WorIdShip®

Process an Air Freight Shipment

Table of Contents
Set Air Freight Shipper Pref@rEnCeS ... e e e e e e e e e s nnnes 2
Process an Air Freight ShipmMeENt ... e e e e e s e anrraee s 5
View Shipment History for an Air Freight Shipment..........cccco i 17
Add Air Freight Commodities using Commodity EditOr........ccccvviiiiiiiiiiiiieee e 19

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 1



WorIdShip®

Process an Air Freight Shipment

Set Air Freight Shipper Preferences

To set Air Freight shipper preferences:

Step Window (if available)

1. Onthe Tools tab in the Shipping or D& fali) © UPS Worldship -=Xx
H . H H Home My Services | Tools \ Printing Activities  Import-Export ~ UPScom  Support A @ -
History window, select Shipper Editor. ) ;
« Create/Edit Tab Order § Eo—— g
% B daz B K
* . Create/Edit Required Fields 1
Create/Edit System | Shipper | Delivery | Commodities More
Profile - Creste/Edit Custom Labels | o ooronces | Editorp, Date - Tools~
Profile Tools Preferences Editors and Communication |
Ship To | Ship From | Distribution | Senvice |0puun5| Detail | Reference | =
Customer|D: [¥]Update Address Book | Shipment Package
[7]Residential [Z] Freight Package Type
. N " UPS Senvice. Package -
‘"m"a"y‘"*ame NextDay Air v| Lengh: Widh Height
@ Need itthere sooner? in
Atenton —
Declared Value:
Reference Number 1
Address 1 ] Saturday Delivery
Reference Number 2 E
Address 2 Address 3
CountryTerritory: Postal Code.
United States & | Bill Transportation To:
Gty or Town. State/Province/County. Shipper -
Telephone: E-mail Address: [C]With Retum Services Shipper's Cost(USD)
(y- 11 I
UPS A - T gD N Weight (Ib) Publishedt
UPS Account Number. ax ID Number. Package Shipment
S oo 0.00
Electronic Scale Activated
Detail Cost -
| Ver: | XOFY| Pending: 2 Shpmi(s), 2 Pkg(s) |

2. The Shipper Editor window appears. sune s =

Existing Shipper Numbers

° Select the Shipper that you Want to Shipper Number  / SFE’ VEd Negotiated Rates Status
modify under Existing Shipper
Numbers.

° Click MOdlfy Add ] [ Modiy Q”] [ Delee | [setactve shipper | [ UpdateStatus | [ RequestRates

Shipper Information

Atin: Pat Shipper

2311 York Road

LUTHERVILLE TIMONIUM. MD 21093
United States

Telephone: (410) 560-4444

Fax

PTN Range: NO RANGE DEFINED
Profile: UPS
Rate Type: Daily
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WorIdShip®

Process an Air Freight Shipment

Step

Window (if available)

3. The Modify Shipper window appears.

Click the Freight tab.

(-2l

Modify Shipper
Raling Preferences | Retum Services | Import Control | | Freignt
Shipper Information Alternate Ship From | Praferances
Shipper Name Residential
John Doe
Contact
John Doe
Address 1:
[123 Street Name |
Address 2 Address 3
Country/Tertitory. Postal Code
[Onited States -] [pos |
City or Town State/Pravince/County.
[LUTHERVILLE TIMONIM | [MD ]
Telephone: Fax
555.655.5555 () -
UPS Acct No TaxID Number TaxID Type
99999 EIN A
E-mail Address PTN
NO RANGE DEFINED

4

[ ]Use Alternate
Ship From

4. The Freight tab appears.

Under Number of Labels to Print,
type the number of labels to print (from
1 to 99) in the Per Handling Unit box.

Tip: Four labels are currently required
per shipment/pallet/handling unit.

The following Ground Freight fields
appear only for Ground Freight
shippers eligible to consolidate and
close out shipments:

o Select the Consolidate Shipments
check box to consolidate
shipments, or clear the check box if
you do not want to consolidate
shipments.

o If you select the Consolidate
Shipments check box, click the
down arrow in the Based on
Reference Number box and select
the reference number as a Ground
Freight shipment consolidation
criteria.

Under Number of Labels to Print
(Worldwide Express Freight), type
the number of labels to print in the Per
Pallet box.

Click OK.

Modify Shipper

Shipper Information |
Rating Preferences | Return Servi

Alternats Ship From |

Preferences |
ices \mpultEonlro\l Intemational ~ Freight

i~ Mumber of Labels to Print

Per Handiing Unit

o

r—Air Freight

[V Piint 5LI

Mumber of Labels to Print [w/iorlds
Per Pallet:

e

wide Express Freight]

[ Use Allemate
Ship From
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WorldShip

Process an Air Freight Shipment

Step

Window (if available)

5. The Shipper Editor window appears.

Click Close.

~ Existing Shipper Number.

