How to change the Ship From Shipper
# address to yours within
CampusShip.

UPS UPS CampusShip®




Login into CampusShip via www.ups.com
Click on the symbol to the right of your

name.
Click on the My Settings Link.

Not USER ? Log Out Locations

UPS: ] 24 CampusSh|p® Quantum View Administration

My Settings

QUICK START Vv Tracking Shipping Services
Shipping Preferences

CampusShip Administration

Create A Shipment

Not PVASteve? Log Out

PACKAGE EREIGHT

Create a Return >

Begin Your Shipment Help ©

Create an Import )
Please enter your shipping information below. Required fields are indicated with x.




Click on the Create New Address link
under My UPS Address Book

Not USER ? Log Out Locations

upS UPS CampusShip®

QUICK START v Tracking Shipping Services

Manage My Settings Information

Access your personal user settings: edit your profile information, change your password and set your shipping preferences.

You may also access your available address books.

Profile and Preference Settings

UPS CampusShip Profile Information Shipping Preferences Settings
® [Edit User Profile ®  Edit Shipping Preferences

® Change Password

Address Books

Access and modify your address books here. Some functions may display only if the administrator has allowed that
privilege.

Corporate Address Book My UPS Address Book

® Search Corporate Address Book ® _Search My UPS Address Book
® (Create New Address ® _Create New Address

®  Distnbution Lists ® Destnbution Lists

®  Import Addresses ®  Import Addresses

®  Export Addresses ®  Export Addresses

® ® [mport / Export Status

Manage Address Groups

Company Support:



Input your Nlckname & Location information.
Please be sure to select the box:

Save to Address Book as Shipper/Ship From address.
After doing so, Click on the Create button

upS UPS CampusShip®
VICK START v

Create New Address

Address Information He®

Company or Name:

Country or Territory :
United States v

Street Address:

State:



Click on the symbol to the right of your name.

Click on the Shlpo‘o Preferences link.
Then click on the Edit Shipping Preferences.

Not USER ? Log Out Locations

upg UPS CampusSh'pI‘ Quantum View Administration

L My Settings
QUICK START v Tracking Shipping

Shipping Preferences

CampusShip Administration

Manage My Settings Information

e A S S
Access your personal user settings: edit your profile information, change your password and set your shipping pr Ot PVASteve? Log Out

You may also access your available address books.

Profile and Preference Settings

UPS CampusShip Profile Information Shipping Preferences Settings
®  Edit User Profile ®  Edit Shipping Preferences
® (hange Password

Address Books

Access and modify your address books here. Some functions may display only if the administrator has allowed that

privilege.
Corporate Address Book My UPS Address Book
Search Corporate Address Book Search My UPS Address Book
®  Create New Address ®  (Create New Address
®  Distribution Lists ® Distribution Lists
®  Import Addresses ®  Import Addresses
®  Export Addresses ®  Export Addresses
® Manage Address Groups ®  Import / Export Status

Company Support:



Click on the Preferred Ship From Address link.

Select your *My Preferred Ship From Address* from the Address Menu Dropdown by:
Address Nickname. (E.g. LOCATION1)

Not USER 7LegOut Locatons

UpS UPS CampusShip®

QUICK START v Tracking Shipping Services

Shipping Preferences CampusShip Options

Create a Shipment >
Customizing your Preferences will save you time by remembering your most frequently used shipping
options. The options you select will appear as defaults on your shipping pages. Please note that you are not
required to make a selection In every category, Create a Return >
SHIPPING OPTIONS HELPO X
Create an Import >
Service. Packaging: ~
Create a Freight Shipment >
UPS Ground Service hd Other Packaging v
My Preferred Ship From Address: Ship Using a Batch File >
Review Shipping detads, including
¥ price, before completing this % g
LOCATIONI shipment View History >
UPS Austin }s -
Default to Save As Shipping Ticket

My Location Address V' Use my USB-connected scale to Void Shipment >
weigh my packages.

