WorldShip®

Import Customer Addresses

Go to the appropriate page for a discussion on the following import customer addresses procedures:

Procedure Page
Import Customer Addresses using the Import/Export Wizard 2
Import Customer Addresses using the Connection Assistant 9
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WorldShip®

Import Customer Addresses

Import Customer Addresses using the Import/Export Wizard

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)
h t/ lick j g
1. On the Import/Export Data menu, clic B o cnies ok LPSWehAcces | IngorfExpat Die Wndow Romots Warsiggiers e
Import/Export Wizard. e 8L G G2, 0, IEEEEETE—
m:f\bnulhmm 32:: 1o
I Ressdensed Hands-Cdf ﬁ~ |
iy L o —_—
e = e e | ,—'_“
T ‘utomaric Export After Peocasing Fieight Shpment :m.l'
I A EXDOt D Frighe 00 Ou bl
[t el i
T Pustal Coe
Juried States =
Lty on Tower: State/Province Tounty. Ba T, o T
[ [ BN =
TI"I""""?] EpelAddies I~ Wit et Senvices WorldShip
WPS Accourt Murber.  TaxiD Number ;T;."' Shonark e Rl
[ 08 0.00
I Elizyorie £ .
e e |
Vour irrvsice iy valy hiom the daplayed 1ates.

Import/Export Wizard - Main Menu - Step 1 of 5

2. The Import/Export Wizard — Main Menu — Step 1 of
5 window appears. Welcome to the WorldShip ImporfBport Wizard

e Select | need help with importing information

H H The Import/E=port Wizard will help you integrate your data
into WorIdShlp with "WorldShip by providing step-by-step guidance
throughout the import and export processes.

e Click the Next button.

—How can the wizard aszist you?

{+ | need help with importing infarmation into YWorldS hip

| need help with exporting information out of ‘WarldShip

Go to advanced wizard features [edit maps, perform
import/export, and more]

Help

< Back Mest > [\J
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Import Customer Addresses

Import Customer Addresses using the Import/Export Wizard

Import,/Export Wizard - Select Data Type - Step 2 of

3. The Import/Export Wizard — Select Data Type —
Step 2 of 5 window appears.

e Select Addresses.

° Click the Next button. —Select the type of Data you would like to lmport:

& Addresses

 Smal Package Shipments

~ Freight Shipments

¢ Small Package Commodities for Interational Shipments
 Freight Commadities

 Cuztom Package Types

" Charge Back Codes

< Back LCancel Help |

4. The |mp0rt/EXp0rt Wizard — Connect Data to Import,/Export Wizard - Connect Data To WorldShip - I
WorldShip — Step 3 of 5 window appears.

Before you can importiexport your data you must connect yaur

: : data file to WorldShip. To make a connection, provide a name far
hd Type aname for the data‘ connection in the the connection then browse to your data file. The connection
Data Connection Name box. name will enable you to identify the connection in the future if you
wizh to modify it
® C“Ck the Browse bUtton' *D ata Connection M ame: INEW.&DDHESSES
Where iz the location of your DATA fle? I

I BIDWSB___[ I 1 501 Server
™" Dr Select an Existing D'ata Connection ' Oracle

< Back | Mest » I LCancel Help
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Import Customer Addresses

Import Customer Addresses using the Import/Export Wizard

5. The Select a File window appears. sl £
Lok jn: IE}Addresses j L] £ EE-
e Browse to and select your data file. B EEm
e Click the Open button. !
Desktop
tdy Documents
Iy Compuiter
-
by N F-NI File name: Iwurldship.csv j Open
i Filez of type: IAI\ files %% j Cancel /l
%
6. The |mp0rt/EXp0rt Wizard — Connect Data to Import/Export Wizard - Connect Data To WorldShip - Ste e |

WorldShip — Step 3 of 5 window appears again and
shows the Datasource Type as determined by the
Import/Export Wizard under Datasource Settings.

o If the Datasource Type is not correct, select the
type.

e Click the Next button.

Before wou can importfexport vour data you must connect your
data file to WorldShip. To make a connection, provide a name for
the connection then browse to your data file. The connection
narme will enable you to identity the connection in the future it you
wish to modify it.

