B AR e |

|

Management Repoits Cost Management Reports I Brokerage and Import Reports
) The tool Wlll allow you to run frelght_specific Imnpart, Archive, znd Restore I Caszt Reports I Other Charges Repors

reports or use many of the additional reports — | e — L
the tool provides to generate package, freight,
or reports that combine both freight and package Freight Reports
transportation expenses.

i Billing Analysis Tool

Freight Reports
 Customers in the United States can import their
UPS Freight LTL billing data to run Freight reports.

Freight Rzports provide information concerning your Freight shiprments.

Note: If you are a UPS Freight customer and would

like to receive your LTL invoice data electronically, Freiaht Shipment Detail Report
contact your Sales Representative. This report provides details about each shipment far a defined period by PRO nurmber and one of the following: Accourt Mumber,

Bill of Lading Mumber, or PC Murmber. The report includes the pickup date, delivery date, Bill of Lading, PO Murmbar, SID Mumber,
number of pieces, sender and receiver inforrmation, killed weight, total accessoral chamges, published and net charges.

Freight Shipment Summary Report

This reportwill summarize by account number the numier of shipments for a defined period and will include total accessorial
charges, total published charges, and total net chargas.

Freight Line Hein Detail Report

This report provides details about each shipment far 3 defined period by account nurmbar and PRO number. The reportincludes
charge description, freight class, published and net charges.

Freight Reports

© Copyright 2007 United Parcel Service of America, Inc. UPS, the UPS brandmark and
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Tool Maintenance

Tool maintenance allows you to repair the Tool if
you are having trouble with data importing, restoring
or archiving.

* Repair Tool
Repairing the Billing Analysis Tool will remove all
temporary information which may be causing the
application to malfunction. Use this function if you
are having trouble with importing billing data files,
restoring archive files or archiving stored data.

* Remove Tool Data
Removing data from the Tool can remedy problems
with incorrectly imported data. Use caution when
using this function — once data is removed, it can-
not be recovered or restored. (Of course, you can
re-import your billing data files, but these files’ data
will not necessarily coincide 100 percent with data
you remove from the Tool.)

e Backup Options
Customize the frequency for the Backup
Reminder, Run a Backup Now, or restore data
from a previously saved Backup File.

© Copyright 2007 United Parcel Service of America, Inc. UPS, the UPS brandmark and
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Setting Preferences

Preferences allow you to customize the Tool to best
suit your business. See detailed instructions on the
following pages.

¢ Provide Your Company and Department Name
Easily identify displayed reports by storing your
company and department name information.

e Manage Currencies and Exchange Rates
Control how monetary amounts are displayed
within your reports by selecting a default currency
and maintaining exchange rates.

¢ Manage Your Company’s Reference Numbers
Facilitate the cost management process by main-
taining your company’s list of reference numbers.
Reference numbers will be compared against your
billing data’s reference numbers to provide you
with an efficient means of allocating costs.

® Manage Approved 3rd Party Account Numbers
Ensure maximum visibility into who is charging
what to your UPS account number. Provide account
numbers approved to bill shipments to your account
and instantly identify between approved and
unapproved transactions.

¢ Set Your Default Unit of Measure
By setting your default unit of measure, the Billing
Analysis Tool can display reports suiting your
preference.
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Setting Preferences (cont.)

Provide Your Company and Department Name
1. Click Providing Your Company and Department
Name.
2. Edit your company’s name under Provide Company
Name.
e Type the company’s name in the box under
Company Name.

¢ Click Update Company Name.
* Click OK.

3. Edit the name of the departments under Manage
Department Names.

¢ Type the department name in the box under
Department Name.

¢ Click Add Department Name. The added name
appears in the box on the right side.

4. If you want to remove a department name, first
highlight the name in question and then click
Remove Department Name.
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Setting Preferences (cont.)

Manage Currencies and Exchange Rates

If you have UPS accounts in more than one country
using more than one currency, you can manage them
with this screen. Otherwise, if you only have one
currency, the Tool will use that currency as the default.
The Tool captures only the currencies used in your
billing data files. Only currencies in your data will

be displayed.

The alternatives are shown in the box under Select new
default currency.

¢ To change the currency, select the currency from
the drop-down and click the Change Default
Currency button.

The exchange rates are always based on the default
currency as one to be converted. Before changing
exchange rates, make sure to confirm the default
currency.

If any currencies billed in your invoices have not been
provided the exchange rate, they will be marked with
an asterisk (*) in the right-side box.

