WorldShip®

Process a Shipment with a Return Services Label

Note: There are five Return Services options available. This document addresses only the UPS Print Return
Label option. For information on other Return Services options, see the Process a Return Services Shipment

document.

To process a shipment with a Return Services label:

Step

Window (if available)

1. Inthe Shipping window, click the Options Ot - dy b iy -8
Home  MyServices  Tools  Printing Activities  Import-Export ~ UPScom  Support v
tab. -
Ship To | Ship From | Distribution | Service ‘Upl\cns[g:)eta\l | Reference |
. Customer ID: [¥]Update Address Book Shipment Package
Note: Package Entry processing mode was lResdense rean e
used in all screen samples. The Service e | Lorgtc Wil g
) = Need itthere sooner? n
H 1 H Attent
and Options tabs will appear differently
. . . Reference Number 1:
using Shipment Entry processing mode. 17 ey Defvery
Reference Number 2
Address 2: Address 3
Country/Teritory: Postal Code: |
United States = | - Bl Transportation To: 1
ity or Town: State/Province/County: Shipper -
Telephone: E-mail Address: [C]with Return Services Shipper's Cost (USD)
e [0 Weight (Ib) Published:
UPS AccountNumber:  TaxID Number. Package Sh\p(r)ﬂj)nl 0.00
Electronic Scale Activated
Detail Cost
Shipper. Profile Pkg i isNEW | | Process Shipment
OO ~ |UPS - F10
Add Pkgs Delete Pkg
Ver: XOFY Pending: § Shpm(s), 5 Pkals) |
2. The Options tab shows the available O - dy e -8
. - Home  MyServices  Tools  Printing Activities  Import-Export ~ UPScom  Support -
shipment and package options. x
Ship To | Ship From | Distribution | Service Options | Detail | Reference |
. Customer ID: /|Update Address Book Shipment Options Shipment Return Services
Select the Return Services check box under Residensa Fanding Charge
. - Company or Name: Quantum View Noti UPS Print Return Label
Shipment Options. - st cervces G L abel
Adtention i;‘;’fj%zf:gi"a‘ UPS Print & Mail Return Label
Address 1 UPS Pickup Attempt
Package Options 3UPS Pickup Attempts
fddresa? fddresa Additional Handling
COD
CountryTertory Postal Code Deda‘red\;amg g |
United States - - Delivery Confirmation b
Dry |
City or Town: State/Province/County: ozla:tim View Notify Create Batch Returns
- Shipper Release
Telephone: E-mail Address:
) -1
UPS AccountNumber: Tax ID Number.
Total Cost 000USD
Detail Cost
Shipper. Profile Pkg i isNEW | | Process Shipment
OO ~ |UPS - F10
Add Pkgs Delete Pkg

XOFY| Pending: 6 Shpmi(s), 6 Pkais) |
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e Describe the contents of the package
to be returned in the Merchandise
Description for Package box.

Tip: The description that you type in
this box will also appear on the Detalil
tab. When you type or change a
description in the Merchandise
Description for Package box on one of
these tabs, the box on the other tab
displays the same description or
change.

e Click the Pickup From tab.

Pickup From_ | Retum To
Customer Dl

Company or Name:

] Update Address Book

Residenal

Attention

Address 1

Address 2 Address 3
Country/Teritory: Postal Code:

(United States - -

City or Town: State/Province/County:
Telephone E-mail Address

O- 11

UPS AccountNumber:  TaxID Number.
Shipper: Profile

Y00 v [ups -

Shipment Options:
Handling Gharge
Impart Control
Quantum View Notif

v
Saturday Delivery
Saturday Pickup
UPS carbon neutral

Package Options:
Additional Handling
con

Declared Value
Delivery Confirmation

Shipment Retum Services
UPS Retums

@ UPS Print Retum Label
UPS Electronic Retum Label
UPS Print & Mail Retum Label
UPS Retums Plus (Call Tag)
1UPS Pickup Attempt
3UPS Pickup Atiempis