*Data Connection M ame: INEW ADDRESSES

Where iz the location of your DATA, file? r

[DAUPSWETO mpExpladdress € 601 Server
 Oracle

The wizard has determined that your data file iz a Text File datasource.
If thig iz not cormect, select the appropriate data file twpe below, IF thiz iz
corect then select "Mext',

™ 0Or Select an Existing Data Connection

—Datazource Settings:

Advanced Settings

Change Driver |
Configure Data |
Reset |

Datasource Type:

Microsoft dccess
Microgzoft Excel
Microzoft FoxPro
Microzaft SOL Server
Oracle

< Back

Mext » I\J

LCancel Help
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Import Customer Addresses

Import Customer Addresses using the Import/Export Wizard

. Imnpesrt Fsport Baok pping Screen - Step 4 ol 5 -U-!J
7. The Import/Export Book — Mapping Screen — Step " _
4 of 5 window appears. & Yo i B el o, o e e G
e Map your file to WorldShip by dragging and e il e
dropping each field name in the Map Your PR || o P
Address Book Fields box to the applicable field ;mxmg: riasasie |
box on the WorldShip side on the right. S - : SN
T "'”;:"‘;wm:“":;"‘ | ETrT—rr—
e |nthe Map Your Address Book Fields box, . r»;;m,m'ie Bt | AT s
select the field that uniquely identifies each BEC | o o : A
customer and click the Define Primary Key L ton thulox  Susfwsons | |
button. A key appears next to the field name. a7l oo Eadidton b : ST
. Eﬁﬁr WS Aceib Tl Hrbme  Te D) Typm
e Enter a name for the map in the Map Name e P K ' :
box. Swabaor]  Heb | Lecsenir Profle Ak Viledobam Stabus dukdess Voedotem Dok
7 ]’ gt | [ShTo_Locationit =] | =] [ [
e Click the Save Map button.
8. The Import/Export Wizard — Data Connected to Import,/Export Wizard - Data Connected ko WorldShip = ' 2lxl

WorldShip — Step 5 of 5 window appears.
e Select Import/Export your data now.
e Click the Next button.

‘ou have successfully set up your import/export!

What would you like to do next?

& Import/Export your data now

€ Retum to wizard Main Menu

' Exit ta‘WarldShip

< Back | Mext > [Z I Cancel Help
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Import Customer Addresses using the Import/Export Wizard

9. The Import/Export Wizard — Batch Import/BatCh Import,/Export Wizard - Batch Import / Batch Expor 2lx

Export window appears.

° SeIeCt your data map flle name. You have chosen o configure:

e Click the Finish button stz lperi e 2o

—Select Data Map File from list below:

Idap File | DataTupe | Data Conr:l
IMFORT ADDRESSES  Address IMFORT &
|_Access 404ddiesses Addiess Access J
|_fccessaddiess Address Access
|_Access Gold Address Addiess Access
|_tutcev_Addresses Address tut_cay

|_tut_address Address

1
B

harge

Cl

Charge Back Code
E_Accers_commodity Commodity Access
E_txt_commodity Commodity tut_cav
|_Access commodity Cornrmadity Access |
| I T PP X | P § [YF P
« | _>I_I

Create Map |

< Back | Finizh E' I Cancel Help |

10. The Batch Import Data window appears. This ot R
window shows all the available maps, including the B S e e
map that you Created' tap Mame e | tap Type | Map ODEC DSN :l
‘ |_twt_address Address Book. tut_cav
L] Under Se|eCt a Map tO Import Data From, ‘l_txl_commodily Commodity tut_csv
‘ 1_t=t_shiprnent Shiprnent tut_csw
select the map name that you created. & L ordesse homan g 4
¢ Under What Type of Import Would You Like To Pt e e s
Do, select Discard Duplicate Records. 4 Dridinal 10 H
° CI|Ck the Next button . —What tppe of import would you ke todo?—————— fiddress Books | Distibution Lists I
" Manually process duplicate recards il
mparker
[]Intemediate Consignee
]Prqducer
= Ovenarite existing records 52::5 ?f;ﬂéoﬁ::g?rg;
] Third Party

[ Ultimate Receiver
" Do not use postal code validation

I~ Delele existing records

Hext %J LCancel Help
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Import Customer Addresses using the Import/Export Wizard

11. The Import/Export Preview window appears.

Click the Next button.

