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As a company administrator, you will be pleased to know
that UPS CampusShip is a Web-based, UPS-hosted shipping
solution that helps you increase efficiency and reduce costs.
UPS CampusShip comes with powerful, administrative features and
functions to help make every one of your shipments accountable from
the start.

This Administration Quick-Start Guide to UPS CampusShip is a conven-
ient, step-by-step reference that provides a brief overview of how to
set up, launch and manage UPS CampusShip.

If you have any questions or require additional information, please
use the Help links on UPS CampusShip. You may also contact your UPS
Account Representative.
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Getting Started Login

Welcome to UPS CampusShip. To begin, please enter your User ID and Passwaord.

Once your UPS CampusShip representative has enrolled your company, Note: User ID and Passward fields are case sensitive,
you will receive two e-mails: Please Log In Help &
B The first is your Welcome E-mail containing your User ID and User ID
the URL to access the site. |
. . Password
B The second e-mail contains your temporary password. | Foraot vour password?
1. To log in, click on the link for your company’s unique UPS Change the language of this page:
CampusShip Internet address, which you received via e-mail, |Select Language 7|
or log in at www.campusship.ups.com. R
. . . Czech
2. You will be asked to log in to your company’s UPS CampusShip Dianish
system with the User ID and password provided in the two e-mails Dutch
. French
from UPS CampusShip. Please note that User IDs and passwords ted |German —e. Al rights reserved.
are case sensitive. = | Litalian "
Japanese
Optional Step — If you would like to change the language on the EELES?]“ _

login page, choose the appropriate language from the Languages
drop-down menu. Then click the blue arrow.

3. As a new user, please read the UPS CampusShip Terms
and Conditions and click the Accept button to continue.
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Getting Started (cont)

As a UPS CampusShip administrator, your authority can range from
all rights at the company level (Company Administrator) to certain
rights granted for a specific location (Location Administrator).

As an administrator, you will have an Administration button next
to the My Settings button, on the top navigation tool bar.

Click the Administration button to go to a screen that provides total
access to the administration functions of UPS CampusShip.

1. Click the Administration button to access the administration
functions of UPS CampusShip.

2. Use the administration functions to manage your company’s
locations, reference numbers, shipping privileges, address groups
and users.

© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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Administratien

The links below offer access ta your UPS CampusShip Administration tasks.

Administrative Tasks

Manage Company
= Modify Company Profile
= Modify Log In Labels
= Modify Company Logo

Manage Locations
= Search Locations

= Create Location
= Import Locations
= Export Locations

Manage Reference Mumbers
= Edit Reference Mumber List Mames

= Search Reference Mumber Lists
= Create Reference Mumbers
= Import Reference Numbers
= Export Reference Mumbers
= Download Scheduled Import Tool

Manage Shipping Privileges
= Search Shipping Privileges
= Create Shipping Privileges

Manage Address Groups
= Search Address Groups

= Create Address Groups

Manage Users
= Search Users

= Create User

= Delete Users

= Change User Locations

= Import Users

= Export Users

= Invite Users to Join Company

Import £ Export Files
= Import / Export Status

= Import Corporate Address Book
= Export Corporate Address Book

Administrative FAQS
= Manage Privileges
= Manage Cormpany
= Manage Reference Mumbers
= Manage Users
= Manage Locations
= Using Import Tools
= Optimizing Performance
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Manage Company Information Manage Company Information

. . Manage your company information stored and displayed by UPS CampusShip.
The Manage Company Information section allows you to enter and ge yOuT cammpany . playeahy i i
a Wiew or Edit Company Infarmation

manage key information, such as company contact information. You # Wiew or change company log-in labels displayed by UPS CampusShip
may also choose either company or location name to be displayed on « Wiew or change company logo displayed by UPS CampusShip
shipping labels, and you may add your logo to all UPS CampusShip
screens. Select the Administration button, and the appropriate link
on the left navigation bar to edit company information at any time.

Import a Company Logo

1. Select the Administration button on the top navigation tool bar, go to
the Manage Company link, and select the View or change company
logo displayed by the UPS CampusShip link.

Reference Number Options: Located under the View or Edit Company
Information link, you may set the default Reference Number display
and validation for the entire company.

