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Login

Welcome to your new UPS shipping web page, available at
https://www.campusship.ups.com. Please use the same User ID as you used for the
FedEx Enterprise System when logging into the UPS Campus Ship System. However,
your password, which is now IA_ground, is case sensitive.
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. Shipping | & Resources:

Loglin

\Ye'come ta UPS CampusShip. To beghn, pieass sntsr your User 1D,
Note: UserID's ara case senstive

Returning Users

UserID

Fogar This is FO 421 - the

O Remember
(Do nalcheck for s!-a:ad cempier) #

> -~ a Z2EN0.
You wi enter your password afler cicking Hext I P. ey 0 }w ‘{—

Changetus largusgs efts pagal
SelectLangeaga - g

< Ferget User 1D ¢ Password

Copyright & 1924-2011 Uned Parcel Ssnvce of Amarica, Inc. All rights reservad.
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Shippinal| Resoutes

LegIn

Returning Users®

UseriD:
GrmesShpping

Password

U:f']_._&fm,m( __

2 Forged Bser |0 or Fassword

WS 1994-2011 Unted Parcel Senvice of America, e, Al rights reservad.
oy | Tradamedis | UPS TarftTerms end Consfong

pe in your password and chck Log p
If you have any problems logging in, feel free to call E:mbedey at 281-5143.



Shipping a Package

Shipping Screen

Shipping FRETTGES |

Pt i 5 DT ] f =
Shipplin @ Welcome, Paula Hewbrough | Logout iA\drmnlstwﬁion] My Setbngs]
- Create a Shipment .
5 i 5 ek Create A Shipment
< Creats a Freant Shipment o
3 Viey History Package Ereigm !
2 Youd Shipmen Begin Your Shipment Help

Ticlot History

a Shippany Ticket
Please entar your shipping information below. Required fields ars indicated with .

Whers is this shipment going?

Address Book: - 1
|Select One |~ |- or enter a new address below |

Enter New Address
External Address Book  Corperate Address Book

E Where is this shipment coming from?

Ship From Address: Edit If the shipment is undeliverable return to
General Services - State of lowa Contact:

Paula Newbrough T = —

400 E 14th St Paula Newbrough -
Des lloines |1A 50312 Return Address: @

Telephone:516-281-5143

SameAsShipFrom ¥

The shipping screen will appear as above. You may start by either selecting an address
from the drop down box under “Address Book™ or you may enter a new address. To
enter a new address, click on the highlighted Enter New Address located under the
“Address Book” field.
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Enter a New Address
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Create A Shipment

i
Package kifreig!u i

Begin Your Shipmant

Pizzss enter your shisging infarmation below, Requived Eslds are indicatad wiith +.

X0 Whers Is this shigment acing?

AddressBook:

LazrBack
Entar a New Address
Company ot Hame:

i |+
Cemgg:
i

ressLine 1:

Agd

ross Line 26

Agaitmznt sate und ELi'i-n§ oo, EEC.
AddressLinad:

Depadment oo, etz
City:

[ZiValidats this straet address

¢ CiResidential address )
&

v - or antera naa address baloy

Save Options for Address:

{SdlectOre ¥}

"?} ¥inzre is this shipment coming frem?

When this screen appears, you will need to fill in the fields with the orange diamonds.
Also, a phone and E-mail address can be helpful. UPS does not deliver to Post Office

boxes, you must enter a street address.

Save Address

When your address is completed, there are “Save Option for Address” and “Save this to
my Address Book as” fields to complete. Use a reference youw’ll recognize for future
shipments to this address. The Address Book limit is 2,000 addresses.
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Continuing Shipment & Additional Services

fedl s EanialnSiop; Bepin Yollt Stipmenl s Windews [nlernsl EXpioter provided by DAS-[IE
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Administrative Services
Gnmes Buldirg

400 E 14THST.

DES LIONES 1A 50918
Telephore:515-281-5143

L
‘Admiristrative Senvices

Return Address: 3 )
| Same As Shp From vl

\ _;K 5 ‘ -

{“J wihat are you shipping?

HNumber of Packages:

o4

Use the same valu

| Packaging Type: 1

Other Packaging ~ vi+
Vieight:

L e

Package Dimensions: i

Lengtit Widh: Height

Large or Unusually Shaped Packages
M targe Package

[ Additional Handiing

Package Declared Value: 1=
! 1 usD

Note: Additionz| shipping fees may apply based on decfared valus

| .iiﬁ How viould you fike to ship?