Irmparting from D:AJPS WS T DM mpE spiAddrB cokMMWEW ADDRESSES. dat
There are 4 record(s] to be imparted.

LCancel Help

12. The Progress window appears.

Continue with step 13.

Impaorting record 1
tranzlating record 1 far Becord Container

Importing from DAUPSWS T DA mpE sphaddiB ook ADDRESS IMPOF

4 I3
13. The Progress window appears followed by the ‘“‘"‘-""E""""S““‘“““ 2L
. Auto Save Lo
Import/Export Summary window. : ’:. df =
mporting recor -

Tip: To view the Import/Export Summary listing,
click the up and down arrows or move the scroll
bar.

Options in this window include:

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.

translating record 1 for Record Container
Imparting record 2

tranzlating record 1 for Record Container
Importing record 3

translating record 1 for Record Container
Importing record 4

translating record 1 for Record Container
Processed 4 record(s).

Do you want to save or discard all records?

Discard Help Keep Log

© Copyright 2012, United Parcel Service of America, Inc. All rights reserved.
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Import Customer Addresses

Import Customer Addresses using the Import/Export Wizard

1805 WorldShin - Administrative Worlcstation

14. The Shipping window appears. DA AR T S TR
MR Gh 82 8 g Rer o x Wl:tu_l
Click the down arrow in the Company or Name box ShoTs | hpfiom| it | St | Opers| Dt | Mtorce|
. =  Address Shipment

to see the imported addresses. F s | [Cr L o
Compary s Hoe rﬁ
I —JJ i .I [Het Doy e w] | Lenghn widh  Height
EF Company 3 Ayl Rosd | ,_ l_ ,_h
Eam:onow 2302 edk Rosd DeclyedVale [
IPS Compory: 25 'York Froad Rl srerce Numbes 1
Or Company 555 Dl Ml Fload - g
Ay 2 Adevers 3 | | Peberonce Number 2
Contrp/T Pustal Coder
JUnied Statea =l >
Ciy e Towns StatePigvnce/Tounty Tasrapusiotion T L+
; , —

| Addess
#’L I;::’TMSW | oty WorldShip
rnwm liulouuw sk I Ey
[ L) 0.00
I Eligiie Sede Aet
B | [P sl o s luf | ||
T | (i
Wous irrvaice May vary om the duplayed iates.
8
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Import Customer Addresses using the Connection Assistant

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)

1. On the Import/Export Data menu, click Connection
Assistant.

Eir £ Actedes ook LS Wob Acnss | Inport/Daport (st indow  Remobe Werkstghions Help

W B ) 52 8 i — )

=l0lx]

— Step 1 of 5 window appears.
e Select Create a New Map for Import.
e Click the Next button.

welcome ta the Connection Agsistant, a step-by-step guide to creating impart and
export maps. The maps pou create can then be used when importing data to or
exporting data frarm UPS WarldS hip.

To use existing maps that you have alieady created vou can go to Import/E <port
[rata drop down menu from the main zoreen and then select either 'Batch Import or
‘Batch Export’ and fallow the on screen instructions.

Wwhat action would you like to do now?

& Create a new map for [mpark

£ Create a new map for Expaort
™ lmpart using an existing map

" Egport using an existing map

Shio To | sk Fy Batch frgert..
‘E‘“Mmm izl
I Rosdetel ot o4t sripping... —_—
|W—:J T At ImGart... b i
pope
e e rnr e —
i Aukomati Expot At Frocesson Fiegpk Sgment ¥ [
I 2 . A EXDOrt D Frig® 086 Ou 5 -
lna‘aﬂli ,— Create | Edt Map...
Conntrp/T Pustal Coe
Juried States =
Lt oo Town: lswummﬁwt:! BaT ol s Tis
| =1 | [sroes -
Tl e ,&L I~ Wit Rishan Services WorldShip
[ T Wogh b Shipment Cost (150
II.'PSA:WI"\IM. l‘qwlhﬂ)ﬁ. Pachage ;hsno'
j 0.00
FE e
Shpae: Fulle [P | -|u§'nut\«i| ; T
L S = ot T F
— =] furs = I e T |
Vour irrvsice iy valy hiom the daplayed 1ates.
2. The Connection Assistant — Select Import or Export | (MR S S LS s 21