Merchandise Desc. for Package:
[keyboards]

Dry lce
Quantum View Notify Create Batch Retums
Shipper Release
Option Cost 0.00USD
Total Cost 0.00USD
[ pemilcost |
Pkg 1 is NEW Process Shipment
F10
Add |1 pkgs | DeletePkg

3. The Return Services options appear. oe- : iy -=X
Home My Services  Tools Printing Activities Import-Export UPS.com  Support LT 2
. Pickup From | Retum To | Distribution Service Options \De‘aumefevence i
Select UPS Pr|nt Return Label Customer ID: ¥]Update Address Book |  Shipment Options: Shipment Retur Services
Residental Handling Charge UPS Retumns:
Company or Name: Q‘;ﬂ?ﬁ;@fg‘, Notif ( 'D}ups Print Return Label
T| ps . = dw UPS Electronic Retum Label
. Attention Saturday Pickup
UPS carbon neutral UPS Print & Mail Return Label
. . UPS Retums Plus (Call Tag).
e The Ship To tab changes to the Pickup ecieca 10PS Pikup At
Package Options: ©)3UPS Pickup Attempts
From tab Giodiess 2 Giodress) Additional Handling | Merchandise Desc. for Package:
COoD T
Dangerous Goods |
. Country/Teritory: Postal Code: Declored Value L
e The Ship From tab changes to the rr——— =
o Dry Ice
Retum TO ta.b City or Town State/Prgvmce/Cuumyv 3&22‘2,”5;3;?:"“’ Create Baich Refumns
Telephone: E-mail Address:
0 -11
UPS AccountNumber:  Tax D Number: Opion Cost on aE)
Total Cost: 0.00USD
[ pemilcost |
Shipper: Profile Pkg e isNEW | [ Pracess Shipment |
20000C v |UPS v F10
[ Add |1 Ppkgs Delete Pkg
Ver: XOFY Pending: 5 Shpmt(s), 5 Pkg(s)
4. UPS Print Return Label requires a - : it -=X
. . Home My Services  Tools Printing Activities Import-Export UPS.com  Support LT 2
description of the package. x
Distribution Senice Options ‘Deta\l | Reference

n

XOFY Pending: 6 Shpmt(s), 6 Pkgs)
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5. The Pickup From tab appears. O -fep): it -=X
Home  MyServices Tools  Printing Activies  Import-Bxport  UPS.com  Support -
i i Pickup From | Retum To | Distribution Senice, Options | Detail | Reference ¥
e Type where UPS is to pick up the ; g, e Dot
Customer ID: ¥|Update Address Book Shipmett Options Shipment Return Services
return package_ Rttt rand'\‘w(\:gc‘ha‘rge UPS Retums
mport Contio
Company or Name. O Viow Notify | (©!UPS Print Retum Label
XYZ Company «
. . UPS Electionic Retum Label
Saiurday Delivery
¢ Click the Service tab. Atenon Sardey Pup
S UPS Print & Mail Return Label
UPS Retums Plus (Call Tag)
iddieco)l 1UPS Pickup Atempt
2311 Highview Road
rottocs Jo— Packags Optons 3UPS Pickup Atempts
=5 LESE Additional Handling | Merchandise Desc. for Package:
e Keyboards
Country/ Teriory: Postal Code B e |
[United states -] 21093 Delivery Confimation i
ST Dry Ice
City or Town: State/Province/County: Quantum View Notify Create Batch Returns
LUTHERVILLE TivoNIL - [TERRRRRII -~ Shipper Release
Telephone E-mail Address:
0 -11
UPS AccountNumber.  TaxID Numb
QUSRI e Y Option Cost 0.00USD
Total Cost 000USD
[ pemilcost |
Shipper Brofile Pkg ] is NEW | [ Process Shipment
XOOG0K ~ | [ups - F10
[ Add |1 pigs ete Pkg

Ver: XOFY| Pending: 6 Shpmt(s), 6 Pkgis)

6. The Service tab appears. L@ -fpu): UPS Worldship -oX

Home  MyServices Tools  Printing Activities  Import-Bxport  UPS.com  Support LT A

Pickup From ‘Fietum To | Distribution

e Click the down arrow in the UPS

Senice ‘Opl\uns | Detail | Reference |

) X Customer ID: V] Update Address Book Shipment sac:sgeT
i e
Service box and select a service. ey _— =
jCompanyjorName |Ground ~| Length widh  Height

XYZ Company

e Click the down arrow in the Package
Type box and select a type.