21

Shi Number | Company ar Mame Status
=)

Add

Delete: Set Active Shipper

ted Fiates Status

Update Status Hequest Hates | ‘

~ Shipper Infarmation

Altn: Pat Shipper

2311 York Road

LUTHERVILLE TIMOMIUM, MO 21093
United States

Telephone: [410) 560-4444

(Bere

ax:

PTH Range: MO RANGE DEFINED
Profile: UPS

Rate Type: Daily

Closs [ Help

6. The Shipping window appears.

O~ )- UPS WorldShip -E X
| Home | MySenices Tools  Printing Atiities  Import-Export  UPS.com  Support AQ-
C 47 Create a Return ~ 1% -4 . I i bt o |
| Mutipiece Shipment u o
History e Repeat Undo  Veid | Track Addresses End of Pickup | Messaging
e < Day || Information v || Center
Navigate Shipment Activities Track | Manage Addresses| End of Day  Pickups || Messages
Ship To | Ship From | Distribution Senice |0p|mns| Detail | Reference | -
Customer ID: Update Address Book |~ Shipment Package
[ Freight Package Type:
. N Beidents UPS Service Package =
CMESHRISame Next Day Ar ~| Length Width Height
@ Need tthere sooner? o
Attention:
Declared Value
Reference Number 1
diessil [C] Saturday Delivery E
Reference Number 2
Address 2 Address 3
CountryTeritory: Postal Code:
United States = | - Bill Transporation To:
City or Town: State/Pravince/County: Shipper -
Telephone: E-mail Address: [ with Return Services Shipper's Cost (USD)
(y-11
Weight(Ib) Published
UPS AccountNumber:  TaxID Number. Package Shipment
— 0.0 0.00
[ | Flectronic Scale Activated e
|Ver: XOFY Pending: 0 Shpmt(s), 0 Pkg(s) |
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WorIdShip®

Process an Air Freight Shipment

Process an Air Freight Shipment

To process an Air Freight shipment:

Step Window (if available)

1. Onthe Ship To tab in the Shipping FoR 7 K UPS Worastip _ox

H . Home My Services Tools  Printing Activities ~ Import-Export UPS.com  Support N i -
window: LA
Ship To | Stip From | Distibution | [Senice | Options | Detail | Reference | |l
Customer |D: ] Update Address Book Shipment Package
a) Type the address of the person or FlRosidersl e e —

company where the shipment is to be —@ (NeDsyar — v] Lovge W rage
h Need it there sooner? in
delivered. P

John Shipper Declared Value:
Reference Number 1:

b) Click Service tab. o ies
Address 2: Address 3
c) Select the Freight check box. comgronon osutcode

[Unied Staes v 32221- Bill Transportation To

Gty or Town: State/Province/County: Shipper -
JACKSONVILLE FL -

i

Telephone: E-mail Address: [ With Return Services
(904) 5554444 [ ]

Shipper's Cost(USD)

Weight (Ib) Publishedt

UPS AccountNumber:  Tax D Number. Package Shipment
= oo 0.00

[] Electronic Scale Activated

Detail Gost

Shipper Brofie DK ‘TH?VSNEwl Prcess Shipment
v |UPS v —— —
BO02C = 9 Add |1 pkgs | DeletePkg |

| Ver: | XOFY! Pending: 2 Shpmi(s). 2 Pk(s) |
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WorIdShip®

Process an Air Freight Shipment

Step Window (if available)

2. Onthe Service tab: FoF - 27 TN UPS Woridship -ox
Home My Services  Tools  Printing Activities  Import-Export ~ UPS.com  Support Vﬁv
a) CIle the dOWn arrow |n the UPS zmpTuI‘S[;HmemlDwsmbuuun | SSehMCEIOpuuM'Ds'a\\lRefevsnce'Ducumems' =l
. . . ustomer |D: [¥] Update Address Book S ‘P’“éﬂt Bill Transportation Tor
Serv_|ce box and select an Air Freight Drew
service type. were < [7) ey
orary
. i . Attention Commadity |
b) Click the down arrow in the Bill Coktater @ l SoveUdteCommodies §
Transportation To box and select who 123 Main Strest B ‘;a;:aggemgType‘P\e:es“ruﬁz\welght(\b)‘Lengm () | wideh s
will pay for the transportation, duty, and s N
taxes. R B |
Gity or Town State/Province/County: T i I D 1
. JACKSONVILLE FL - e
Note: If you select Third Party, the E i Acress L oo [ mms |
. - (904) 5554444 [ ] ipment Totals
Thlrd Party Address W|nd0W appears UPS/SCS Acc Not @uUpPs  AirportCode Vi!\znt t;ro m‘ Pieces: 0
In this window, type information about -
the third party and click OK. The
appears on the Service tab to the right Shoper. _ e = [Lomwe  iobo:
of Third Party indicating you have L
selected Third Party. Click the to e e

view or change the third-party
information.

c) Click the Commodity Search and
continue with step 4.

3. Onthe Service tab, specify the D&l )- UPS Woratip - ox
CommOdlty Informatlon using elthel’ of the Home My Services  Tools  Printing Activities ~ Import-Export ~ UPS.com  Support VU:
. R . Ship To | Ship From | Distibuton | Senice | Options | Detail | Reference | Documents | |l
following methods or a combination thereof: Cusomer 2 9t e o | Shomen [E—
e Search commodities that you entered in [ )
the Commodity Editor and select Ao moda
those commodities that apply to the @ i z
123 Main Street # Description | Packaging Type | Pieces | Total Weight (Ib) | Length (in) | Width (i

shipment that you are processing. To Adtess JSiores g
use this method, click the Commodity commgtorion Posaloode
Search and continue with step 4. ot socnmn) [

i %L;yc(:sT:x\;\LLE i’fmlpwmemnuwv S —
e Enter each commodity separately. To Ematcess [ ouee ) [ odeedt ]
(904) 5554444 [ ]

use this method, skip to step 7. e o i || [ .

i

« m ] »

©scs

Shipper Profile Save | Labels |
KAXXX ~ | |upPs h
L — Process F10

| Ver: || Shipment ID:None| ;
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WorIdShip®

Process an Air Freight Shipment

Step Window (if available)
4. The Commodity Search window appears Commodity Search
and shows all the commaodities that you Search
: H Description: Packaging Type: HM/DG:
entered through the Commodity Editor. = = =I- =
Use the following methods to search for ir:ighw'ass; HFe: S = = L

commodities:
Inthe grid below. check the commodities you wish to add to your shipment. editthe number of pieces and

e Use the side scroll bar to scroll through weight, and click the Add buton

the Search Results list.