2. Browse to the logo’s file location. UPS CampusShip supports two .gif
file format image layouts/sizes: Portrait (62 pixels wide by 50 pixels
high) and Landscape (124 pixels wide by 50 pixels high) with a maxi-
mum file size of 4 KB. The logo must conform to these file specifications.

Log-On Labels: Located under the View or Change Company Log-On
Labels link, you may edit the field names on the Log-On page of
UPS CampusShip (for example: you may replace User ID with

Employee Number).
3. Select the Update button to display your company logo.

IP Filter Settings: As an added security measure, you may restrict users Note: Only Company Administrators can complete this task.

from accessing UPS CampusShip outside of your organization’s network
(with the exception of Traveling Users and Company Administrators).
If users attempt to access UPS CampusShip from an IP address not in
the recorded range, they are denied access and receive an error message.
To utilize this feature, you need basic information about your company’s
network; you may want to contact your company’s network administrator.

© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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Manage Company Informatlon (COI'lt.) Reference Number Options
Within the Manage Company screen, you can override all shipping Ref  Ref  Ref
privilege set reference number options with these settings: List ~ List  List
1 2 3
B Require users to enter reference numbers while processing shipments B B B
d . P & . p Require to Ship: v - -
by selecting the checkbox for references from List 1, 2 or 3 in Manage .
elect from
Reference Numbers. List / Display - & -
m Allow users to select reference numbers from a list or display search Link:
a Search link. Ezltl-date against -~ g
® Choose to validate the reference numbers that users enter against List
1,2 or 3 in Manage Reference Numbers. (See the Manage Reference [ Override all Shipping Privilege set reference
. i . X nurmber options with these settings.
Numbers section for directions on how to create a list of reference
numbers.)

© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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Manage Locations

A UPS CampusShip company location can be defined as a department,
office, business unit, subsidiary or multiple departments sharing the
same physical address. An unlimited number of locations can be set
up in all countries offering UPS CampusShip, allowing for maximum
flexibility in organizing and naming locations within a single global
company setup. For any location, you can choose whether the location
name or company name appears on the return address of all packages
you send.

Set up a company location before you add or import users. Each
location must be associated with a UPS account number belonging

to that location. Before you set up a new location, you must have the
UPS account number available for that location. You may have multiple
locations for one UPS account number (i.e., account 123456 may

have a location called Mail Room and a location called Accounting).
Locations may be set up in any country that offers UPS CampusShip
(i.e., a German company may set up their U.S. location under their
German UPS CampusShip company).

TIP: If you need a UPS account number, go to ups.com® and select
Open a UPS Account from the Shipping tab.

© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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Create New Company Locations

1.

Select the Administration button on the top navigation tool bar,
go to the Manage Locations link and select the Create Location link.

. A Location Details screen displays. (To stop this process, select

the Cancel button on the bottom of the screen.)

. Enter detailed information about the location (e.g., address, location

contact name, e-mail address, phone number and extension and the
UPS account number for that location). If enabled by UPS, you have
the option to display published or negotiated rates by location. It is
also recommended that you enter information into the Location Support
Information fields. This support information appears at the bottom
of the UPS CampusShip screen for all users assigned to that location.

. Ensure that the required fields in bold contain acceptable and accurate

data, then select the Create button. If the update is unsuccessful, you
will receive a message informing you of the fields that should be
modified or completed.

Import New Company Locations

You may import location information from a comma-separated value,
or CSV, file. For information and instructions, please refer to the online
Help, which can be accessed by clicking the Help link on the left side

of your screen.
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Manage Locations (cont)
Manage Rates Display

For the Manage Locations page, administrators must enable the display
of account specific negotiated rates for new or existing locations once
UPS has activated your company and account(s) for Negotiated Rates.

1. Select Manage Rate Display Settings for All Locations.

2. Select Display Negotiated Rates for all locations with enabled accounts
and then select Submit.

To verify a location’s rate display setting, select Search Locations,
then view the Location Rate Type Display Setting as either published
or negotiated. For users to view the negotiated rates, the Viewing
of Negotiated Rates Activated by UPS column must say “Yes” if
Negotiated Rates were activated by UPS.

Manage Company Locations Information
Wlanage the company location information stored on UPS CampusShip,
# Search Locations
# Create Location
= [mpaort Locations
= Export Locations

= Manage Hate Display Settings for Al Locations

Search Results Help @

Company locations can be get to display Negotiated Rates when shipping by selecting a
Location Mame and editing the location details.

