WorldShip°®

Process a Return Services Shipment

There are five types of Return Services options (see Notes at the end for more information).

To process a shipment with a Return Service:

Step

Window (if available)

1. In the Shipping window, click the Options OB~ dz Ui - =X
tab Home  MyServices  Tools  Printing Activities  Import-Export ~ UPS.com  Support LT 2
- Ship To | Ship From | Distribuion | Service ‘Opl\cnKDe‘a\l | Reference | o
. Customer ID: [¥] Updsate Address Book Shipment Package
- Package Type:
Note: Package Entry processing mode was [resicessa Byl S =
. . Company or Name: P A o
used in all screen samples. The Service . o I
leed it there sooner’
1 1 H Attent
and Options tabs will appear differently
. . . Reference Number 1:
using Shipment Entry processing mode. [E] ety Delivary
Reference Number 2.
Address 2 Address 3
Country/Teritory: Postal Code: L
United States | - Bill Transportation To: 1
City or Town: State/Province/County: Shipper -
Teleghone: E-mail Address: [C]with Return Services Shipper's Cost (USD)
:;SA - Numb el Numb Weight (Ib) Published:
Uk ccount Number: ax lumber: Pack: Shi t
g st 0.00
Electronic Scale Activated
Detail Cost
Shipper: Profile Pkg i isNEW | | Process Shipment
OO ~ [ups = F10
Add Pkgs Delete Pkg
Ver: XOFY Pending: 3 Shpmt(s), 3 Pkals) |
2. The Options tab shows the available QG -y ki -8X
. . Home My Services  Tools Printing Activities Import-Export UPS.com  Support W
shipment and package options. : A
Ship To | Ship From | Distribution Service ommns\De‘au\Refevence
Customer ID: ¥|Update Address Book Shipment Options Shipment Return Services
. Residential ‘Ha”d‘”(‘:g C*‘E"QE
Select the Return Services check box under ImesnComel || 5 ups prntReumtabe
H H = kR“"“SE""CES UPSE etum Label
Saturday Deli
Shipment Options. TR
UPS carbon neutral UPS Print l3il Return Label
Addiescll UPS Pickup Atempt
Package Options. 3UPS Pickup Attempts
Gddisc2 Gddieses Additional Handling
_OD -
CountryTeriory: Postal Gode: o |
United States - - Delivery Confirmation 3
) Dry Ice
City or Town: State/Province/County: Quantum View Notify Create Batch Returns
- Shipper Release
Telephone: E-mail Address:
()-11
UPS AccountNumber:  Tax D Number:
Total Cost: 0.00 USD
Detail Cost
Shipper: Profile Pkg ] is NEW | | Process Shipment
XO000( ¥ |uPs - F10
Add Pkgs Delete Pkg

XOFY| Pending: 3 Shpmt(s), 3 Pka(s) | :
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3. The Return Services options appear. L=k iy -=X
Home My Services  Tools Printing Activities Import-Export UPS.com  Support W
Se|ect the desired UPS Returns or UPS Pickup From | Return To | Distibusion Senvice Optons | Deai | Reference i
. Customer D: ¥]Update Address Book |  Shipment Options: Shipment Return Services
Returns Plus option. pardingGhags || UPS s
Company or Name: Quantur View Noti UPS Print Return Label
- 2 ’dw @158 Elschionic Retum Label
Ti pS : Al oy T UPS Print & Mail Retum Label
UPS Retums Plus (Call Tag).
. . et 1UPS Pickup Atempt
e The Ship To tab changes to the Pickup RS
From tab Addiess 2 AodiessH) Additional Handling | Merchandise Desc. for Package:
. (;OD
CouningTeriiory: _ Pestal Code: Deciared Value |
. [Unted States S - Delivery Confirmation i
The Ship From tab changes to the
Return To tab. -
Telephone: E-mail Address:
0O - 11
If you select UPS Electronic Return Label, RO U
the Details button appears. Click this R—
. . . Detail Cost
button and continue with step 4; otherwise, —
skip to step 5. kg ([ (s [ [ Ew | [FrovessSioment
peeeee v |uPs - —_— F10
[ Add |1 pkgs Delete Pkg
Ver: XOFY| Pending: 3 Shpmt(s), 3 Pkg(s) |
- .

4. The Return Services Details window
appears.

E°R ==

Return Services Details

e Type the e-mail address in the Details

Recipient E-mail Address box to which
UPS sends the return label and
instructions.

Recipient E-mail Address:

jcustomer@xyz.com

o Type the e-mail address in the Failed
E-mail Address box to which UPS
sends a notification of failed label
delivery.