Search Results:

. ) ) SelectC.. Description Type Pieces  Total Weight (Ib) Class NMFC
e Click the column heading to sort the list [ 10-Penny Nails Box 0
in ascending or descending order by 0 lunbapeiilape Reci M0 o
hat | 0 1-inch Masking kTape Roll [} 50
t at column. ] T-inch Screws Pail 0 100
. . I:‘ 2-foot Planner Unit 0 100
e Use the fields in the Search box to o 2-inch Duct Tape Reel 0 55
narrow the Search Results and then E Zinch Masking Tape Rl 0 50
. 2-inch Paper Tape Reel 0 60
CIICk SearCh' ] 2-inch Screws Pail 0 200
I:‘ Frinch Drill Set Contai.. 0O 25
0 &-inch Drill Set Contai.. 0 200
“ 11 | 2
[ add | [ ciose |[ Hep |
5. The Commodity Search window appears Commodity Search o)
and shows all the commodities that match Steereli- _
our SearCh Criteria. Description: Packaging Type: HM/DG:
Y Tape Al ~| [an -
° Select the check box in the Select EreightClass:  NMFC: Sub Length:  Width: Height =
o

Commodity column for each
commodity that you want to add to the
commodity list on the Service tab.

n

In the grid below, check the commodities you wish to add to your shipment, editthe number of pieces and
weight, and click the Add button.

Search Results:

® TO edlt a number in the P.Ieces or TOtaI SelectC.. Description Type Pieces  Total Weight(lb) Class NMFC
Weight column for a particular 1-in Paper Tape Resl 0 55
commodity, double click the number 1-ineh Masking kTape Rol 10 =0
d t the new n mber 2-inch Duct Tape Reel 0 b5
and type w number. G [2inchMeskingTape | R
. 2-inch Paper Tape Reel 0 60
e Click Add.
] i | r

| AddMl Close | [ Hep

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 7



WorIdShip®

Process an Air Freight Shipment

Step Window (if available)

6. The Shipping window appears and the D faii) - UPS Worldship - ox
CommOdIty (or CommOdItIeS) that you Home. IMy Semaels Tools. l Printing Activities [mpor;{xporll UPSImm Sulpporl l Vﬁv
. . . Ship To | Ship From | Distribution Service | Options | Detail | Reference | Documents | .

selected in the Commodity Search window Qe [lUptaoAkieas o | | SHBAN

Bill Transportation To,

i i i i [] Residential [¥]Freight
appear in the commodity list on the Service [ Residensa :

Company or Name:

t b UPS Freight - @ Next Day Air Freight- Gua v
. Attention Commadity |
John Shipper
@ Save/Update Commodities @
Address 1

For each comm0d|ty in the Comm0d|ty list: 123 Main Sset # | Description_| Packaging Type | eces | Total Werght () | Lengt (n) | width (
[ 1 [ETEISNERETR ~ |Ree! 0 55 0 [

2-inch Masking Tap Rall 2 50 0 0

| 3 |2-inch Paper Tape  Reel 0 60 0 0

Package

Address 2 Address 3/Store#:

a) Select the commodity and review its s resmon
attributes. [UntoaSimes <] 32221

City or Town State/Province/County. o i | D
JACKSONVILLE FL -

b) To update a commodity, update the SR Dl (et o)
fields and select the Save/Update pe S

UPS/SCS Acc Not @ups AiportCode: Weight 1050 Ib Pieces: 2

Commodities check box. -

i

c) To delete a commodity, select the
commodity and click Delete. [[sove | Lobe

00X v |UPS -
d) To delete all of the commodities, click n

Delete AI I . | Ver: || shipment ID:None| ;

Fof -2 = UPS WorldShip - mXx
Home  MyServices  Tools  Printing Activities  Import-Export ~ UPS.com  Support W ﬁ v
Ship To | Ship From | Distibuton | Senice | Options | Detail | Reference | Documents | |l
CustomerlD: ____ [¥]Update Address Book Eme:“t Bill Transportation To:
Residential reig
Shipper -
® UPS Service
ompany or Name:
UpsFreign v @ Nexi Day Air Freight-Gua +.
Attention Commoity |
John Shipper
[]Save/Update Commodities @
Address 1
123 Main Street # Description | Packaging Type | Pieces | Total Weight (Ib) | Length (in) | Width (
finch Duct Tap RG] 0 55 0 0
Address 2 Address IStoref: Wit Duct 2o
2-inch Masking Tap Rall 2 50 0 0
| 3 |2-inch Paper Tape Reel 0 60 0 0
Country/Territory: Postal Code: Package
United States ¥ 3221- |
City or Town State/Province/County: « = | , 1
JACKSONVILLE FL -
Delete [ peletean |
Telephone: E-mail Address {
Eryes] ] Shipment Totals
UPS/SCS Acc No @ups  AirportCode: Weight 1050 Ib Pieces: 2
©scs v
Shigpet Prokie save | Labels |
0000 s ) Process F10
| Ver: || Shipment ID:None| ;

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 8



WorIdShip®

Process an Air Freight Shipment

Step

Window (if available)

7. Onthe Service tab, specify the commodity
information for a new commodity as follows:

L&y
Home My Services Tools Printing Activities

UPS WorldShip

Import-Export  UPS.com  Support

Ship To | Ship From | Distibuton |

Senvice | Options | Detail | Reference | Documerts |

Repeat step 7 to add more commodities
as needed.