You may also set all company locations to turn on or turn off Negotiated Rates when shipping
by selecting the following link.

Manage Fate Display Settings for All Locations

Your search returmed the following Locations. Please select a link below to view, update, ar

delete that item.
Display per Page:
|25 vl

Displaying 1-5 of 2

Location hgg::::r Location Rate Type Viewing of Negotiated

Name N Display Setting Rates Activated by UPS
umber

CPSTEST B55555 published

Eals Test AS5535 negatiated Yes

Cormpany

Test Location CyieeT published

Test UPS LISA ~Dasas negotiated Yes

Testlocation .

ELR DF7777 negotiated Yes

Displaying 1-5 of 5

Location Information

Manage Rate Display Settings for All Locations:

" Display Megatiated Rates for all locations with enabled accounts.
" Display Published Rates anly for all locations with enabled accounts.

eoneet oo 3]
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Manage Locations (COI'lt.) Qﬁgzusn}:?pgiisgigned to lacations can display either [egotiated Rates B or UPS Published Rates

For any locarion, you can set the display for cither negorated or

published rates by first viewing Location Details and then selecting Location Account Number:
Verify Rate Display Settings. If desired, select Display Negotiated Rates. B33333

& Display UPS Published Rates

Location Details ) )
 Display Megotiated Rates

Please provide the requested location information. Reguired fields are shown in bold.

Laocation Information

Note: This display control can only be set or changed by a Company Administratar.

Location Name: Location Contact Name:

I I Iml Update >

Country: E-mail:

|United States j |

Street Address: Telephone: Ext:

I Fas:

City: } }
Location Support Information

I Support E-mail Address:

State: |

|Select One j Support Phone: Ext.:

ZIP Code:

Select the identifying name that will appear
on the shipping label:

Location Account Number:  Campany Mame
| & Lacation Mame

Currently displaying published rates [

Werify Rate Display Settings

Associated Address Group:

Search for Address Groups

et [oreee )
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Manage Shipping Privileges

Privileges determine the shipping services and options that are
permitted for a set of users. This feature allows you to quickly
apply a set of privileges to new users that you create.

Use Default Shipping Privileges

To provide a baseline, UPS CampusShip features four default shipping
privilege sets in Search Shipping Privileges.

The following are available for users in the U.S. or Puerto Rico:

m All Services, All Add-on Services (domestic and international services
with ALL add-on services).

m All Services, Limited Add-on Services (domestic and international
services with a limited set of allowable add-on services).

® Domestic Only, All Add-on Services (no international services with
ALL add-on services).

® Domestic Only, Limited Add-on Services (no international services
and a limited set of add-on services, such as Saturday Delivery).

© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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The services within each privilege set shown below are the automatic
defaults established for each UPS CampusShip geographic region.

m All Services, All Add-on Services, North and South America.
m All Services, All Add-on Services, Europe.

m All Services, All Add-on Services, Asia.

® World Traveling User (all shipping privileges).

These shipping privilege sets can be customized to meet your users’
specific shipping needs.

Within Shipping Privileges you can control Reference Numbers for your
users, which may be overridden within Manage Company.

Reference Number Restrictions:
 Activate ALL Reference Mumber Restrictions
& Activate Only Indicated Reference MNumber Restrictions
Ref List Ref List Ref List

1 4 3
Require to Ship: r r I
Select from List / Display Search Link: r r r
‘alidate against List: r r I~
eonce [potee ] waate 5|
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Manage Shipping Privileges (cont.

Shipping Privilege Name:

Create New Shlpplng P"VIIegES [Customer Service Department Privilege
If you would like to customize privilege sets, you must create them Shipping Privilege Countries: £
before you can assign users to them. United States
1. Select the Administration button on the top navigation tool bar, go Restricted Destinations:
to the Manage Shipping Privileges link and select the Create Shipping senlE A Shupairg Jestinain s
Privileges link. UPS Shipping Services:
L. . . ) ) & Allow Access to ALL Shipping Services
2. A Shipping Privilege Details page displays. (To stop this process, € Allow Only Indicated Shipping Services
select the Cancel button at the bottom of the page.) ¥ UPS Mext Day Air Early A M.® ¥ UPS Ground®
3. Enter a Shipping Privilege Name (i.e., “All Services”). Then confirm ¥ UPS Next Day Air® ¥ UPS Express Plug=
that the Shipping Privilege Countries are correct. If incorrect, select ¥ UPS Next Day Air Saver® ¥ UPS Exprass®®
the Edit link to make the necessary changes. Next choose the ship- ¥ UPS 2nd Day Air A M.6 ¥ UPS Saversh
ping privileges that you would like to grant based on your company’s M UPS 2nd Day Aif® ¥ UPS Expadited=®
needs. There are two ways to build the privilege set:  UPS 3 Day Select® & UPS Standard

® Activate ALL privileges in a section.
UPS Shipping Accessorials:

Activate specific privileges by selecting individual check boxes & Allow Acoess to ALL Shinping Accessorials

(e.g., allowable payment or billing methods, rate display settings

.. { Allow Only Indicated Shipping Accessorials
and address book privileges). ! PRI

¥ C.0D
4. Ofnce you fhave er}ter§d all 1r.1format10n?l?elect'the Create but;on. % Deliery Confirmation ' Return Natfication E-mail
If more information is required, you will receive a message that [ Delivery Confirmation - Adult Signature v UPS Returns Plus - 1 UPS Picku
displays the fields that should be modified or completed. Required Atternpt
v Delivery Confirrmation- Signature v UPZ Retumns Plus - 3 UPS Picku
Required Attempts

— =Y P sl O T e e e B et DAY e s 1

© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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Manage Shipping Privileges (cont.

L. . . . W International Documentation I™ Create Shipping Tickets
Administrators control the display of negotiated or published rates for I Provent profils and password changes I Creats Shipying Tickets Only - N

. .. . . .o .. B . Shipping Labels
Rate display when shippin
users with new or existing shipping privileges. Administrators may also [CP5 Pooned R <[ ¥ Alowsisplay o UPS Accourt

h to not display rates t r Nurnber
FROOSETono sp ay ATes TO USELs. I Allow UPS TradeAbility™ senices

I~ Allow 3rd Country Return
Diestinations (Contract Only)

|
UPS Published and MNegotiated Rates
Mo Rates

1. Select Manage Shipping Privileges and create or view the privilege.

2. Under Additional Shipping Options for Rate to display when shipping,
select UPS Published Rates, UPS Published and Negotiated Rates,
or No Rates.

© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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Manage Users
Create New Users

Create new UPS CampusShip users by entering their profile information
into the system.

1. Select the Administration button on the top navigation tool bar,
go to the Manage Users link and select the Create Users link.

® Enter the requested user information. Required fields are shown

in bold.

B Assign the user to a company location. To find the location, select
the Search link.

B Assign a shipping privilege set to the user. To find a shipping
privilege set, select the Search link.

m Select the Create button. The user then receives his or her User ID
and temporary password in two separate e-mails.

2. To set additional privileges, including administrative authorities,

select the Modify This User’s Privileges link on the confirmation page.

B To authorize the user to modify the Ship From address, set Traveling
User Status to ON.

® Company Administrators in the U.S. may allow users to order UPS
supplies online from ups.com® by setting Authority to Order UPS
Supplies to ON.

B To set administrative authority (the default is NO Administrative

Authority):

— Select either Company Administrator or Location Administrator.
If Location Administrator is selected, activate All Location
Administrator Authority or assign the specific authorities by
selecting the appropriate checkboxes.

- To save and activate your choices, select the Update button.

© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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Manage CampusShip User Information

Create a CampusShip user. To save, select Create.

User Information
User Name:

User ID:

E-mail:

Re-enter E-mail Address:

Telephone: Ext:

Fax:

e

Company Location:

Zearch for Location Mames

Language Preference:
|Se|ect Language j

Help @
Assigned to Shipping Privilege Set:

Sesrch for Shipping Privilege MNames

Default Reference #1 Walue:
search for Reference #1 values

[T Do not allow user to change Reference #1
walue

Default Senice Level:
Select a default service j

Traveling User Status:
C0ON
% OFF

Authority to Order UPS Supplies:
[Sll
& OFF

[eorcei Joemte >

12




Manage Users (cont.)