Need itthere sooner? in

Declajed Value

Reference Number 1
Address 1

2311 Highview Road

Reference Number 2.

e Click the down arrow in the Bill ptee=2 utese3

Transportation To box and select who I I

. . Urited States v | 21093 i1l Transportation To 1
pays the transportation cost to ship the e e |||
. LUTHERVILLE TIMONIL - MD -
package, shipment, or movement. S e s con
() - 11

e Type the weight of your package in the e e o

Package Weight box. £

le Activated

| Detailcost |

e Click the Process Shipment F10 SW o
button. 0000x « [vps s

| Delivery Area Surcharge has been applied.
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7. A blank Shipping window appears. O~ it -=X
Home | My Services  Tools Printing Activities Import-Export UPS.com  Support LT 2
. ‘:} 47 Create aReturn ~ L o~ ke | s i L4 -
On the Home tab, select History or press ST ®x - |= ©
History Repeat Void Track Addresses End of Pickup Messaging
the F3 key on the keyboard' - by || || @ter
Navigate Shipment Activities Track | |Manage Addresses| End of Day |  Pickups Messages
Declaged Value:
Reference Number 1:
Addregs 1 Saturday Delivery
Reference Number 2
Address 2 Address 3
Country/Teritory: Postal Code: |
[united states = | - Bill Transportation To 1
City or Town: State/Province/County: [shipper -
Telephone: E-mail Address: With Return Services Shipper's Cost (USD)
L(JP]S/; I ]‘N b T oelD N Weight (Ib) Published:
e e 0.00
Electronic Scale Activated
[ pemilcost |
Shipper Profile Pkg ] is NEW | [ Process Shipment
YO0 ~ [ups ~] F10
B Add Pkgs Delete Pkg
Ver: XOFY| Pending: 7 Shpmt(s), 7 Pkg(s) | 1
8. The Shipment History window appears and & - & it -=X
. e . . . Home My Services  Tools Printing Activities Import-Export UPS.com  Support LT 2
identifies the shipment with an RS icon x
. ) 3 Tracking NofPkg Ticketld Type Shipper: WX0607 Pickup From | Retum To |
under UPS Pickups and details the option [
. =& UPS Pickups 2311 Highview Road Telephone:
h b | 5 Weekday's Pending Pickup LUTHERVILLE TIMONIUM, MD 21093
on the Options tab. DN i ool
- ABC Email
o1 G XYZ Company
o1 G XYZ Company
+: Rg XYZ Company
i ;g X;EZ:E:% Shipment Biling Information |
EREYXYZ Company] Bill Transportation To:
Fg 1OOO0(79082000090 My Account (WX0607)
B Saturday's Pending Pickup
& 11-0ct-2013- 24234 PM
B Ground Freight L
LB AirFreight i
T Worldwide Express Freight
Options | Misc. |
Return Services-Print Retum Label % Pub:050 USD
Ver: Shipment 7 of 7 Pickup Rec 0000

Notes:

e Be sure to include the Return Services label with the outbound shipment. Your customer applies the return
label to the package and gives the package to a UPS driver or drops it off at a UPS customer counter or an
Authorized Shipping Outlet.

e You will be charged the return shipping cost when the package is actually shipped.

e To determine shipping rates or option availability, see the UPS Rate and Service Guide or call 1-800-PICK-
UPS® (1-800-742-5877)
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