Servicer

UPS Ground Senice v 4 Comsre Tims ard Cod 0

Do you need gadit onal sanires? Fes?
Free

[J 8end E-mail Hotfications

Some senices may require extra information You will be ab'e to enter Ine required
information onthe nex page.

Wleen coBE

- Now you’re back to the shipping page. Select the number of packages in the drop down
box under “Number of Packages,” if there is more than one package for this shipment.
Please write on the packages how many are in that shipment, as well, to help keep the
packages organized since each package will have its own unique tracking number.

-The “Packaging Type” and “Service” fields are set as default.

-If you need to insure the package, enter the value in the “Packages Declared Value” box
provided.

-If you’d like notification on your package, under “Additional Services,” check the “Send
E-mail Notification” box for a free notification.
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%a«,t_ N L,éd’)uzlk L/uu.Hi, ;[D f‘eﬁw Wl
Mail ID civabuicBioya) n Hiis yoasp—.
-In the “Mail ID” field, you have the option to search for other Mail ID numbers. To do
this, click Search.

i Im‘l&hqunl’m cprmcat - Windos lntsvet Explorsr provided by DASITE
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P £ vies Fr-vlw lﬁ *I?

TR b d\nc-—»;.ﬂhr:mr ¥ ﬁhm

| z‘“@f Woul:ﬁ you like to add re[erance numbers lu this shipment?

|
UPS gives you the option to track your shipments using cefarences that you di -
Mall (o]

ot ‘U& ’A IS_ 39 |* Search
°Rﬁw

R_.eference# 3

o Add abar code for Mal 1D Lo my Sh

: g How would you like to pay?

Please enter your payment information belovw. The information you enter vl be transmitted
using a secure conneclion. Required fields are indicated with +.

EIJIShlppingChatgestn e
UPSAecoml j i

= Review Shipping details. including price, bafore completing this shipment
- Save As Shipping Ticket

FE cot en' o e ] ;
-When the “Reference Number Search” appears, simply delete all the numbers except the

first three in the Seawh field. The&—mﬂae—seeeﬂd—&m]rdﬁwn—bex—-seleet—S%arﬁWh”

a1 iValue v searchthat /
OOSA  Starts With j‘ the search phrase.

Refar{ Please select from the 22 resuits below, or modify your
i | search.

Next 2

Value Descriptlon

Plest |, 00sA1214 DAS-DIRECTOR'S OFFICE s

i
‘ DAS-AP, PURCHASING, HR &
[ Binsy < 00SD3148 Lorin sUpPORT

{UPS

‘ © 005E3171 DAS - FINANCE
 Red____ T Oves . R 4w - hant
;) Save As Shipping Ticket

?‘1 :g'mu i i)ii :

5 S .
B WM@E&J LlFcmyasned

—S&bll down to find the proper Mail ID. llck in the circle to the left of the Mail ID you
want billed. Then click Select. Do not check the Add a barcode for Mail ID to my

Shipping Label box.




Save as Shipping Ticket

o Add a bar code for Mail D tomv B

W g v Fagaw Seftty - Teck

hipping label 13

Please enter your payment information below. The information you enter will be
transmitted using a secure cannection, Required fields are indicated with .

= Review Shipping details, including price, before completing this shipment
. Save As Shipping Ticket ' s

Company Support: {515) 281-5143 Shippinaf@iowa.goy

-To save the shipment as a shipping ticket simply click Next.




Additional Shipping Options
-This screen will ear if you chose additional shipping services earlier.

i v Pame Sfaye Todse Pe 7

- UsD

Service: /
UPS Ground Service + Compare Time and Cost &

Do you need additional serviges? I Fee?

¥ Send E-mail Notifications Free

Some services may require extra inforrmation. You wit be able to enter the required
information on the next page.

UPS gives you the option to track your shipments using re!‘erencesm that you define.
Mail ID

005Q0134 & Seah

-The screen below will allow youto enter e-mail addresses for shipment verification.
Click Next after filling out your request.
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Review Your Ship

ZUPS

ment Details

indows Internel Ixplarer provided by DAS T1E

s5Hip: Freview. e

Packsge §

Review Your Shipment Details

Flzass revisw your shipping infaamatien for accuresy Select Edilo maddy infarmsten

Hate You 203 curently eteating sh‘z:phjﬁ:ka

1 acdress Infarmation = =i
Ship To: £ Ship Frem:

LARY HELEON CETITER i

101 25TH AVE SY/ FDLISTRATIVE SE

CEDAR RAFIDS L4 523043412 Games Buldng
400E MTHET

DES MOHES 1A £0313
Telsghons 515-231-5143
Return Addres:
Advinistetie Senices Mal Ceter
ADLIIESTRATIVE SERVICES
Grimas Buldng
440E 14THST.
DCES MOIES 1A 50318

Telzghons $15-231-5143

I Packiga information :
VWelght E?;:::g’ 4 Daclarad Value Reference Humbars &
1 Qthar Peckagng W1 1D - C03A121
1 UPS Shipping Service and Shipping Options fria=] 1
Service: Lompze Teve arifiout 5 %
UPS Ground Serie2 !
- pagment iaformation Hza|
BIll $hipping Chargas to: Sripests UPS Recoant i
- Zaie As Shipping Teket

By sslzcting the Ship Now birten | agres to the Terms end Cons

]

Nste Veor oo002 THy apy SrmcEisiE it

B

sTeeatiatsmann seen Contact URFLES A

= Dataited infermaten on £ sarg)

R3szzg s alza mllanta

-Review and edit any shipment information necessary. Then click ippt

Ticket, g, Save As Skipping Ticket (in fie blue




Print Shipping Ticket

»
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- The print screen will appear over top of the shipping ticket, as shown above. When this
ocecurs, select the printer to which you would like to print and the number of copies.
(Remember, if you have a multiple-piece shipment, each package will be assigned its
own unique tracking number.) Click on the Print button.

The DAS Mail Center recommends that you print two (2) copies of the shipping ticket.
One copy is for your records and the other is to be placed inside the UPS sleeve and
placed on the package. Please make sure that all UPS sleeves are sealed.

Once the shipping ticket has been printed, you may close the shipping ticket screen. If
you have other shipments to process, click on “Shipping” to start again. If you have no
further packages to ship, you may logout (see page 12). If you need to make changes or
void a shipping ticket, please turn to the next page.



Void a Shipping Ticket

f-:LTPS Caﬁ!pgshingl;iéplngi@l fﬁ!forr - ﬁi;r_ndm lrﬁerml
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Exploter proviged hy DAS:ITE

Shipping Ticket

Piasss selact 8 Srizping Tickst from the st balow and selzat VizwEdt towez
Shipping Ticket d2tals

Date ¥ Shinging Tkcket @ Serviig Shisped Ta ol
Packagas
UPS Greurd

O 7 Aug 201 5228321339737041E0

Senice

UPS Ground

£ 17 Aug 2341 503033332524 32840001 ! Sacicas Msi 1
Servics Canter
Administratie
o AT A et pasessen Do Senices b 1

Shipping Tickets 1 through 3 outof 3

Company Suzpod (313} 2515133 SeenaSiveany

‘ 2 \_,l \)Q'
If you need to make changes on a package or void a package, click on Shipping-Fieket M;_C{Q,fl”i’-

Histoxy. Here in the Shipping Ticket History, you will be able to make the necessary
changes to your package(s). Click on the shipping ticket you wish to change or void.

To edit the shipping ticket for your package, click on the View/Edit button. To void the
shipping ticket, click the Delete button.

Edit Shipping Ticket
If you have chosen to edit your shipping ticket, you will be redirected to your Shipping
Screen so you can make the appropriate changes, and then you will save your Shipping

Ticket as shown on page 6. If you have no further packages to ship, you may then log
out.
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Pickup Packages from an Alternative Address

An additional feature of CampusShip is the “Create a Return” field, if you need to have a
package picked up from an alternative address (Call Tag.)

f e v mme Ber Tehe e T

_ Add an address from your address book or Enter New Address of the company/person
from which the package will be retrieved. You will need to Edit the Return To Address
by placing your department in the field. Complete all required fields, indicated by the
orange diamonds, including the Merchandise Description field.

- ke gie T

&

i

- Here is a “Label Delivery Method,” drop down to 3 UPS Pickup Attempts. Enter your
Mail ID as shown on page 5. Then click Next.
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Sh!gplng.
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3Cresten Spmant Creale A Shipment

iawr, Reguiced Sk ar

e with ¢

of Ene a pew a3drass below

Ship Frem Addeess:
Adminestetive Sendces Mat Deter
<trative Senices

8] Largz Fackege

mnal Haarfon

targe of Unusuzlly $hoped Packagey o

To leave the UPS Shipping system,

click the highlighted Logout.

v page- Safeby - Teol - Hie
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