If you have set a user to be a Location Administrator, you must edit the
user again and add the locations you would like the user to administer.
To complete this:

u Select the Search Users link to find the user you just created, then click
on their User ID link.

u Select the Edit link next to the assigned locations.

B Type in the Location Name or select Search for location names,
then select the Add button.

B You may assign multiple locations. Once all locations have been
added, select the Update button.

Import New Users

You may input user information from a comma-separated value, or CSV,
file. For information and instructions, please refer to the online Help, which
can be accessed by clicking the Help link on the left side of your screen.
To view the Import File Format for Users, click the Help link in the upper
right of the Import Users page.

UPS CampusShip® Administration Quick Start Guide

Import Users
Enter the file name, or Browse to locate the file to Impaort.

If you are importing users assigned to locations also being imported, please allow the
location import to complete fully before attempting to import users.

File Information

Location and Name of File:

Browse.. |

Add imported users to the current list.

Import File Format for Users

Maximum
Field Name  Field Type Field Required Valid Values
Length
Name Alphanumeric 35 Yes User's first and last name
Login Name Alphanumeric 16 Yes User's login name. Must
be unique across system
Lacation Alphanumeric 35 Yes User's location name.
Location must be created
prior to user import
E-mail Alphanumeric 50 Yes UserDOs e-mail address;
Address example
Jdoe@somecompany.com
Telephone Numeric 15 Mo User's telephone number
Extension Numeric 4 No User's telephone
extension
User Alphanumeric 50 Yes User's Shipping Privilege.
Shipping Shipping Privilege must
Privilege Set be created prior to user
Name import
Default Alphanumeric 35 No Default Reference 1
Reference 1
Default Alphanumeric 3 No Default Service Level. See
Semwice Level codes below
Traveling Alphanumeric 1 No Enter 1 if the user should
User be a traveling user.
Enter 0 if the user should
be a non-traveling user
Sunnly Blurmarie 1 e Entar1 if nucar hac tha

© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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Manage Users (cont.)

Invite Users to Join Company

You may invite existing My UPS users to join your company so that
they may begin using UPS CampusShip. By using the Invite Users link
from the Manage Users page, simply enter the user’s My UPS User ID
and e-mail address. The recipient will receive an e-mail inVitil’lg him Any company services that may be available must still

s : . be assigned. Please update the user information using
or her to join the company. Once the user has accepted, a notification UPS employees \ B e sppiication administration to allow access to these
e-mail will be sent to the Company Administrator. Upon receipt of e / additional services.
the acceptance e-mail, the Company Administrator must log into UPS nearly 1 million » You can access the user information by:
CampusShip, access the user profile using Search in Manage Users, volunteer hours &' l - Searching far the User ID you wish to update.

. r . . o - Select the user from the results.

and assign the user to a Shipping Location and a Shipping Privilege.

Discover more about UPS: Invitation Accepted
Visit ups.com

Explore UPS Business
Solutions

Sign Up For Additional E-
mail From UPS

Read Compass Online

Jane Doe InviteUserTest]l has accepted the
request to join UPS INNOPLEX ESOLUTIONS.

- Edit the user information and complete all of the
required user information.

Invite Users Thank You
Ta invite & user that is nat currently a company user to join your company, provide the following
uger infarmation. User ID is case sensitive. Required fields are shown with bold.

Complete Imatation

User 1D:

E-mail:

==
© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color 14
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Manage Address Groups Search Resuts Hely
Man Addr Gr 11 t roaniz r corporate addr four search returned the following Addresses. Use the checkboxes to choose one or maore
a age €ss Oups allows you to organize your corpora e a €ss Addresses. Selecting Assign will assign the selected Addresses and refresh these search
book into subgroups. Once you create a subgroup, you can assign results. When finished, select Finish to return to the previous page.
shipping pr.1V1l.eges by group. In addition, you can limit the ad.dresses Foeioc sl Moteas al Display per Page:
and countries in the corporate address book that users can ship to. [25 =]
Displaying 1-4 of 4
r New Addr r : State/
c eate e dd €ss G OUPS aNickname Address City Province/ Country Assigned
1. Select the Administration button on the top navigation tool bar, go to - County
the Manage Address Groups link, and select Create Address Groups. UPS MADIZON SALINAS A us Ves
LAME
® Enter a name for your address group and select Create. 1515 Bret
[ UPs Road Mew Castle DE us Mo
2. Assign addresses to your address group by selecting the Assign 1083
Addresses link. To find addresses, select the Search button or Show ™ UPS STORE ggﬁ]gg {‘gﬁﬁg FL us No
All link. BLVD.
: i ™ UPSHD 401 Quality  papRisBURG  PA us Mo
m Select the checkboxes for the desired addresses and select Assign. Circle
Manage Address Groups Displaying 1-4 of 4
You can Edit the name of your Group, View/Remove Assigned Addresses, Assign Additional Bselect il Bciearal
Addresses, Remove all Assigned Addresses, View/Remove Associated Locations or
Associate Additional Locations. Select Delete to delete this Address Group. Select Continue
ta return to your search results.
Address Group Detail Help &