Once you have added all of the
commodities for this shipment, click the
Options tab.

. . (reier{: [¥] Update Address Book fmpméﬂt Bl Transportation To
. ;Jnder D_escrlptlon, type the
eSCHptIOH UPS Freight - @
. . Attention “Commadity |
e Under Packaging Type, click the down oo ® @igavetUpdateCommotiies E
arrow and select a packaging type. ;ZM;\V;SI'ES( — T e \::;kagmg Type‘ll’n\e:es‘;mz\ We\ght(lb)‘:ﬂengﬂ\ (m)‘:ﬂwdm(
L5 tessh/Sioret [ 2| 2-inch Masking Tap Roll 2 50 20 10
» Under Pieces, enter the number of et oo e —r
pieces (up to and including 9,999). |- = pacege
. . j.:’CKSONV\LLE ER ty' ‘! - | :
e Under Total Weight, type the weight. —— |
EC1 ] Shipment Totals
° Under Length, type the Iargest UPS/SCS Acc Not ‘?.Ups Anpuncmev wEZnt 2650 Ib Pieces: 21
scs
dimension. '
e Under Width, type the second largest e
dimension. 10 Vs -
e Under Height, type the third largest —
dimension.
e Select the Save/Update Commodities
check box to indicate if your entries
should be saved to the Commodity
Editor.
8. Do the fO”OWing: [oR:- 2T UPS WorldShip A
Home My Services  Tools  Printing Activities  Import-Export ~ UPS.com  Support Vﬁv

Ship To | Ship From | Distibuton |
Customer ID: [¥] Update Address Book
Residential

Senice | oPuunHDew | Reference | Documents |

Shipment
‘va:;‘u Bill Transportation To:

UPS -

® UPS Service
ompany or Name:
UpsFreign v @ Next Day Air Freight-Gua v
Attention Commodity |
John Shipper
@ [] Save/Update Commodities @

Address 1
123 Main Street # Descripion | Packaging Type | Pieces | Total Weight (Ib) | Length (in) | Width (

1 |2-inch DuctTape Reel 10 55 20 10
Address 2 Address 3/Store# =

2 | 2-inch Masking Tap Roll 2 50 20 10

3 |2-inch Paper Tape Reel a 60 20 10
Couniry/Teritory: Posta] Code 4 |5-inch Drill Set Container 5 100 10 10
United States v 3221 s Package B
City or Town: State/Province/County: « ™ | , 1
JACKSONVILLE FL -

Delete ] [ Deletear |
Telephone: E-mail Address
(O} 1225555 9] Shipment Totals
UPS/SCS Acc No: ©@Ups AiortCode Weight 2650 Ib Pieces: 21
©scs v

Sifen Eioicl save | Labels |
3000 -

Process F10.

Ver:

|| Shipment ID:None| ;

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 9



WorIdShip®

Process an Air Freight Shipment

Step Window (if available)

9. The Options tab appears. O g i) UPS Woridship -ox
Home My Services  Tools  Printing Activities Import-Export UPS.com  Support L4 .jlv
e Select a Shipment Option check box. “Siip To | tip From | Distibuton | B oo | S A
. . . CustomerD: [¥] Update Address Book |  Shipment Options Declared/Insured Value
Entry fields appropriate to that option DResdersal Gustoma vais
. Company or Name: ,, Value Currency:
appear at the right. - R R
Attention: Saturday Delivery
e Type the needed information or select —
the needed options. 23 Wi o
Address 2 Address 3/Store#:
Tip: Information does not have to be S |
typed immediately, but must be etan ) ST I
completed before you can process the EmsiActoss
. (904)444-5555[ ]
shipment. Psiscsacco @ups Aiporcods. | |l Y
©)scs v
¢ Repeat this step for each additional

option.
Shipper. Erofile Save Labels

000K v |UPS -
. .
Tip: To remove an option, clear the 4

check box next to the selected option.
e Click Detail Cost.

10. The Pieces Shipped As window appears. WorldShip

e Enter details for Describe the Pieces Shipped As

Ha_mdlir)g Units (moveable pieces) in Describe the Handling Units (moveable pieces) in this
this shipment. shipment

e Click Continue. 3 Pallet{s) -
[ Continue{}] [ Cancel l

11. The Detail tab appears. el 2T ¢ UPS WorldShip - Ax
Home My Services  Tools  Printing Activities  Import-Export ~ UPS.com  Support L4 .jlv
Contmue as fOIIOWS z::nrr:e!‘sgmpﬁum|msuuj:dl'emmessﬁnnk Senvice | Options Detail | Reference | Documents -l
[] Residential
e Under Pieces Shipped As, change the -8
number of pieces for each handling unit o
as needed. Address 1 Pieces Shipped as
123 MainSiteel B [Palews Loose =
. . Address 2 Address 3/Store#:
e Inthe Special Instructions for b
Handling box, type up to 400 fosElcace |
characters.
. Telephone: E-mail Address: ickup Date:
e Inthe Consignee Remarks box, type ey [T
UPS/SCS AccNo @uUpPs  Airport Code:
up to 400 characters. g

e Inthe Pickup Date box, click the down

arrow and select the pickup date on the | e
calendar. e = =

e Click Select Countries Of Original
Manufacture.