¢ To add the exchange rate, highlight the currency
in the right box, input the rate and select Update
Exchange Rate.
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Setting Preferences (cont.)

Manage Your Company’s Reference Numbers
1. Click Manage Your Company’s Reference Numbers.

2. Provide your company’s reference number(s) here.

3. Click Add Reference Number, the added number
appears in the box on the right side.
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Setting Preferences (cont.)

Manage Approved 3rd Party Account Numbers
1. Go to Preferences.

2. Click Manage Approved 3rd Party Account
Numbers.

3. If you have a file of your company’s approved
3rd party account numbers, you can import it by
clicking here. The file must be in a single column
and in either .csv, .txt, Microsoft Excel, or Microsoft
Access format. The account numbers must be six
characters long for package and eight characters
long for freight.

4. If you have only one account number or only a few,
it is easier to provide your company’s account
number(s) here; then click Add Account Number,
the added number appears in the box on the right
side.
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Setting Preferences (cont.)

Set Your Default Unit of Measure
1. Click Set Your Default Unit of Measure.

2. Select the unit of measure from the box appearing
on the right side.

3. Click OK.
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Archive UPS Bi"ing Data ;IBiIIiug Analysis Tool version 2007.01.1 ===l

¢ Fle Edt Yiew Insert Fommak  Records  Tods  Wirdow  Help Type aquestion for helr{Close]

|

Cozt Management Feparts | Erokelage and Import Reparts |

T Billing Analysis Tool

Archiving Billing Data
Once you no longer need billing data to be available
for analysis, you can use the “Archive UPS Billing

Billing Analysis Tool

Management Reparts

Data” link to remove Outdated information. Prefeiences || Tool Mainienance | Fieight Reparts |

Imooit. Archive. and Restore Cost Reparts I Other Charge: Reports I

There are three methods in which you can archive

billing data:

. Import, Archive, and Restore UPS Billing Data
° By Blll Date p Archive IJ Eilling Data
o By Account Number Import UPS Rilling Data )

You may archive stared UPS Billing Data by the following
To bedin analzing your UPS Billing Data, you must’ methods
link abiove will ask you to locate a file an your cormpu
click"Open”. Each week's datawill be added to the

infarmation.

e Or By Country

Note: Package and Freight data files are 185 and 250
columns in length respectively. When archiving data,
the tool archives the data in the 250-column freight paclle T TR _

i . [ once youno longer need hilling datz to be svailable
format. This provides for future compatibility as more INMGIMANEA oM S ApOICANGN. Perodizaly arcnn

All UPS BIlling Diata far Involces processed dunng @ specified date
range will b archived and mada unavailable far reparing.

T By Account Murber
Al UPS Billing Data for invoices hilled 1o a specilic account number will

reports. be archived and made unavallable Tor reporting.
billing information becomes available.
T By Country
Restore ArchiVed Data Bestore Archived Nata Al UPS Billing Data associaled with the country you selectwill be
. . . . To resiore data you have previoushy archived, click th archived and made unavailable or reporting.
Restoring data that has been previously archived is the archived data file you wart to resiors.

as simple as selecting the file after clicking on Restore
Archived Data.

Impark, Archive, and Rectare
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Appendix Prepaid The shipper pays all shipping charges. The consignee pays

. the destination country’s duty and V.A.T. (tax), if applicable.
Billing Terms

Freight Collect The consignee pays all shipping charges and the destination
country’s duty and V.A.T. (tax). This option can only be used
when the shipment’s actual value is equal to or greater
than the carrier’s published rate for transportation of the

shipment.

FOB Port of Export The shipper pays shipping charges to the port of export,
and the consignee pays the balance.

Cc&F The shipper pays shipping charges to the port of import,
and the consignee pays the balance.

Delivered Duty Paid, The shipper pays the destination country’s duty,

V.A.T. Unpaid if applicable, in addition to all shipping charges. The

consignee pays the destination country’s V.A.T. (tax).

Bill Duty/Tax and Shipping The shipper pays the destination country’s duty and V.A.T.

Charges to Shipper (tax), if applicable, in addition to all shipping charges.

Bill Shipper (Prepaid) UPS bills shipping charges to the shipper’s UPS account
number.

Bill Receiver (Collect) UPS bills shipping charges to the receiver.

Bill Third Party (3rd Party) UPS bills shipping charges to a party other than the shipper
or receiver. The third party must have a valid UPS account
number and must have agreed to accept the charges.