3. Once addresses have been assigned, you can choose to assign locations
Address Group Name: Edit .
US Region Address Group through the same process described above.

Addresses:
YiewRemove Assigned Addresses

Aszign Addresses
Remove All Assigned Addresses

Locations:
WiewRemove Associated Locations
Associate Locations

Detere >

© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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Manage Reference Number Lists
Far any reference list below, select an action.

Manage Reference Numbers

The Manage Reference Numbers section allows you to build in cost
controls that streamline the allocation of shipping charges, making your
internal processes more cost effective. You can use reference numbers to
reflect purchase order numbers, invoice numbers, client/matter codes,
department codes, cost codes, project numbers and so forth.

Within shipping privileges, you can:

B Require users to enter reference numbers while processing shipments.
B Choose to validate the reference numbers that users enter.

m Search for a reference number by value or description.

Note: UPS CampusShip supports the use of up to two Reference Fields

when shipping from outside the United States, and three from the
United States and Puerto Rico.

Create New Reference Numbers

1. Select the Administration button on the top navigation tool bar,
and go to the Manage Reference Numbers link. Field labels may be
changed in this section. To change these fields, select the Edit List
Name link, enter the new name and select the Update button.

Reference Number Lists

Reference # 1 Edit List Mame
= Search Reference Murnber Lists
# Create Reference Mumbers
= [mport Reference Mumbers
= Export Reference Mumbers

Reference 22 Edit List Marme
= Search Reference Mumber Lists
u Create Reference Mumbers
= [mport Reference Mumbers
= Export Reference Mumbers

Reference # 3 Edit List Mame
= Search Reference Murmber Lists
u Create Reference Mumbers
= [mport Reference Mumbers
u Export Reference Mumbers

Edit Reference List Name

Change the name of the list below.

Reference List Name

The list to renarme is Reference #1
New Reference List Name:

Corcei T pdate 3|
© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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Manage Reference Numbers (cont)

2. Go to the Create Reference Numbers link, which is located below the
reference list that you are adding to. A Reference Number Information
page is displayed. To stop this process, select the Cancel button.

3. Enter the reference number in the Reference Number Value field.
To distinguish the reference number when viewing it in a list, enter
an optional Reference Number Description. You may create more
numbers by selecting the Create Additional 25 button at the bottom
of the page.

4. Select the Continue button once you have entered all of the information.
If the update is unsuccessful, a message informs you of the fields that
should be modified or completed.

Import New Reference Numbers

You may import Reference Numbers from a comma-separated value,

or CVS, file. For information and instructions, please refer to the online
FAQ which can be accessed by clicking on the Help link on the left side of
your screen. To view the Import File Format for Reference Numbers, click
the Help link in the upper right of the Import Reference Numbers page.

© 2009 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 Reference Numbers

To create additional reference numbers for Reference # 1, enter the requested information. To
create up to 25 more numbers, select Create Additional 25 below.

Reference Number Information Help @

Value: Description:

—

;moe wN

Import Reference Numbers
Enter the file name, or Browse to locate the file to Import.

File Information

Location and Name of File:

Browse... |

& Add imported reference numbers ta the current list.

 Wyrite aver the current list with imported reference numbers.
Note: The imported reference numbers will replace your current reference numbers.