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 10



WorIdShip®

Process an Air Freight Shipment

Step Window (if available)

12. The Select Countries Of Original Select Countries Of Original Manufacture
Manufacture window appears.

e In each Country Of Original

. Country Of Original Manufacture 1: i
Manufacture box, click the down arrow |United States =
and select a country as needed.
Country Of Original Manufacture 2: [Unﬂedsmms v]
Note: You must select at least one
cou_ntry of _manufact_ure for an Air Country Of Original Manufacture 3 (nied Sites =
Freight shipment with a Canada
destination.
Country Of Original Manufacture 4: [UniiedSlales v]
e Click OK.
Country Of Original Manufacture 5: |§Un'nedStaies v]
QK [: ’ Cancel ] ’ Help ]
13. The Detail tab appears. & &) - UPS Wortdship -ox
Home My Services  Tools  Printing Activities  Import-Export ~ UPS.com  Support W ﬁ v
. mm From | Distibution | Service | Options mlﬂefevenc Documents |l
Click the Reference tab. D ’ s
["]Residential
Company or Name:
UPS Freight -
Attention: @
John Shipper
Address 1 Pieces Shipped as
123 Main Stigot 5 [Pallets) | Loose -
fdiessZ hddressiSioreR Special Instructions for Handiing:
Country/Teritory: Postal Code: Cansignes Remarks
United States v | 32221- = o
City or Town State/Province/County: 3
JACKSONVILLE FL -
Telephone: E-mail Address: Pickup Date
(904) 444-5555 [ ] SelectCountries of Original Manufacture | 25 0ct-20° w
UPS/SGCS Acc No: @uUps  Airport Code
©scs v
Shipper. Profile ave. | Labels |

| Ver: || Shipment ID:None|

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 11



WorIdShip®

Process an Air Freight Shipment

Step Window (if available)

14. The Reference tab appears. O e i) © UPS woriaship -ox

Home  MyServices Tools  Printing Activities  Import-Export  UPScom  Support Wi
. Ship To | Ship From | Distibuton | Senice | Options | Detsil Reference | Documents | =l
Continue as follows: Cosomer N
Row Reference Type  Reference Number
Residential

1 ShipperReferen.. 23456789098765432
Shipper Referen
Shipper Referen
Consignee Refe.. 12345678909876543
Consignee Refe:

Company or Name:

e Select the Shipper Reference and/or v [7)]
Consignee Reference reference type =i

John Shipper

and type the reference number in the Adress

123 Main Street

Reference Number box. e —

2
3
4
5

e Click Add, Update, or Delete to select — T

h N Consignee Reference - L
t at actlon Gity or Town: State/Province/County: Reference Number
JACKSONVILLE = v 123456789098765432123456 78909876543
. Teleghone: E-mail Address
e Click the Documents tab. (09 4445555 1 ) o] [ ode
UPSJSCS Acc No: @ups Airport Code
©scs M

Shipper. Brofile save | Labels |
0000 v [ups - ——
= 7 Process F10

| Ver: || shipment ID:None| _;

15. The Documents tab appears. O da i) UPS Worastip _ox

Home  MyServices  Tools  Printing Activities  Import-Export ~ UPS.com  Support Vﬁv

Ship To | Ship From | Distibuton | Senvice | Options | Detail | Reference Documents | il

CI'Ck PaCkIng L|St . Customer |D: [¥] Update Address Book i
Company or Name: ;

UPS Freight - @

Atention
John Shipper

Address 1
123 Main Street

Address 2 Address 3/Store#
Country/Teritory: Postal Code:
United States v| 32221 |
City or Town: State/Province/County: i
JACKSONVILLE FL v
Telephone E-mail Address
(804) 444-5555 [ ]
UPS/SCS Acc No: ©@ups  Aiport Code
©scs v

Shipper. Profile Save | Labels |
KAXXX v |UPs e
s ) Process F10

| Ver: | Shipment ID:None|

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 12



WorIdShip®

Process an Air Freight Shipment

Step

Window (if available)

a)

b)

c)

d)

e)

f)

9)

16. The Packing List window appears and
shows the commaodities that you entered on
the Service tab and the Pieces Shipped
As that you entered on the Detail tab.

Update the commodities list as needed
using the fields under Commodity
then click Add, Delete, or Update.

In the Memo box, type the information
to print on the Packing List.

Note: When your shipment is

processed, only this information is
saved with the shipment for future
repeat/reprint of the Packing List.

Update the Pieces Shipped As boxes
as needed.

In the Number of Copies box, type the
number of copies of the Packing List
to print.

In the Language box, click the down
arrow and select the language in which
to print the Packing List.

Click Print. The displayed Packing
List details print.

Click Close. The Packing List window
closes.

Note: All updates are saved until the
shipment is processed or discarded. If you
save the shipment as a draft, however, the
updates are not saved with the shipment.