Help

< Back I et > ‘E I Catcel
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Import Customer Addresses using the Connection Assistant

3. The Connection Assistant — Select the Data Type — | | ElES RIS CIa 0 CICR ) 2
Step 2 of 5 window appears. Select the type of information you are warking with, such az addresses or
. shipments.
e Check for the following defaults: Address Book
in the Import Data Types box and Shlp — Chooze the twpe of Import data.
To/Collect From on the Address Books tab. Import Data Types Seloct Addrss Bookls) and/or

Address Books | Distribution Lists

e Click the Next button.

[ Importer

[ 1Producer

[15hip From # Return To
w]5Ship To / Callect From
[ Third Party

[ 1Ultimate Receiver

< Back I et > r_\ I Catcel | Help |

Connection Assistant - Data Source - Step 3 of 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
K X — Select the Data Source
Selected File box, or click the Browse button £ By Known ODBE Source Data Saurce Narme [DSHE:
and locate and select your file. [MvaDDRESSLIST
& By File [~ System DSH i
e Select Microsoft Access Driver (*.mdb) in the Curtently Selected File: | :
ODBC Drivers box. [ddBookiadtressmab  Browss... | Password:
e Enter the name for the new file in the Data _ |
ODBC Drivers:

Source Name (DSN) box.

. ull LA iriver [*.mdb]
b Click the Next button. Microzoft Test Driver [ tat: * cav)
Microsoft Excel Driver [*.xls]
Microzoft dBaze Driver [* dbf)
Microzoft Paradowx Driver [*.db ) ;I
kAL

nnnnnn B i md CmniDem Picivime

Refresh List | Launch the DDEC Administrator |
< Back I Mext » & I Cancel | Help |
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Import Customer Addresses using the Connection Assistant

5. The Connection Assistant — Select a Name for Map
— Step 4 of 5 window appears.

e Select New Map.

e Enter a name for the map in the New Map
Name box.

e Click the Next button.

Connection Assistant - Select a Name for Map - SE

The next step iz to connect or "map”’ the fieldz in pour selected data zource to the
fieldz in UPS WorldShip. \With the Connection Editar, pou will make theze

connections. Y'ou can create a completely new map or you can baze it on an existing
map.

Hint; &ll map namesz are unigue and if you gelect an exizting map, you must give it &
v NAME,

— Select Mew Map or Mew Map bazed on Existing Map
& Mew Map

" Mew Map bazed on existing map

Mew tMap Mame:

IMY ADDRESS MAP

Existing Maps

Map Mame & | Map Tupe | Map ODBC DSK
‘{ Default Import [nvalid...  Address Book
= { Default Import } Address Book
| | H
< Back I Mewt > £ I Catcel | Help |
6. The Connection Assistant — Prepare the Map — Connection Assistant - Prepare the Map - Step 5ol 2=l

Step 5 of 5 window appears.
e Review the instructions.

e Click the Finish button.

There iz one more step left, creating a map. After pou click the Finish button, pou
will see the Connection Editar. "With this editor, you will "map" the fields in your
data zource and in LIPS *orldS hip to show the connection between the fields.

Mote: If you created a new DSM, you may need to confirm the ODEC source
zetup. The setup dialog will be presented before the Connection E ditor, if
confirmation is needed. Click O to confim setup.