Ceonce [import >
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Manage Reference Numbers (cont

Scheduled Import Tool is designed for businesses whose valid Reference Mumbers change
SChEdUIEd Import TOOI frequently. This downloadable software utility can be configured to upload your Reference
: -1: Murnber files directly to UPS. Once you reference the application for instructions, you can
The Scheduled Import Tool is a downloadable software utlhty that configure & .ini file that will upload files according to your schedule. When Scheduled Import

automates the regularly scheduled upload of reference numbers directly Tool is activated, you will not need to log in to manually import files. Scheduled Import Tool

. L . does the wark for you.
into UPS CampusShip without requiring you to be logged on. pes fhewark foryou
Download Scheduled Import Tool Mow

To use this feature, you need some basic information about your
company’s network; you may want to contact your company’s
network administrator.

Please note that the Scheduled Import Tool requires Microsoft .Net
Framework 1.1 or later. The .Net Framework can be obtained from
the Microsoft Web site at hitp://msdn.microsoft.com/netframework/.

Download the Scheduled Import Tool

1. Select the Administration button on the top navigation tool bar,
go to the Manage Reference Numbers link and select the Download
Scheduled Import Tool Now link to download.

2. Once the download of the tool is complete, double click the icon
to install. Follow the instructions to complete the installation.

3. When the installation is complete, you will be offered a link to open
a ReadMe file. This file contains valuable information about the tool:
how to schedule uploads, how to remove a scheduled file, FAQs
and troubleshooting.

© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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Help

Now that you’ve familiarized yourself with the UPS CampusShip
Administration Quick Start Guide, you are ready to put UPS
CampusShip’s powerful administrative features to work to make your
company’s internal processes more cost effective. For further details
and a Setup Overview, visit the Help link on the left in Administration.

If you have any questions, or need further explanation

of UPS CampusShip’s features or functions, click on the

UPS CampusShip Support link on the Resources tab, or select
Help on the left navigation bar. You can also contact your UPS
Account Representative.

[P TraagE Coe e,
2 Manage Users
3 Manage Shipping

Resources

Welcome to Administration Help
As a Company Administrator, you'll soon have your employees shipping more efiiciently -- right

Privileges from their desks. LIPS CampuaShip puts automated. online shipping directly in the hands of The resource links below offer access to instructional content, business and shipping tools, and
3 Manage Reference 2 wha da the shinni PN d reducin: customer service
UMb ers people who do the shipping, saving time and reducing costs. .

3 Manage Address Groups
2 Import/Export Files
3 Help

This section explaing how to set up, launch, and manage UPS CampusShip, and it provides
answers to frequently asked guestions. Once you complete the setup and launch, you can

> Befare Y ou Begin
> Setup Overviewr
> Administer UPS

> Administration FAG

manage all the shipping -- and shipping privileges - throughout your company. UPS CampusShip

gives your employees mare shipping responsibilities while you manage what they ship and how

they ship it

With detailed shipping information, administrative flexibility, and easy expandability, UPS

Administration
FAQ

Stlanage Privileges
EAQ

Stlanage Company
EAQ

Stlanage Address
Groups FAQ
Stlanage Reference
Murnbers FAG
Stlanage Users FALQ
stanage Locations
EAQ

+Using [mport Toals
EAQ

+Using Export Tools
EAQ

=+ Optirnizing
Performance FAQ

Before You Begin
> Administrative
Levels

> Gather Key
Infarmation

> Login and Password

Setup Overview
>nitial Log-In

»Review Company
Profile

»Additional Steps

Administer UPS
CampusShip
»Company Locations
2 Shipping Privilege
Sets

>Reference Mumbers

+UPS CampusShip
Users

»Address Books
>Histary

Downloads
+POF Downloads
»[Download Launch
Materials

Glossary

UPS Tracking
UPS Locations

UPS TradeshilityI™ [nternational Tools

UPS Packaging Guidelines Application

UPS Custormer Service

Legal Agreernent

UPS CampusShip Support

Quanturn “iew Motify S8 Data

Quantum “iew Matify = Manage

Claims

= Screen for Denied Parties
= Find Harmonized Codes

)B_p—ﬂzvr:muosai:‘ CampusShip improves your business efficiency and gives you overall control of your company's . = Estimate Lande!j Cost
>Glossary shipping. UPS Supply Ordetin = Detect Export Licenses

#Check Import Compliance
s Access International Forms

Other Features

# Create and manage a Product List
=Niew your Transaction History

© 2009 United Parcel Service of America, Inc. UPS, the UPS brandmark and the color
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