Bill Credit Card UPS bills shipping charges to a major credit card (available
when using UPS Internet Shipping or an Air Shipping
Document).
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Appendix (cont.) Tips:

UPS international billing
terms tend to be compli-
cated. The question is
always, “who pays what?”.

Freight Duties Taxes Brokerage Fees

Prepaid
Freight Collect

Free Domicile

Split Duty Vat
FOB
C&F (2)
. - Exporter . Shipper pays shipping charges to point of export.
Consignee pays balance.
- Importer e Shipper pays shipping charges to point of import.

Consignee pays balance.
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Appendix (cont.) Approved Reference Numbers

This is a list of reference numbers that can be used
Approved Account Numbers in the Cost Reports to filter for shipments with or without
This is a list of account numbers for which you have approved reference numbers. You can input these reference
approved to pay when your account is not the one numbers into the electronic invoice tool so that you can
used to ship. You can input these account numbers quickly identify and allocate costs to specific reference
into the electronic invoice tool so that if other account numbers or cost codes.

numbers appear on your invoice, you can quickly
identify charges that may not be approved by you.
Approved account numbers are typically used when
you utilize either the Freight Collect billing option or
are a third-party to the shipping transaction. This
allows you to control which shipments you pay.

You can enter your list of approved reference numbers in the
Preferences section of the tool either by importing a list from
Microsoft Access, Microsoft Excel, a .csv file or a .txt file, or
by directly typing your approved reference numbers into the
electronic invoice tool. Use of this functionality is completely
optional.

You can enter your list of approved account numbers
in the Preferences section of the tool either by import-
ing a list from Microsoft Access, Microsoft Excel,

a .csv file or a .txt file, or by directly typing your
approved account numbers into the electronic invoice
tool. Use of this functionality is completely optional.

The Cost Management Reports section of the tool provides
three reports — detailed, summary and distinct reference
number matching, which allow you to quickly analyze
charges by approved and/or unapproved reference number.

The Cost Management Reports section of the tool
provides two reports — both detailed and summary
which allow you to quickly analyze charges by
approved and/or unapproved account number.
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Appendix (cont.) Reports can be produced using the actual billed currency

or converted to your default currency. When converted,
Currencies and Exchange Rates the reports will state that billed amounts are converted,
If your organization receives UPS invoices in more and state the exchange rate used.

than one country, there’s a good chance you are being
charged in more than one currency. You can manage
your cost allocations using exchange rates of your
choosing and/or elect to evaluate your invoices in the
billed currency. Exchange rates are managed under
the Preferences tab.

To Implement Exchange Rates you can set your
default currency to be any currency in which you are
billed (usually this would be your company’s “home
country” currency).

The application will then give you a list of all other
currencies currently in your billing data, and allow
you to input an exchange rate between these curren-
cies and the default currency. Should you open a UPS
account in another country with a new currency and
sign up for the electronic invoice, the application will
prompt you for the exchange rate between your
default currency and the new currency.

To modify exchange rates, click the Update Exchange
Rate button on the Manage Currencies and Exchange
Rates page under the Preferences tab. The screen
allows you to change your default currency and

to update the exchange rates.
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i Country Charge Types Available PDF Available
Appendlx (cont.) Argentina Export Only No
List of Countries Supported by UPS Billing Data Australia Export & Import Yes

Austria Export & Import Yes
Belgium Export & Import Yes
Brazil Export Only No
Canada Export & Import Yes
China Export Only No
Denmark Export & Import Yes
Dominican Republic Export & Import No
Finland Export & Import Yes
France Export Only Yes
Germany Export & Import Yes
Hong Kong Export & Import Yes
India Export & Import Yes
Indonesia Export & Import Yes
Ireland Export & Import Yes
Italy Export & Import Yes
Japan Export & Import No
Korea (S. Korea) Export & Import No
Macau Export & Import Yes
Malaysia Export & Import Yes
Mexico Export & Import Yes
Netherlands Export & Import Yes
Norway Export & Import Yes
Philippines Export & Import No
Portugal Export & Import Yes
Puerto Rico Export Only Yes
Singapore Export & Import Yes
Spain Export & Import Yes
Sweden Export & Import Yes
Switzerland Export & Import Yes
Taiwan Export & Import No
Thailand Export & Import No
UK-GB Export & Import Yes
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Appendix (cont.)

Questions and Technical Support
You can go to the Help tab anytime when you are
having trouble in using the Tool.

Refer to the site www.ups.com for Frequently Asked
Questions (FAQs), technical documentation and to
download the latest version of this User Guide.

If you have further questions, contact your UPS
Account Representative.
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