Packing List R~
Description Type Pieces  Total Weight Length Width Height HM,
2Z-inch Duct Tape Reel 10 b5 20 10 10 No
2-inch Masking Tape Roll 2 50 20 10 10 No
2Z-inch Paper Tape Reel 4 60 20 10 10 No
S-inch Drill Set Contai.. 5 100 10 10 10 Na
< n r
Commodity
Pieces: Packaging Type Unit Price:

! [Package = 000 EHupe
Total Weight: Length: Width: Height:
Ib n
Description:
Meimo; Pieces Shipped as
s e = o
MNumber of Copies:  Language:
1 [Engishws) =] [ P |
| Add ‘ | Clear ‘ | Delete | | Update | [ Close QFJ [ Help ]

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved.
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WorIdShip®

Process an Air Freight Shipment

Step

Window (if available)

Note: If the shipment is an international shipment,
the Documents tab is replaced with the Customs
Documentation tab. For a detailed description on
this tab see the WorldShip Help, Shipping Window
Overview topic, Customs Documentation tab
section.

17. Select the SLI tab to set up printing of the
Shipper’s Letter of Instruction (SLI).

e Select the Ultimate Consignee Same as Ship
To check box if the ultimate consignee is the
same as the receiver. The Ultimate Consignee
Address window appears. After you provide the
ultimate consignee information, the ... appears
on the SLI tab. Click the ... to edit the ultimate
consignee information.

e Select the Intermediate Consignee check box,
as needed. The Intermediate Consignee
Address window appears. After you provide the
intermediate consignee information, the ...
appears on the SLI tab. Click the ... to edit the
intermediate consignee information.

e  Click the down arrow in the Routed
Transaction box and select Yes or No. Yes
means that the foreign principal party in interest
authorizes a US forwarding or other agent to
facilitate export of items from the US.

e  Click the down arrow in the Parties to
Transaction box and select an item. Related
means the shipper and ultimate receiver are
with the same company; Non-Related means
they are with different companies.

e Click Additional Information to display the SLI
- Additional Information window options.

=  Under Documents, select the check
boxes to indicate all documents to be
attached and to be prepared.

Tip: You cannot select the Certificate of
Origin, Banking (Sight Draft), and
Export License under both Attached and
To Be Prepared.

= Complete the remaining fields as needed:
Special Instructions for Shipment, Extra
Description, Certificate of Origin
Number, and Duty Authorized Officer or
Employee.

=  Under Goods, select the SLI check box for
each commodity you want to include in the
SLI.

= Click OK.

[] Packing List

[ Letter of Credit

[ Banking (Sight Draft)
[ Import License

[] Export License

Dangerous Goods
o Declaration

[ClGBL

Exra Description

Duly Authorized Officer or Employee:

[ Consular Invoice

[T Barking (Sight Draft)
[ Insurance Certificate
[] Export License

Certficate of Ongin Number

Date
220ct-2015

Telephone No
() - 11
E-Mail Address:

Special Instructions

& - b O UPS WorldShip -ox
| Home | MySewices  Tools  Printing Acthities  Import-Export  UPS.com  Support AQ-
Create a Return ~ f‘ SRR ° 9! A
‘:) @ i I- L et
Multi-piece Shipment * 6
History Repeat Undo Void Track Addresses End Pickup Messaging
Save Shipment - of Day | Information -~ Center
Navigate Shipment Activities Track | Manage Addresses End of Day Pickups Messages
Ship To | Ship From | Servics | Options | Detal | Reference Customs Documetaton |
Customs Ve | EEI | €O | su | [ Create an invoice
Hiimate Consignes Same 2 Ship T2
(] Intemediate Consignae
Fed Tenoson
Access Addtional Foms
Parties to Transaction: Preview Document
[ Non-Related =] [ Addional infomation |
el
Goods 5
Enter commdties below: Request Duties and Taxes Save/Update Commadiies
s
# | cof sl Description of Good | Part Number | Country of Origin | Units | Unit Price | Marks and Numbers | DIF | License Type
1 Dl [ (None) 10
< i ] B
Duties and Taxes
Tariff Code Lookup Delete Delete Al 000 Estimate
Save Labels
Process F10
|Ver | shipment ID:None| ;3
SLI - Additional Information (==
Coamets Signature
Aitached To Be Prepared g
7] Commercial Invoice [ Pro Forma Invoics jiiiz
7] Certificate of Origin [ Certificate of Crigin

oKk |

(

Cancel | [ e

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved.
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WorIdShip®

Process an Air Freight Shipment

Step

Window (if available)

18. The Shipping window appears.

Click Process (F10).

o200 DM

Home  MyServices Tools  Printing Activities

Import-Export

UPS WorldShip

UPScom  Support

Ship To | Ship From | Distibuton |

Customer ID: [¥] Update Address Book
Residental

Company or Name:

UPS Freight - @

Attention

John Shipper

Address 1

123 Main Street

Address 2 Address 3/Store#:
Country/Teritory: Postal Code:

United States. ~| 32021

Gty or Town: State/Province/County:
JACKSONVILLE FL -
Teleghone: E-mail Address

(904) 4445555 [ ]

Senice | Options | Detail | Reference Documents |

Packing List

UPS/SCS Acc No: UPs  AirportCode:
“iscs v

Shipper. Profile

peeeee v |UPS -

Process F10 S

i

| ver: || shipment ID:None| _;

19. The Pickup/Drop Off Request window
appears.

Verify and update the information as
needed.

