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UPS My Choice® for Business
How to Add Users to the Company

This user guide will demonstrate how to add a user to your company. There are two
ways to add users - a) Invite a User or b) Create User Credentials.

In this guide we will walk through the most common method of inviting a user.

1. Start from your company's UPS My Choice® for Business Administration page.

2. Expand the “Users” accordion.
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3. Click “Invite User”. Enter the User ID and the email of the user that you wish to
invite, then select Send Invitation.

4. The invitation will be sent to the invitee’s email address.
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5. The invitee should receive an invitation email shortly. Once received, the invitee
will need to click Accept Invitation. The invitee will be directed to the invitation
home page.
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6. The invitee should select Yes to accept the invitation.

7. When the invitee has accepted the invitation, they are added to the company.

8. After invitee acceptance, the admin will be able to see the invitee’s name and User
ID, on the Administration page.
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Wrap-up

You have just completed adding users to your company by inviting users who already
have UPS.com login credentials. This is typically the quickest way to add users.

The second method involves creating UPS.com login credentials that you will later
provide to employees of your company. The users provided the credentials can be of
your choosing and can also be tied to a company email address assigned to the
employee.

What’s Next

You are ready for the final step of providing your users with specific visibility privileges.
This is done by assigning an account or inbound receiving address to a user. Refer to
the following guides to complete the final step - How to Provide or Modify User
Privileges.