Here are zome tips:

1. When you zee the Connection Editor, zelect a field or column in your data
SOLINCE,

2. Select a coresponding field in the UPS ‘WorldShip list,

3. Click the Connect button. Mow the bwo figlds are mapped.

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

< Back Cancel Help

© Copyright 2012, United Parcel Service of America, Inc. All rights reserved.
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Import Customer Addresses using the Connection Assistant

7. The ODBC Microsoft Access Setup window ODBC Microsaft Access Setup 2lx
appears. Data Source Name: ok [: I
e Check for the following: the DSN name that e Carcel |
you entered appears in the Data Source Name  Database
bOX, and the file name that you entered Databaze: 04 AmpEsptAddE ook ' ddress mdb Help |
appears for Database. Select... | Create... I Bepair... Compact... I
Advanced... |
e Select None under System Database.
— System Databasze
e Click the OK button
* MNong
" Database:
System Database... | O |
Ophonsz»
8. If the Data Source Name (DSN) already exists, a B

message asks you to confirm your choice.

e Click the Yes button to replace the existing
DSN with your new DSN.

e Click the No button to rename your DSN.

9. The Edit Import Map window appears. e - k.
ODBC Tables “WiorldS hip Fields
e Under ODBC Tables, click the down arrow and [ Addesstook =] [Address Boak =
select the table that contains the Primary Key C. 7 [ColmnName [ Type [widh [ +f [Fi. - [Fiek [
. . . . 1 Prikey WChar 50 1 Customer ID
for Import, a field that uniquely identifies each 2 Cusiomeild 2 Company o Name | |
3 Attention WChar 50 — 3 Altention
CUStO mer. 4 CompangorMame  YChar 50 4 Address 1
5 Depatmentéddr... WChar 50 5 Addiess 2
1 1 1 E RoomFloardddr..  ¥Char 50 E Addiess 3
» Select the field in the table that uniquely £ Doorfleadds. Vo %0 B e
identifies each customer. s ooy Ve o0 of | & Smercecany -
e Click the Define Primary Key for Import button. : D[T“"SE"“': KE; f:‘"”’ﬁ:‘ ] - e Derrer |
efine Forsign Key Relationships
L MaDD:dS:FaF p: m ::IE?EP.; for the table name each time the map Edit
ODBC Tables [ worldShip Fields | 0DBCLogin
oK
Cancel
Help

© Copyright 2012, United Parcel Service of America, Inc. All rights reserved. 12
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Import Customer Addresses using the Connection Assistant

10. A key appears next to the ODBC Tables name and
next to the selected field to indicate the Primary
Key for Import.

e Select the field under WorldShip Fields that
best matches your selection under ODBC
Tables.

e Click the Connect button.

Edit "M¥ ADDRESS MAP" inport map 2=l
ODEL Tables “worldShip Fields
I T AddiessBook j IAddless Book j

Diefine Primary Key for Import

(B | Column Name | Tvpe | wfidth | -
1 Prikey YChar 50 1
2 Customer|D 2 Company or Mame
3 Attention WChar 50 — 3 Attention
4 CompanyorMame  YChar 50 4 Address 1
5 Departmentaddr . YChar 5D 5 Addiess 2
E FoomFlocidddr..  YChar 50 E Address 3
7 Streetdddress YChar B0 7 City or Tawn
8 City WChar 50 8 State/Pravinces/Caunty
. Y Jod [ P

- |

Discannect |

Define Foreign Key Relationships

‘What You Have Mapped So Far:

Connect [

r Prompt for the table name each time the map
is uzed

Edi

ODBC Tables

| warldShip Fields

[ ODBCLogin

Ok

Cancel
Help

11. The mapped fields appear under What You Have
Mapped So Far.

e Continue to map the rest of the ODBC Tables
names to the WorldShip Fields names.

e Click the OK button.