Click OK.

ckup/Drop O
Pieces Shipped As

Describe the Handling Units (moveable pieces) in this

Email Address

PShipper@ups.com|

Telephone Number

(410)560-4444 ]

shipment Pickup Date:
3 [Palletis) | [Loose ~ 25- 0ct-2013 [ERd
Pickup Ready Ti
Pickup/Drop Off 1‘:1:”2;'::' L= E
ickup (") Drop Off
Pickup Location Closing Time:
ErmE; 5:00.00 PM
= Pickup Location
25- Oct-2013
Address 1
Tirne =
> [2311 YorkRoad |
11:10:20 AM
Address 2 Address 3:
Requestor | | | ‘
C
lh"d P:rty Country/Territory: Postal Code:
ompany Name
ey [United States | [21003- |
WS Test Shipper
City or Town: State/Province/County:
Aftenfion; [LuTHERVILLE TIMONII| [MD -
Pat Shipper

Additional Instructions:

L=

I

Cancel ] [ Help

By selecting the OK button. you agree to the UPS Tariff Terms and Conditions.

Terms and Conditions

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 15



WorIdShip®

Process an Air Freight Shipme

Step

Window (if available)

20. If no connection can be established with
UPS, the Offline Processing window
appears.

e Follow the instructions.

e Click Continue.

21|

‘warldShip waz not able to connect ta UPS.

“Y'ou can shill process shipment without connection,

To obtain rates please call the UPS Freight customer service center at

City | Phane Ma | :I
ACALBANY GA 1-866-636-3656 =
ALLENTO'WN 1-B66-696-3656

ABILENE 1-86E-636-3656 ;I

Your UPS Freight driver will provide a ShipmentlD number if you do nat have ane

Click Continue to process shipment without connection
Click 5ave az Draft to save shipment for future processing
Click Clear to clear the current shipment without saving.
Click Cancel ta return ta Shipment Processing.

Save Clear Cancel | Help |

Continue

21. The Shipment ID Number window appears. 2 x|

If wou have a ShipmentlD number for this shipment, enter it
below and click OF.

Click OF to continue without entering a Shipmentl D' number;
your driver will provide one and you may enter it in the shipment
hiztary.

e Type the Shipment ID number in the
ShipmentID Number box if you have
the number.

e Click OK. i ;

Click Cancel to return to the previous screen.

£ ShipmentlD iz required for this shipment, Yiou must call to
obtain a Shiprment|D.

ShiprmentlD Mumber:

o

(]S LCancel
22. A blank Shipping window appears. O da iy * UPS Wordsrip -oXx
Home  MyServices Tools  Printing Activities  Import-Export  UPScom  Support Wi
Ship To | Ship From | Distibution | Senvice | Options | Detail | Reference | [l
CustomerID: [7] Update Adcress Book | Shipment Package
[ Freight Package Type:
. N [CJResidental UPS Senvice: Package =
CIpSnyioUS e Next Day Air ~] Length: Widh Height
Need itthere sooner? in
Attention
Declared Value
Reference Number 1
Address 1 [[] Saturday Delivery
Reference Number
Address 2 Address 3
Country/Tertory: Postal Code:
: il Transportaton To s
City or Town State/Province/County. Shipper v
Telephone: E-mail Address: [T With Retum Services Shipper's Cost(USD)
(y- 11
Weight (Ib) Publishedt
UPS AccountNumber.  Tax D Number. Coers Shipment
0.0 0.00
Electionic Scale Activated
Shipper Profile [Pk ’— [new | [ S
o (1]« » [ |[isNew | [ Process shipment
Add |1 |Pkgs | DelelePkg
| ver. | XOFY| Pending: 2 Shpmi(s), 2 Pkg(s) |

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 16



WorIdShip®

Process an Air Freight Shipment

View Shipment History for an Air Freight Shipment

To view shipment history in WorldShip for an Air Freight shipment:

Step

Window (if available)

o If you typed the Shipment ID number in the
ShipmentID Number window (see step 21 in
the process procedure), the number is shown
in parentheses. Select the number and
continue to Add Air Freight Commaodities using
Commodities Editor Step 1.

=@ UPS Pickups

8 PSR oAtz

1. Onthe Home tab, select History or press the F3 O6 -k S WorcShip - o X
\ Home \ My Services ~ Tools  Printing Activities ~ Import-Export ~ UPS.com  Support Vﬂv
key on the keyboard. P — Ta I =
o LR {: Elhad =
1 Multi-piece Shipment
History Repeat Undo  Void Track Addresses End of Pickup Messaging
N SEEE I Day | Informationv  Center
Navigate Shipment Activities Track | Manage Addresses End of Day  Pickups. Messages
Attention: M
Declared Value:
Reference Number 1:
Address 1. Saturday Delivery
Reference Number 2:
Address 2 Address 3:
Country/Teritory: Postal Code:
- Bill Transportation To: £
City or Town: State/Prgvince/County: Shipper - i
Telephone: E-mail Add ) Shipper's Cost (USD)
l'JP)s;A ; ]IN ber  TaxID Numb I Published
o Svran 0.00
[|Electronic Scale Activated
Shipper: Profile P Shi
e o - [Prg (][> ][w][isNEW vocessmh ipment
—) Add |[1 |Pkgs | DeletePkg |
| Ver: | XOFY| Pending: 2 Shpmt(s). 2 Pkg(s) | ;
2. The Shipment History window shows the shipment | |®«@-& - BT - 8 X
. . Home  MyServices  Tools  Printing Activities  Import-Export ~ UPS.com  Support ~ Gv
under Air Freight. Trscting NPy Tkt Tape A

| Ver: 17.017] |2 total shpmt(s)

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved.
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WorIdShip®

Process an Air Freight Shipment

Step Window (if available)

