WorldShip°®

Process a COD Shipment

UPS accepts COD shipments for delivery throughout the US, Puerto Rico, and some parts of the EU.

To process a COD shipment:

Step

Window (if available)

1. On the Ship To tab in the Shipping window, Eatheiade Urs wercsnp = 2=
Home My Services Tools Printing Activities Import-Export UPS.com Support LT A
type the address Of the person Or Company Ship To S:\vaum Distribution ; SEN:etg)p:uns\De‘aumefevence \pp i
where the shipment is to be delivered. | e e
. Company or Name: e Qpi‘se""“’ = \Pack‘age - L'
Note: Package Entry processing mode X2Campary ) | | ——| oo e o2
was used in all screen samples. The Dol
Service and Options tabs will appear saucoy Devery I
differently using Shipment Entry processing )
mode. Country/Teritory: Postal Code: L
[Unted States -] 708 Bill Transportation To i
City or Town: State/Province/County: [shipper -
THERVILLE TIMONIUM -
Telephone: E-mail Address: With Return Services Shipper's Cost (USD)
L(J;S/;cc[cjntNumber TaxID Number. :ﬁf:im Shipment Published
B b = p(),() 0.00
Elegt ale Activated | ‘
Detail Cost
SX":;;; . %J;“ie = Pkg ] is NEW W
[ Add |1 Pkgs Delete Pkg
Ver: XOFY| Pending: 1 Shpmif(s), 1 Pkg(s) |
2. On the Service tab: el S = 5%
Home My Services  Tools Printing Activities Import-Export UPS.com  Support [T hd
e Click the down arrow in the UPS " 1
Service box and select a service. L5 Sece ey
i‘j{r;pca:’i;;nu;me = Ground v| Length Width Height
e Click the down arrow in the Package N
Type box and select a type.
2311 Highview Road Reference Number 2
e Click the down arrow in the Bill Acpess? Aoressd
Transportation To box and select who ComnToti:__ Pos ot
. . niedStaies b g Bill Transportation To:
pays the transportation cost to ship the GivorTom suoPrancatcomy: | (St o
. THERVILLE TIMONIUM ~ MD -
paCkagel Shlpment! or movement Telephone: E-mail Address: With Return Services Shipper's Cost (USD)
() - 11
. . Weight (Ib) ublishe
e Typethe welght of the package in the =l R
Package Weight box. T
[ DetailGost |
5):‘;;;; . Eji'e = Pkg ] is NEW W
Add |1 Pkgs Delete Pkg

Ver.

XOFY| Pending: 1 Shpmt(s), 1 Pka(s) |
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H 4 1 £ & - s UPS WorldShip -m X
3. The Shipper’s Cost appears in the lower ‘
. h Home  MyServices  Tools  Printing Activities  Import-Export ~ UPS.com  Support W
rlg t Ship To | Ship From | Distribution Service ‘Opl\cns&De‘a\l‘ﬂefevence‘ o
Customer ID: 7]Update Address Book Shipment Package
Residental (e ‘%
H H - UPS Service: Package -
CIICk the Optlons ta-b Company or Name Ground ~| Length Width Height
XYZ Company
Need it there sooner? m
Attention:
Declared Value:
Reference Number 1:
Address 1 Saturday D
2311 Highview Road Reference Number 2
Address 2 Address 3
Country/Teritory: Postal Code: L
(21093 Bill Transportation To: 1
City or Town: State/Province/County: Shipper
THERVILLE TIMONIUM ~ MD -
Telephone: E-mail Address: With Return Services Shipper's Cost (USD)
() - 11
UPS A Numb el Numb Weight (Ib) Published:
U ccount Number: ax ID Number. Package: Shipment
e 15.0 962
B
El le Activated
Detail Cost
Shipper Profile Pkg ] isNEw | [ Process Shipment |
3000 ~| [ups = F10
Add |1 Pkgs
Ver: XOFY| Pending: 1 Shpmifs), 1 Pkg(s)
i £ £ - & v UPS WorldShip - =X
4. The Options tab appears and shows the : ‘
. . . Home  MyServices  Tools  Printing Activities  Import-Export ~ UPS.com  Support -
available shipment and package options. x
Ship To | Ship From | Distribution | Service Options | Detail | Reference |
Customer ID: /|Update Address Book Shipment Options Package COD
Residental ‘F""Ep”n“‘"“"cgnf‘t‘;’ge
Select the COD check box under Package A
. XYZ Company Return Services
UPS carbon neutral
Options.
Cashier's Check/
Address 1
2311 Highview Road Add Shipping Charges
Package Options:
Address 2 Address 3
Country/Teritory: Postal Code: Declared Value L
United States ~ | 21093 Delivery Confirmation i
Quantum View Notify
City or Town: State/Province/County: Shipper Release
THERVILLE TIMONIUM ~ MD -
Teleghone: E-mail Address:
() - 11
UPS AccountNumber: Tax ID Number.
Total Cost: 962 USD
Detail Cost
Shipper: Profile Pkg ’7, is NEW Process Shipment
O - |UPsS -~ F10

Ver:

XOFY| Pending: 1 Shpmt(s), 1 Pkgis)
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5. The fields needed to complete a COD ot sz Bt - LS SRERS
. . . Home  MyServices  Tools  Printing Activities ~ Import-Export ~ UPS.com  Support L7 ¢
Shlpment appear to the rlght Of the 0pt|0n Ship To | Ship From | Distribution Service Options | Detail | Reference o
CheCk bOX Gustomer ID: ¥]Updsate Address Book Sm?—(:i;‘h?p‘(‘;\r:r - Package COD
— Residential g‘p“"cg“\'}"mi‘ .
. 'ompany or Name: uantum View Notif Amount
e Type the amount of the COD in the 2 Gompany - Fensenices | im0
Attention:
Amount box. - Agmners e
e Select the Cashier's Check/Money iR g Tewe
. . = = /Additional Handlin:
Order Only check box if the UPS driver  SoR—

. , Country/T eritory: Postal Code: eclared Value L
should only accept a cashier’s check, (UniedSwes =) 21003 g“;cvv‘ﬁw :
money order, official bank check, or e o | ]
similar instrument for the exact amount Tegpote Eadttinss
Of the COD package as Shown |n the UPS AccountNumber  TaxID Number e TED
Amount bOX Total Cost 2062USD
If you do not select this check box, the [+ |5 [N | [ Frovssshpmont |

H . peeves v |UPS - — F10
UPS driver can also accept a business i) | prgs [ Deloopis M |
or personal check. UPS does not Ve O Panding 2 et 1 ko)

accept cash (currency) in any amount
for a COD package.

e Select the Add Shipping Charges To
COD check box if the UPS driver
should collect the amount shown in the
Amount box plus a shipping charge.

Tips:

e The amount added to the COD Amount
is the charge for that package only —
not the entire shipment.

e For Hundredweight shipments within
the US, the rate that would have
applied to the package if it were
shipped as a single-piece shipment is
added to the COD Amount.
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6. The Option Cost appears in the lower right
on the Options tab.

FoF -

Home  MyServices  Tools Printing Activities

UPS WorldShip

Import-Export  UPS.com  Support

Ship To | Ship From | Distribution |

Service Options | Detail | Reference

Customer ID: [¥]Update Address Book Shipment Options Package COD
Handiing Charge
I_ k h h b ["]Residential (oot Cantol
Click the Process Shipment F10 button. GuanumViewNotty | Amourt
XYZ Company Retum Services
UPS carbon neutral D usD
Attention:
[¥] Cashier's Check/
Money Order Only
Address 1
2311 Highview Road [v]iAdd Shipping Charges:
P. ToCOD
Package Options:
Address 2: Address 3: ackapepions
Country/Teritory: Postal Code: L
21003 Delivery Confirmation 3
Quantum View Notify
Gity or Town State/Province/County: Shipper Release
THERVILLE TIMONIUM ~ MD -
Teleghone: E-mail Address:
- 11
UPS AccountNumber: Tax ID Number. Option Cost 11.00USD
Total Cost 2062USD
Detail Cost
Shipper: Profile Pkg
O000( ~ [ups =
Add 1
Ver: XOFY Pending: 1 Shemt(s), 1 Pkais)
7. A blank Shipping window appears. o dip i) ST SRERE
Home | MyServices Tools  Printing Activities  Import-Bxport  UPScom  Support LT A
%] CreateaReturn v = gk o "4 o eee
: Ll JE=A i o .
On the Home tab, select History or press Mui-iece Sipment o
History Repeat Void Track Addresses End of Pickup Messaging
the F3 key on the keyboard < Day | Information~ | Center
Navigate Shipment Activities Track ||Manage Addresses |End of Day  Pickups Messages
Attention:
Declared Value:
Reference Number 1:
Address 1 Saturday Delivery
Reference Number 2
Address 2 Address 3
Country/Teritory: Postal Code: L
[Unied States = | - Bl Transportation To: 1
Gity or Town: State/Province/County. (shipper -
Telephone E-mail Address: With Return Services Shipper's Cost (USD)
0 -11
Weight (Ib) Published.
UPS AccountNumber:  TaxID Number Package Shipment
0.0 0.00
[ DetailCost |
Shipper: Profile Bk ] s Shipment
- g Shipme:
J0000( ~ |uPs ~ F10
B Add Pkgs
Ver. XOFY| Pending: 2 Shpmi(s), 2 Pkgls)
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8. The Shipment History window shows the AL RO LA D = =4
. . Home My Services Tools Printing Activities Import-Export UPS.com Support T
shipment under UPS Pickups and the COD | [Feairsrocc e o o s crn| ;
1 H H 1Z - Find —
option for the shipment on the Options tab. @ eren: I -
. i =) !, Weekday's Pendwr;gs:?ml:upe' b%I;E;Z‘I:;E TIMONIUM. MD 21093
Tips: : ﬁgzj;c(w e
-‘ 77282000043
e The total amount to be collected e o P
. . 4B Ground Freight Package
appears on the Options tab in the -pio [ Packegson |
A . . B Worldwide Express Freight Tracking No: ~ 1ZWX06077282000043 Large Package: No
Shipment History window and on the Dimensions:  Nono Erered PhaType. Package

Package Wt 1501b

i

package label and the Daily Shipment
Detall Report.

Options | Misc. |
e The COD information prints on the "} T drem =
label. The UPS driver scans the label
and is alerted to collect payment upon 1 2
delivery. Your customer pays the UPS
driver for the cost of the package and
UPS sends this payment to you. -

Ver: Package 1 of 1|
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