Failed E-mail Address:

jowner@xyz.com

e Click the down arrow in the Instruction Instruction and Receipt Language:

and Receipt Language box and select |§Eng|ish (US) - |
the language in which to print the '
customer instructions and receipt.

e Click the OK button. | OK %J | Cancel | | Help |
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5. Fields required by your Return Services
choice appear.

o6~

Home My Services

Tools

Printing Activities

UPS WorldShip

Import-Export

UPS.com

Support

Pickup From ‘Fietum To | Distribution

Customer ID}

7] Update Address Book

Senice Options ‘Deta\l | Reference

Shipment Options:

Shipment Retum Services

Pkgs

e Describe the contents of the package | GO
. . Company or Name: Quantur View Noti UPS Print Return Label
to be returned in the Merchandise «—EW
H 1 Attentic Saturday Pick
Description for Package box. SaudayPiele | Cups v vai et Lace
UPS Retums Plus (Call Tag).
ddiesSt 1UPS Pickup Attempt
in: Nt H Package Options. 3UPS Pickup Attempts
Tlp The descrlptlon that yOU type In Giddiess2 Aiddiess) Additional Handling | Merchandise Desc. for Package:
. . . COoD E—
et [Keyboards|
this box will also appear on the Detall e DengerovsGooas | (T |
United States ~| - Delivery Confirmation Detail 3
tab. When you type or change a (egses ] SR
. . . N City or Town: State/Province/County: Quantum View Notify Create Batch Returns
description in the Merchandise v | [Psteperheecse
. . Telephone: E-mail Address:
Description for Package box on one of O-
UPS AccountNumber:  Tax D Number:
these tabs, the box on the other tab Opion Cast oo0usD
. . . Total Cost: 0.00 USD
displays the same description or [ emiges |
change.
Shipper Profile Pkg ] isNEW | [ Process Shipment
I' k h H k YOO00( ¥ |uPs - F10
e Click the Pickup From tab. 8991 Pigs | Dolerig
Ver: XOFY Pending: 3 Shpmt(s), 3 Pkg(s)
6. The Pickup From tab appears. o8- : iy -=X
Home My Services  Tools Printing Activities Import-Export UPS.com  Support LT A
° Type Where UPS |S to plck up the Pickup From | Return To | Distribution Senice, Options | Detail | Reference i
Customer ID: ¥|Update Address Book ShipmerOptions Shipment Return Services
return package. panding Corge | S Retans
Company or Name: Quantur View Noti UPS Print Return Label
XYZ Company 2 @ UPS Electionic Retum Label
H 1 Saturday Dell
e Click the Service tab. ooy ek
UPS carbon neutral UPS Print & Mail Return Label
UPS Retumns Plus (Call Tag).
Address 1
2311 Highview Road ;i:z :\ctup inempt
Package Opti ickup Attempts
Gdiess 2 GiodressH) ECA:S;MZ\‘T—(";GMQ Merchandise Desc. for Package:
COoD
v ~ Keyboard:
Country/Teritary: Postal Code: Declared Value e L
(United states v | 21093 Delivery Confirmation Details, 3
o Dry I —
City or Town: State/Province/County: o:la:zm View Notify Create Batch Returns
LUTHERVILLE TIMONIL - Shipper Release
Telephone: E-mail Address:
()y-11
UPS AccountNumber:  Tax D Number: Opion Cost on e
Total Cost: 0.00 USD
[ Demilcost |
Shipper Profile Pkg ] isNEW | [ Process Shipment
OGO v |UPS v —_—— F10
Add |1 ete Pkg

XOFY| Pending: 3 Shpmt(s), 3 Pkgls)
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7. The Service tab appears. o % e I == X
Home  MyServices  Tools  Printing Activities Import-Export UPS.com  Support -
° CIICk the dOWﬂ arrow |n the UPS zmkupﬁug | Return To | Distribution S;vme \ommns\De‘aumefevenc:\k i
. . ustomer D: V] Update Address Book ipment 'ackage
Service box and select a service. s Semce R
i‘j{r;p:ﬂx;;n&;me = |Ground v| Lengh widh Height
e Click the down arrow in the Package i E
Type box and select a type. - Rolernce Nuber 1
2311 Highview Road SC Ry Reference Number2
e Click the down arrow in the Bill
Transportation To box and select who I e I
. . United States w | 21093 il Transportation To: F
pays the transportation cost to ship the i rer——
H LUTHERVILLE TMONIL - MD -
paCkage’ Shlpment’ or movement' elephone: -mail Address: With Return Services ipper's Cost
. . T(]‘ ?h l — Wewgh“(\ﬁbl ::::sneac -
e Type the weight of your package in the P Swomen 2
Package Weight box. 8 '
Electronic Scale Activated
[ DewiGost |
e Click the Process Shipment F10
Shipper: E’Uﬂle Pkg i is NEW
buttOl’] . EeEEgl AT =z [ Add |1 pkgs Delete Pkg %

Ver: XOFY| Pending: 3 Shpmt(s), 3 Pka(s) |

A message appears and reminds you that
the Return Service request will be
transmitted to UPS during the next End of
Day process.