Set packup or delivery preferences for UPS Worldwide Express

Freight ™ shipments. Shipping Ticket History >

Pickup Option Process a Shipping Ticket >
UPS will Pickul v .

i Shipping Preferences >

Delivery Option

UPS will Deliver v

RETURN OPTIONS

Retumn To Address:

My Location Address VvV



Click on the Preferred Ship From Address link.

Select your *My Preferred Shipper Address™* from the Address Menu Dropdown by:
Address Nickname. (E.g. LOCATION1)

Not USER 7log Out Locations

upS UPS CampusShip®

QUICK START v Tracking Shipping Services

Shipping Preferences CampusShip Options

Create a Shipment >
Customizing your Preferences will save you time by remembering your most frequently used shipping
options. The options you salect will appear as defaults on your shipping pages. Please note that you are not
required to make a salection In every category. Create a Return >
SHIPPING OPTIONS HELPO T
Create an Import >
Service: Packaging:
Create a Freight Shipment >
UPS Ground Service v Other Packaging v
My Preferred Ship From Address: Ship Using a Batch File >
Review Shipping detalls, including
LOCATION1 v ¥ price, before completing this S :
View History >

shipment

Default to Save As Shipping Ticket
Use my USB-connected scale to Void Shipment >
weigh my packages.

My Preferred Shipper Address:

LOCATIONI
UPS Austin Set pickup or delivery preferences for UPS Worldwide Express

Freight ™ shipments. Shipping Ticket History >
Pickup Option Process a Shipping Ticket >

uPs will Pick v g s
i Shipping Preferences >

Dedrvery Opbion

uPs will Deliver v

RETURN OPTIONS

Return To Address:

My Location Address VvV



Click on the Preferred Ship From Address link.

Select your *Return To Address™* from the Address Menu Dropdown by:
Address Nickname. (E.g. LOCATION1)

not USER 7 1Leg Om Lecanons

UPS UPS CampusShip®

QUICK START v Tracking Shipping Services

Shipping Preferences CampusShip Options
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RETURN OPTIONS

Retun To Address.

LOCATIONY
UPS Austin l




Please Verify your:

*My Preferred Ship From Address*
*My Preferred Shipper Address*
*Return To Address*
Address Nickname. (E.g. LOCATION1)
have been updated.

Thank you.

UPS UPS CampusShip®

QUICK START v Tracking Shipping Services

Shipping Preferences CampusShip Options
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Please Select from the QUICK START MENU:
Shig

Not USER ? Log Out Locations

UPS UPS CampusShip®

QUICK START » Tracking Shipping Services

Hello, PVASteve. Welcome  «

biackio Camatissshio ings Information

your profile information, change your password and set your shipping preferences.
a Track

Tracking Numbers n

ess books.

ce Settings

-~ L
' Ship jon Shipping Preferences Settings
® Edit Shipping Preferences

™% Find a Service
“f Quantum View Manage
E Resources here. Some functions may display only if the administrator has allowed that

W CampusShip Admin

UPS Address Book
Search My UPS Address Book

My
B view & pay Bl .
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e
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® Import Addresses Import Addresses

®  Export Addresses Export Addresses

®  Manage Address Groups Import / Export Status

Company Support:



When Creating A Shipment

Your Default Ship From Address should now be present.

As shown below:

Not USER 7 Log Out

upS UPS CampusShip®

QUICK START Vv Tracking Shipping Services

Create A Shipment

PACKAGE | EREIGHT

Begin Your Shipment Help ®

Please enter your shipping information below. Required fields are indicated with «.

1) WHERE IS THIS SHIPMENT GOING?

Address Book:

Select One

- OF enter a new address below

Enter New Address External Address Book Corporate Address Book

(2) WHERE IS THIS SHIPMENT COMING FROM?

Ship From Address: Edit
COMPANY1

COMPANY1

490 SUPREME DR
BENSENVILLE IL 60106
Telephone:0000000000

If the shipment is undeliverable return to :
Contact:

COMPANY1

Return Address: ®

Same As Ship From v

Locations

CampusShip
Options

Create a
Shipment

Create a
Return

Create an
Import

Create a
Freight >
Shipment

Ship Using a 5
Batch File

View History )
Void Shipment »

Shipping

Ticket History 4