Edit "M¥ ADDRESS MAP" import map x|
ODEC Tables “worldShip Fields
I ? AddiessBook ﬂ IAddlEss Book. j

C. / |ColumnMame [ Twpe [ width [

o 1 Prikey WChar 50
2 CustomerlD Compary or Name

oo 3 Attention WChar 50 - |e=3 Attention
oo 4 CompanporMame  VChar 50 oo 4 Address 1
oo 5 Departmentéddr... WChar 50 oo 5 Address 2
oo B RoomFloowd.ddr WChar B0 =2 B Address 3
oo 7 Streetdddress WChar 50 oo 7 City or Tawn
oo B City WChar B0 EEg:) State/Province/County
e 0 Ciaba Whae B i [ NS Brctal Coda - |

Define Primary Key for lmport Correct Disconnect |

Define Eoreign Key Relationships
r Prompt for the: table name each time the map Edit
‘what You Have Mapped So Far: is uged -
| worldShip Fields ODEC Login

AddiessBook::Departmentéddress3
AddressBook::Emailhddress
AddressBook::FaxNumber

B ddrasslank:| neatiosll

k::Customer 1D
@2 Address Book:Addiess 1
@@ Address Book: Email Address
@2 Address Book::Fax Mumber
aa Addrars Bnob-| o skion 1N

-]

Cancel

teb |

12. A message asks you to confirm your batch import.

Click the Yes button.

]

© Copyright 2012, United Parcel Service of America, Inc. All rights reserved.
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Import Customer Addresses using the Connection Assistant

Batch import data 2lx]

13. The Batch Import Data window appears. This
W|ndOW ShOWS a” the aVa'IabIe mapS, |nC|ud|ng the Select a map ta import data from:

map that you created. Map DDBC DN
e x MYADDR .
e Under Select a Map to Import Data From, 4 SAMPLE Shipment MYADDRESSLIST2003
select the map name that you created. S S, vemeee
. ‘ { Default Import Inwal Commadity
L] Under What Type Of |mp0l"[ WOU|d YOU lee TO ‘ { Default Irmport Invali..  Dangerous Goods
D01 Se|ect Discard Dup"cate Records_ 4 { Default Import Irvali..  Reference Mumber a... LI
. CIle the NeXt button ) i 'what tppe of import would pou ke tado?————————— #ddress Books | Distibution Lists I
" Manually process duplicate recards
Clmparter
%gﬁd?a / Retun T
: ip From / Retun To
" Dvenwrite existing records %?E:&Tﬁa:’tfollect Frem

[C1Ultimate Receiver

[~ Do not use postal code validation

™ Delete existing records

Hent h | LCancel Help

Import/Export Preview llll

14. The Import/Export Preview window appears.

Importing from D:AJPS WS T DM mpE sphAddiB ook ADDRESS MAP dat
CI | Ck th e N ext b utton i There are 36 record(z] to be imported.

] Next £ I LCancel Help

Import,/Export Summary : ﬂi‘
[~ Auto Save Log

Importing recard 33 |
translating record 1 for Record Container
Importing record 34

15. The Progress window appears followed by the
Import/Export Summary window.

Tip: To view the Import/Export Summary listing, Tanslaling record 1 for Record Cortaier
) mporting record 35
click the up and down arrows or move the scroll anslting tecind 1 for Recerd Cortaier
bar. roomsiad B -

Do you want to save or discard all records?

Dizcad Help KeepLog |

Options in this window include:

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.

© Copyright 2012, United Parcel Service of America, Inc. All rights reserved. 14
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Import Customer Addresses using the Connection Assistant

16. The Shipping window appears. '; ke o s ; i
. . o ! [:I—l’——'-—l
Click the down arrow in the Company or Name L YN ' = 5 o
box to see the imported addresses. G O st o T
T Resdensel e e =l
'wm——ﬂ,}'l ‘sznsnwu Bl Lpu-;h Wik Heght |
EF Company 3 gple osd ML L ,_h
EAM Company 232 Yok Road Daclyed Vil
IPS Compory: 265 'Vork Roed Pafeisnce Numbes 1
2 Company S55 (114 Ml Finad
o r— | | Peberonce Number 2
==
Contrp/T Pustal Coder
JUnied Statea =l =
Ciy e Towns StatePigvnce/Tounty Tasrapusiotion T L+
! ! i = WorldShi
| Addess |
Illl‘w‘:l— I'F— ';::msm - Shiment Cont 150} y R
rnwm l'ul)li\-hr. Package spﬁo.?
| § 0.00
Re— | LT | ||
T | i
Wous irrvaice May vary om the duplayed iates.
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