Click the OK button.

Customer Reminder(s)

el

You have processed 1 Return Service package(s). Your Return
Service request(s) will be sent electronically when you complete
the End of Day process.

The Recipient E-mail Address is: jcustomer@xyz.com

P

9. A blank Shipping window appears. < s tiing -=X
Home | MyServices Tools  Printing Activities  Import-Export ~ UPScom  Support LT A
) ‘:} % CreateaRenm - lgp e L[ anen i L -
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 || || Care
Navigate Shipment Activities Track ||Manage Addresses |End of Day|  Pickups Messages
— = e
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(JFJ]S/; ! ]‘N . T oelD N Weight (Ib) Published:
UPS AccountNumber.  TaxID Number Pack S
ackage e 0.00
c Scale Activated
[ pemilcost |
Shipper Profle Pkg ’,7 'sNEW | [ Process Shipment
YOO v [ups ~] F10
e Add Pkgs Delete Pkg

XOFY| Pending: 4 Shpmt(s), 4 Pka(s) |
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10. The Shipment History window appears and oy ) * UPS Worldship -ax
|dent|f|es the Sh|pment W|th an RS |C0n :::n N:A::Q:c:”d Tuu\; - Printing Activities Import-Export UPS.com  Support -
. . . facking No/Fkg e Shipper: WX0607 Pickup From | Retum To |
under UPS Pickups and details the option I e sl cocumpary
On the OptIOI’lS ta.b T?%e%gé(&;egsz:pseq bﬂfﬁ:ﬂf TIMONIUM, MD 21093 .

o1 G XYZ Company
o1 G XYZ Company
B2 Coman)|
Rg 10000X79082000063
{-@ Saturday's Pending Pickup
-8 11-0ct2013-242:34 PM Bill Transportation To:
eigh

ght My Account (WX0607)

Shipment Billing Information \

2 9
B Worldwide Express Freight

Retum Services-Electronic Return Pub: 1.00USD Re

Ver: Shipment 4 of 4 Pickup Rec 000 0|

Notes:
e Five Return Services are available:

¥v" UPS Print Return Label — The shipper prints the return label and the Return Service Customer Receipt
using WorldShip and includes the label and receipt with the outbound shipment. The customer applies
the return label to the package and gives the package to a UPS driver or drops it off at a UPS Customer
Center or an Authorized Shipping Outlet. The customer keeps the Return Service Customer Receipt for
tracking purposes and as proof of pick up by UPS.

Tip: You can choose whether or not to print the Return Service Customer Receipt automatically each
time you process a shipment with the Print Return Label shipment option. On the Tools menu, click
System Preferences Editor and then select the Printing Setup tab. On this tab, select the Print Return
Service Receipt check box to print the receipt, or clear the Print Return Service Receipt check box if you
do not want to print the receipt.

v" UPS Electronic Return Label — UPS electronically notifies the customer via e-mail that a return label
and receipt are available. To print the label and receipt, the customer clicks the Web link in the e-mail,
prints the return label and receipt using a Web browser, applies the label to the package, and gives the
package to a UPS driver or drops it off at a UPS Customer Center or an Authorized Shipping Outlet. The
customer keeps the receipt for tracking purposes and as proof of pick up by UPS.

v" UPS Print & Mail Return Label — UPS prints the return label and mails the label to the customer. The
customer applies the return label to the package and gives the package to a UPS driver or drops it off at
a UPS Customer Center or an Authorized Shipping Outlet.
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v" 1 UPS Pickup Attempt (Call Tag) — The UPS driver makes one attempt to bring the package label to the
pickup location and pick up the package. If the package cannot be picked up, the driver leaves the label
at the pickup location, and the customer gives the package to a UPS driver or drops it off at a UPS
Customer Center or an Authorized Shipping Outlet.

v" 3 UPS Pickup Attempts (Call Tag) — The UPS driver brings the package label to the pickup location and
picks up the package. If the package cannot be picked up on the first attempt, the driver attempts to pick
up the package on each of the next two business days. If the package is not picked up after three
attempts, the driver returns the label to UPS.

e You will be charged a per-package (not per-shipment) fee for UPS Electronic Return Label, UPS Print & Mail
Return Label, 1 UPS Pickup Attempt, and 3 UPS Pickup Attempts.

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).

e Torepeat a shipment as a Return Services shipment, select the recipient or tracking number of the shipment
in the Shipment History window and select Repeat as Return Service Shipment on the Activities menu. The
shipment appears in the Shipping window as a Return Services shipment for you to process.
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