3. If you did not type the Shipment ID number LO@-dpy) UFS Workship 'vﬂ@x
Home  MyServices Tools  Printing Activities  Import-Export ~ UPS.com  Support ~

in the Shipment ID Number window (see TscknaNofg Ttk Tape P———
step 21 in the process procedure), the R e pes e

. . . (@ Weekday's Pending Pickup 123 Main Street I —
number is not shown in parenthesis. L8 Saury s Puraro e Dsosme =
-8 23-0ct2013- 10:01:20 AM
. (B 21-0ct2013- 114115 AM
e Get the number from your UPS driver. | o —
Tt xx;xx(ws o Shipment | Detail | Commodity | Biling Information |
B } ¥-1UPs Freigh] UPS Service: Next Day Air Freight- Guaranteed Detail Cost_ |
e Type the number in the Shipment ID vt Bpresrreon st B (utas anTars
Pickup Date: 25-0ct2013 Total Wt: 2651b
i Pieces Shipped As: 3 Pallet(s) 0 L
box on the Shipment tab. s R ey |
Creation Date: 25-0ct:2013 T
e Click Save. Mo |
Declared/Insured Value: 1000.00 USD

[ver ][ 5

The information for the Air Freight CoEch A TiDM e -8 X
Home  MyServices Tools  Printing Activities  Import-Export  UPS.com  Support \/()v

shipment appears on various tabs on the TsaNiFES s i

Shipper:WX0607 Ship To | Ship From | |l

right side of this window urs i
. PS Pickups Attn John Shipper Telephone:
Weekday's Pending Pickup 123 Main Street o
Saturday's Pending Pickup dAC‘ngE‘\QLLE.FUmI (904) 444-5655.
23-0ct2013 - 1021:06 AM e s Email

Shipment | Detail | Commodity | Billing Information |

| 18 X000 WS Test Shipper)
B UPS Service: Next Day Air Freight - Guaranteed Detail Cost ‘
B Worldwide Express Freight ShipmentID. [estoatstic[_save | ((Dutios end Taxes |
Pickup Date: 25-0ct-2013 Total Wt: 2651b
Pieces ShippedAs: 3 Pallet(s) 0 Loose
PreAuhStatus:  NotRequired (LR O L
Creation Date 25:0¢t2013 b

Options | Misc. | References
Declared/insured Value: 1000.00USD

[Ver = [[ 4

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 18



WorIdShip®

Process an Air Freight Shipment

Add Air Freight Commodities using Commodity Editor

You must add your commodity information into WorldShip using the Commaodity Editor before you can search for
Air Freight commodities during shipment processing.

To add Air Freight commodities using the Commodity Editor:

iti & - & ) * UPS Worldshi -BaXx
1. Onthe Tools tab, select Commodities and then O - Fe 3 . :
. ht Home  MyServices | Tools | Printing Activities  Import-Export  UPScom  Support vig-
Frel g . # Create/Edit Tab Order i r——. "
&7 & &2 T LUK
# Create/Edit Required Fields ? “ .
Create/dit ~ System  Shipper Delivery odities| More
Profle 7 Create/Edit Custom Labels | proferences v Editor  Date ~ oo~
Profie Tools Preferences td o _Freignt 5 H
Ateriion & Intemational’ |
Reference Number 1
Address 1. [7] Saturday Delivery
Reference Number 2.
Address 2 Address 3
Country Teritory: Postal Code
- Bil Transportation To. L
Gity or Town State/Pravince/County: hipper =
Telephone: E-mail Add (=} ipp (USD)
0-11
UPS AccountNumber.  TaxID Numb o Pudlished
UPS AccountNumber.  TaxID Number: Package:  Shipment
00 0.00
[lEtectonic Scale Actvated
Shipper: Profile [Pig [W][«Ji|[»][n][sNEW | [ Process Shipment
poo M —_— —— 10
e s
Ver TXOFY| Pending: 2 Shpms), 2 Pko(s)| _;

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved.
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WorIdShip®

Process an Air Freight Shipment

Step Window (if available)
2. The Freight Commodity Editor window appears. e BESC
Commaodity Commoen Data
Under Commodity Common Data: Descrpion
a) Inthe Description box, type a description of E—— W T s ]
the commodity or click the down arrow and Cra— b= o e
select an existing description for the [ HAZMAT engerous Gonds
CommOdity' Ground Freight Commodity
b) Inthe Packaging Type box, click the down (e s 7 S“h
- ) =
arrow and select an existing packaging type for
the CommOdity' Air Freight Commadity
c) Inthe Unit Weight box, type the weight for the - - je“*“
commodity. !
d) Inthe Total Weight box, type the total weight
for the commodity.
e) Selectthe HAZMAT/Dangerous Goods check
box if the commodity is classified as a
HAZMAT/Dangerous Good.
Under Air Freight Commodity:
a) Inthe Length box, type the largest dimension.
b) Inthe Width box, type the second largest
dimension.
¢) Inthe Height box, type the third largest
dimension.
d) Click Add/Modify Commodity.
3. Ablank Freight Commodity Editor window iy s BESc
appears' Commaodity Commoen Data
e Repeat step 2 as needed. - s ‘ Commody ‘
e Click Close. e = - e T N || otto Commoy |
[C]HAZMAT/Dangerous Goods [ ClearmiDan |
Ground Freight Gommodity
Freight Class: NMFC: Sub:
—
Air Freight Commadity
Longih wn Heighe

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved.
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